Block Grant Management
Information System

User Training Manual
(Annual Reports)

Version 4.4




Copyright 2014



BGMIS User Training Manual Contents

Contents
INEFOAUCTION ... ettt b e bbb ene s 1
Overall Learning ODJECTIVES .........coiiiiieieieee e 1
The BGMIS Training Manual............ccccceiiiiiiiiiicc e 1
BGMIS PUIPOSE ...t 2
BGIMIS USEIS......cceeieee ettt n e 2
PErMISSION/ACCESS TYPES ...ttt bbb 3
BGIMIS HEIP .ttt 3
SYStEM REGUITEMENTS. ...ttt bbb b e 3
Chapter 1: THE BaSICS.....ccuiiiieiiieieiiesieeie et ste sttt ste e te et e e snaesaeesnesneesraeee s 5
Learning ODJECLIVES ........ooviiiiiiiitiiieeee et 5
Log in to BGMIS Training EXEICISE.....ccvciuiiieiieiie et 5
BGIMIS SUDSYSTEMS ...ttt bbbt 7
The WOork Plan SUDSYSEEM.........c.oooiiiiiicie e 7
The SuCCESS StOrieS SUDSYSTEIM ........oiviiiiiiiiisiiiieee e 7
The Annual Report SUDSYSIEM ........ccviiieiiiicceee e 8
The Compliance ReVIEW SUDSYSTEM .........ccccoiiiiiiiiiiiee e 8
BUITBTINS 1.ttt bbb ere s 8
BGIMIS FAQS ..ottt ettt sttt ettt b e testeeseeneese et et e saestenteaneaneaneas 8
Logging Off BGMIS ... e 8
Chapter 2: BEfOre YOU DEGIN ......c.oiiiiiieii e 9
Chapter 3: Creating an annual report...........cc.ooveieiieii e 10
Learning ODJECHIVES ........ccuiiiiiiiiitieiee et 10
Create an anNUAL FEPOIT ........eciviiie ettt sae e e ne e 11
Edit an annual FEPOIT.........oiiie e 13
Delete an annual FEPOI ...........oiviiie et 14
ANNUAL REPOIT STALUS ...t bbb 16
The Annual Report SUMMArY PAge .......cccocveviiiiiiieieee et 16
The Annual Report Navigation Pane ...........ccccoiiiiiiineieseeee e 16
The RepOrt StAtUS taD.........ccveieiic e 16
The OUtCOME STALUS TAD .....cvveee e 17
The Other TasKS SECHION ........coiiiiieeeie et 17
GBNEIALE TEPOITS ...ttt ettt e e 18
Verify this annual repOrt ..o 18
Verify then submit this annual report to CDC .........cooiiiiiiiiiiceee e 18
Chapter 4: Entering outcome information ............cccovveiieeiii e 19
Learning ODJECTIVES ........coviiiiiiiiiiiieee ettt 19
Verify Block Grant Coordinator practice eXerCiSe .......coevvvveieeiiieeiie e eieesee s e 20
Complete HO outcome INFOrMAtION. .........coviiriiieieie e 22




Contents BGMIS User Training Manual

Complete 10 outcome INFOrMALION .........coviiuiiieiie e 25
Complete activity outcome iNfOrmMation ...........cccoevereienineseseee e 29
Complete and verify all outcome INformation ............cccceieieiienenie e 33
Chapter 5: Verifying and submitting your annual report.............cccocveveiieiieccnsnene. 36
Learning ODJECHIVES ........couiiiiiiiiiieie bbb 36
Verify annual report PractiCe BXEICISE ......ccuiiviieieereeriesiee e e se e sre e 36
Chapter 6: REPOITS .....c.veiviiiiiiiiieeie bbb b b 39
Learning ODJECTIVES .......ccuiiie ettt ste e e sre e 39
RUN repOrtS PraCtiCe BXEITISE .....veveieeiiiiiisiesieeie ettt 40
RUN aN annUal FEPOIT........cveiieice et 40

Run the Impact Objective SUMMAary rePOrt .........cccooereriiinieeeeeeee e 41




BGMIS User Training Manual Introduction

Introduction

Overall Learning Objectives
The overall learning objectives for the BGMIS training manual are:

e Identify the purpose and benefits of BGMIS

e Loginto BGMIS

e |dentify the components of BGMIS

e Identify the purpose and benefits of an annual report
e Create an annual report

e Identify the components of an annual report

e Add outcome information to your annual report

e Submit your annual report to CDC

e Run reports

The BGMIS Training Manual

This training manual contains six chapters that will be reviewed and used during the
training session. Each chapter focuses on a specific section or topic and provides
requirements, explanations, instructions, and exercises.

Please feel free to make additional copies of the manual and share with your colleagues.

Training manuals for other BGMIS modules, i.e. Work Plan and Success Stories are
available on the Training Materials page. To access the Training Materials page, click the
Training option on the BGMIS Home page.

BGMIS ] ( Work W [ Annual ] ( Success W [ Compliance ] ( Block Grant 1 [ coC ]
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Welcome: Ruby Lewis

The Block Grant Management Information System is a web-based system that enables grantees to create and submit Work
Plans, Annual Reports, Success Stories to CDC and to view Compliance Review information.
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Training Materials

Training materials are provided to support your work with the PHHS Grant.
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Webinar Date: December 12, 2013

o New Block Grant Coordinators Training
2
Webinar Date: December 18, 2013
Learn more about the roles and
responsibilities of a PHHS Block Grant
Coordinator from a panel of subject
matter experts

BGMIS Purpose
BGMIS was developed to accomplish the following goals:

e To organize your work plan.

e To create your work plan and submit it to CDC.
e To create success stories.

e To review success stories.

e To create annual reports.

e To enter outcome information for your annual report.

BGMIS Users
BGMIS users consist of:

e PHHS Block Grant Coordinators
e State Program Managers
e Other PHHS Block Grant Personnel
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e CDC Users

Permission/Access types

The following table describes the permissions or access types in BGMIS:

Permission

Description

Control Center

Has the ability to create new work plans, submit, and
delete work plans. This access type is recommended
only for Grant Coordinators.

Edit Budget

Has the ability to edit top level information, i.e. cover
page, total budget, and statutory information. This
access type is recommended only for Grant Coordinators
and/or Financial Manager.

Edit Program

Has the ability to enter program information, national
health objective, state health objective, and impact
objectives.

BGMIS Help

The BGMIS Help is always available by clicking the Help link at the top right corner of
each page. The Help consists of very useful information and step-by-step procedures to
assist you in completing your tasks.

System Requirements

BGMIS works best on a Windows platform with Microsoft Internet Explorer 6.0 (or
later), JavaScript enabled, screen resolutions of 1024x768 (or greater) and 256 colors (or

better).

Imp-ortamt

Pop-up blockers should be turned off for this site to function properly.

Introduction







BGMIS User Training Manual The Basics

Chapter 1. The Basics

The first step in using BGMIS is to access the system and log in using the login
information assigned to you.

Learning Objectives
Upon the completion of this chapter, you will know how to:

e Loginto BGMIS using your user ID and password.
e Log out of BGMIS.

Log in to BGMIS Training Exercise

The Login module has been enhanced to conform to the new CDC Password Policy. The
fields on the Login page have not changed; however, additional password requirements
have been implemented on the Login page.

When creating a password, the following rules apply:
e Passwords are case sensitive.
e Passwords must contain at least 8 characters
e Passwords must be created using 3 of the following 4 criteria:

o Uppercase letters.
o Lowercase letters.
o Numbers.
o Punctuation symbols. Punctuation symbols allowed are @, #, $, |, {, }, *
e Passwords may not contain your User ID or any part of your name

After 5 unsuccessful attempts to log in, your account will be temporarily locked for 15
minutes. You may try to log in again after 15 minutes. If you have forgotten your
password, send an email to bgmis@cdc.gov and a new temporary password will be sent
to you.

For security reasons, a period of 60 or more minutes of inactivity requires that you log in
again

The rules are also included in the Login page below the User Name and Password fields.
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Log In - Enter your User ID and Password

User ID: | |

Password: | | Please click here if you have forgotten your User ID or Password.

Login Tips: Tyre the User ID and password assigned to you for this web site.
» FoySecurity reasons, a period of 60 or more minutes of inactivity requires that vou logyw again.
After 5 unsuccessful attempts to log in, your account will be temporarily locked for 15 mindges.

Tips for creating and maintaining Passwords:

o Passwords are case sensitive.

o Passwords must contain at least 8 characters.

o Passwords must be created using 3 of the following criteria:

»  Uppercase letters.

Lowercase letters.

Mumbers.

1. Type http://.nccd.cdc.gov/BGMIS into the address field in your browser. The system
displays the BGMIS Log In page.

Log In - Enter your User ID and Password

| Please click here if you have forgotten your User ID or Password.

Login Tips: Type the User ID and password assigned to you for this web site.
» For security reasons, a period of 60 or more minutes of inactivity requires that vou log in again.
»  After 5 unsuccessful attempts to log in, your account will be temporarily locked for 15 minutes.
» Tips for creating and maintaining Passwords:
o Passwords are case sensitive.
o Passwords must contain at least 8 characters.
o Passwords must be created using 3 of the following criteria:
»  Uppercase letters.
»  Lowercase letters.
s MNumbers.

»  Punctuation symbols. Punctuation symbaols allowed are @, #, %, |, {, F. ™

[}

Passwords may not contain your User ID or any part of your name.
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2. Enter your user ID in the User ID field and your password in the Password field.
3. Click Log In. The system displays the BGMIS Home page.

Work
Plans

BGMIS
Home

| Il Il

Annual
Reports

If

Success
Stories

Compliance
Reviews

If

Block Grant
Contacts

I If

cDC
Reports

|

Welcome: Ruby Lewis

The Block Grant Management Information System is a web-based system that enables grantees to create and submit Work
Plans, Annual Reports, Success Stories to CDC and to view Compliance Review information.

GUIDANCE

Latest Guidance Documenis

X

7 | TRAINING
“ | PHHS Block GrantTraining

o ALLOCATIONS
# I Healthy People Funding

‘ £ | CONTACTS

Current list of Regional CDC Contacks
3 | BULLETINS
Manage bulletins

l@ BGMIS Changes and
Improvements 01/23/2014
(534 k)

WORK PLAN

The Work Plan
defines the
Programs,
Objectives and
Activities that will be

ANNUAL REPORTS

The Annual Report
captures progress
towards reaching
objectives and
completing activities

SUCCESS STORIES

Highlighted
accomplishments of
ithe PHHS Block
Grant Programs.

fag -

j |
Q)|

COMPLIANCE
REVIEW

Compliance Reviews
are completed in
accordance with the
PHHS Block Grant
legislative mandate.

that were identified
in the prior year's
Work Plan. Reports
are due no later
than February 1st.

carried out using
PHHS Block Grant
funds. Work Plans
are due no later
than July 1st.

l@ PHHS BG Program Regional
Officers & PGO Specialis (22 k)

If logging into BGMIS for the very first time or logging in for the first time
after your password was reset, the system displays a page that allows you to
change your assigned password to a password of your choice.

Unless you need screen reader, ensure that the Enable screen reader
compatibility mode check box is not selected.

BGMIS Subsystems

The system currently has four active subsystems — Work Plan, Success Stories, Annual
Reports and Compliance Review..

The Work Plan Subsystem

The Work Plan subsystem allows you to enter work plan information, i.e. program
information, FTEs, health objectives, etc. After adding your work plan information, you
can verify it, and then submit it to CDC.

The Success Stories Subsystem
The Success Stories subsystem allows you to add success stories related to achievements

in your program and also review success stories that other grantees have submitted to
CDC.
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The Annual Report Subsystem

The Annual Report subsystem allows you to create an annual report, enter outcome
information for your program in order to report progress regarding your health objectives,
impact objectives, and activities, and submit the annual report to CDC.

The Compliance Review Subsystem
The Compliance Review module allows you to View the Compliance Review schedule

details for your location and view the scheduled dates for other grantees. You can also
download and upload Compliance Review-related documents and view the
Recommendations letter after the completion of the Compliance Review visit.
Bulletins

The Bulletins section displays downloadable announcements that have been posted for
your information.

BGMIS FAQs

The BGMIS FAQs link opens a PDF document containing frequently asked questions
about BGMIS.

Logging off BGMIS
You can log off BGMIS by clicking the Log Out link at the top right side of the page.

m PHHS Block Grant Management InformatiopSystem
Stories Held | Log OQut

mation System is a web-based system that enables grantees to create and submit work
ies to CDC and to view compliance review information.

SUCCESS STORIES ANNUAL REPORTS COMPLIANCE
REVIEW

The wark plan | |[Highlighted The annual report Compliance reviews
|l [defines the accomplishments of |l captures progress are complete in

@ If you are updating a page it is important that you save your data before logging

out of BGMIS.
Imp-ortant
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Chapter 2. Before you begin

Before you create your annual report, it is strongly recommended that you observe the
following “Dos and Don’ts” of creating an annual report.

Do:
e Thoroughly review your work plan before creating an annual report.

e Ensure that your objectives are written correctly in the work plan using the
SMART (Specific, Measurable, Achievable, Realistic, Time-Bound) format.

e Run reports after creating your work plan to ensure that your outcomes are
displaying correctly in the annual report.

Don’t:
e Update your work plan after creating your annual report.

If your objectives are not well written in your work plan, you might encounter some
issues with the way the outcomes in the annual report will be displayed. If you create
your annual report and then go back to make changes to your work plan after creating the
annual report, the system will allows you to reconcile your Annual Report changes with
your Work Plan changes.

If you have just reviewed your work plan and you want to make changes to the objectives
in your work plan before creating your annual report:

1. Print the Impact Objective Summary report.

2. Review the report.

3. Create a new version of the approved work plan.

4. Make the necessary changes to your SMART objectives.
5. Submit the work plan for approval.

6. Once approved, create the annual report.

If you have already created an annual report without reviewing your work plan and you
want to make changes to the objectives in your work plan:

1. Export the existing annual report to Word by running the Annual Report report.
2. Delete the annual report.

3. Make the necessary changes to your SMART objectives.

4. Submit the work plan for approval.

5. Once approved, create the annual report.

Refer to the Annual Report Summary section in the BGMIS Help for the step-by-step
instructions for completing the tasks listed above.



file:///W:/Documents%20and%20Settings/tzl5/Local%20Settings/Temporary%20Internet%20Files/OLK1/bg_createworkplan.htm%23copy
file:///W:/Documents%20and%20Settings/tzl5/Local%20Settings/Temporary%20Internet%20Files/OLK1/bg_createworkplan.htm%23submit
file:///W:/Documents%20and%20Settings/tzl5/Local%20Settings/Temporary%20Internet%20Files/OLK1/bg_reports.htm%23annual
file:///W:/Documents%20and%20Settings/tzl5/Local%20Settings/Temporary%20Internet%20Files/OLK1/bg_createworkplan.htm%23submit
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Chapter 3: Creating an annual report

The Annual Report module in BGMIS allows you to create an annual report for your
program. This module contains features that allow you to tell CDC how your program
fared by answering the following questions:

e Did you start the program?

e Did you partially meet your goals?

e Did you meet your goals?

e Did you exceed your goals?

e Did you encounter any challenges?

e How did/will you tackle the challenges encountered?

When you create an annual report, the system copies over the necessary information from
your approved work plan and allows you to create an annual report based on the
approved work plan. You can then complete the annual report by entering outcome
information for each health objective (HO), impact objective (10), and activity in each
program. After completing outcome information, you can submit your annual report to
CDC.

Learning Objectives

Upon the completion of this chapter, you will:

e know the issues that may prevent you from creating an annual report.
e know how to create an annual report.

e know how to navigate the annual report using the navigation pane.

The system will not create a new annual report if:
e an approved work plan does not exist for the year you want to report on.

e an approved work plan does exist, however; you have not submitted the prior
Advisory Committee meeting minutes.

o there is a discrepancy between the allocation table and your budget.

If any of these conditions exist, the system displays an error message. You must resolve
all issues before the system will allow you to create an annual report.

10
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Creating an annual report

Create an annual report

1. On the BGMIS main page, click the Annual Reports module.
Result: The system displays the Annual Report Main page.

Annual Report Main

e Select a Annual Report from fhe Annual
Report List,

e Complete the -
o Cover Page,
o Health Ohjective,
o Impact/Process Objectives,
o Activities
sections of the Annual Report,

e Read Annual Report reviews,

The annual Report is the summarization of Objectives, Activities, and their outcomes conducted in
the prior fiscal year through the use of Preventive Health and Health Services Block Grant funds,

)

¢ Review guidance for the -
o Cover Page,

o Health Chiective,
o Impact/Process Objectives and,

o Activities

cections as they relate to the PHHS Block
Grant &nnual Report,

e BEeview and print entire guidance docurmnent,

2. On the Annual Report Main page, click the Annual Report List link.
Result: The system displays the Select Annual Report page.

Select Annual Report

Select the Annual Report that you want to waork with from the list below,
Select Created State  FY Based onWork Flan
Mo records to display.

Submitted  Reviewed Status

11
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[
-

fj There will be no existing annual reports from which to select if you
Hote have not created one in the past.

3. Click the Create New button.
Result: The system displays the Create New Annual Report page. This page allows

you to confirm that you want to create a new annual report.

Create New Annual Report

Create a new Annual Report for fiscal year 2009 based on the work plan
GA 2009 ¥1 RO Approved on 0171372010

Continue?
ok M Camcol

4. Click OK.
Result: The system creates the annual report and gives it a status of In Progress. The

system copies over the necessary information from your approved work plan.

Select Annual Report

Select the Annual Report that you want to work with from the list below,
Select  Created State  FY Baszed on Work Plan Submitted  Reviewed Status

01 E2010  GA 2009 1 RO Approved on 0171352010 In Progress

12
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5. Click OK.
Result: The system displays the Annual Report Summary page.

Annual Report

Report Status
b |Q wor enteren | O cowpLeTe [ compLere|
Outcome Status | [PARTIALLY MET/COMPLETED [MET/COMPLETED]EXCEEDED | ) )
Legend: ¥ verify then submit annual report to C
Select an item below Georgia FY2009 Annual Report - Status: In Progress
T
=iEJJ|Annual Report Summary [ Report Status '\ Outcome Status
@CoverPage
:' PROGRAMS AMMUAL REPORT SUMMARY
T Completed | Incomplete |Total
+-(P) Adult Essential Health Treatment Senic DTSOrame g | 3 BE
1[® Emergency PreparednessiTraurma Syst Block Grants Coordinator Information on Cover Page Not Reviewed
ﬂ® Family VialenceiSexual Assault Servicas

P Click links below to perform other tasks.

denerate reports
verify this annual report
verify then subrmit this annual report to COC

Edit an annual report

1. Click the Annual Report List link on the Annual Report Main page to access the
Annual Report List page.

Result: The system displays a list of existing annual reports, in this case, just one.

Select Annual Report

Select the Annual Report that you want to work with from the list below,
Select  Created State  FY Baszed on York Plan Submitted

Reviewed Status
< 032010 GA 2009 1 RO Approved on 0101372010

In Progress

Create How () ==

13
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2. Under the Select column, select the check box on the same row as the annual report

and click OK.
Result: The system displays the selected annual report.

Annual Report

“Eplfé";jn‘:F“s |G wor enteren [ O mcoweiete [ comeeere |
Outcome Status | [PARTIALLY MET/COMPLETED [MET/COMPLETED | EXCEEDED | ) )
¥ verify then submit annual report to C

Legend:

Select an item below Georgia FY2009 Annual Report - Status: In Progress
( N N
= |Annual Report Summary | Report Status |\ Outcome Status

© Cover Page
:[. PROGRAMS ANMNUAL REPORT SUMMARY
Completed | Incomplete | Total
] | 3 [E

t[@ Adult Essential Health Treatment Servic Programs
Block Grants Coordinator Information on Cover Page

Not Reviewed

(%) Emergency PreparednessiTrauma Syst

£} ® Family Violence/Sexual Assault Services ) ik links below to perform other tasks.

generate reports

verify this annual report
verify then submit this annual report to COC

3. Edit the annual report as necessary.

Delete an annual report

‘;2 Only an annual report with a status of In Progress can be deleted.

1. Click the Annual Report List link on the Annual Report Main page to access the

Annual Report List page.
Result: The system displays a list of existing annual reports, in this case, just one.

14
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Select Annual Report

Select the Annual Report that you want to work with from the list below,
Select  Created State  FY Bazed on Yark Plan Submitted  Reviewed Status

< 01132010 GA 2009 V1 RO Approved on 010132010 In Frogress

2. Under the Select column, select the check box on the same row as the annual report
and click Delete.

Result: The system displays the Delete this Annual Report confirmation message.

Delete this Annual Report

You are about to delete the annual report:
Georgia FY2009 Annual Report - Status: In Progress

All information in the annual report will be permanently deleted. If you are sure you want to continue

Confirmation:

|
T T

3. Enter DELETE in the Confirmation textbox and click OK.
Result: The system deletes the annual report.

15
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Annual Report Status
Your annual report can have one of the following statuses:

e In Progress - Your annual report is being developed and has not yet been
submitted to CDC.

e Submitted to CDC - Your annual report has been submitted to CDC.
e Under CDC Review - Your submitted annual report is being reviewed by CDC.
e Reviewed by CDC - Your annual report has been reviewed by CDC.

The Annual Report Summary Page

The Annual Report Summary page is divided into three main sections: the navigation
pane, the Annual Report summary section, and the other tasks section.

The Annual Report Navigation Pane

The annual report navigation pane allows you to navigate through all the sections of your
annual report and also gives you a visual representation of the status of the sections in
your annual report by using different colors for the various statuses.

Select an item below

-J"'.£||Annual Report Summarg.r|

o @ Cover Page
= (#9) PROGRAMS
+J® Adult Essential Health Treatment Servic

+J® Emergency FreparednessiTrauma Syst

‘;'_."'® Family ¥iolencefSexual Assault Services

The legend above the navigation pane explains the colors used in the annual report. The
top part of the legend explains the report status while the lower part explains the outcome
status.

HEF'L'JE";;?:“E |Q wor enteren | O micomeLeTe | () compLeTe |

Cutcome Status | | PARTIALLY MET/COMPLETED | ET/COMPLETED| EXCEEDED
Legend:

The Report Status tab

The Report Status tab is displayed by default when your annual report has a status of In
Progress. This tab displays the annual report summary at a glance by giving you a count
of completed and incomplete sections. For a newly created annual report, the Completed
column will always be 0 (zero), indicating that no section has been completed. As you
complete the sections in the annual report, the numbers are updated accordingly.

16
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Georgia FY2009 Annual Report - Status: In Progress

'} n
Report Status |\ Outcome Status

AMMUAL REPORT SUMMARY

Completed | Incomplete | Total
Programs 0 3 3
Block Grants Coordinator Information on Cover Page Mot Reviewed

The Outcome Status tab

The Outcome Status tab is displayed by default when your annual report has a status
other than In Progress. This tab displays a chart that is updated as you complete the
outcome information for different sections in the annual report. The legend explaining the
colors in the chart is displayed to the right of the chart. For a newly created annual report,
all programs will have 100% red status, indicating information has not been entered for
any program. As you complete the sections the numbers are updated.

Georgia FY2009 Annual Report - Status: In Progress

™

Report Status ] Outcome Status

AMNMUAL REPORT SUMMARY

Chart Legend

All Programs

Mot Entered
100%

0%
0%
70%
60%:
50%
405
30%
20%:
10%:

0%

100.0 %% 100.0 %%

Mot Started

Partially Met/Completed

Met/Completed

Exceeded

Impact Objective (&) Activity {13)

The Other Tasks Section

The other tasks section directly below the annual report summary section allows you to
perform other tasks related to the annual report.

F Click links below to perform other tasks.

generate reports
verify this annual report
verify then submit this annual report to COC

17
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f_j After you have completed and submitted your annual report to CDC,
Hote this section also displays the view annual report submission/review
comments link which you can click to view comments for the annual

report.

Generate reports

Click this link to select and run the following available reports: Annual Report, 10 and
Activity Outcome Status by Program, and 10 and Activity Outcome Status by HO.

Verify this annual report

Click this link to run a check on the annual report outcomes. The system displays a page
that lists the items in your annual report and indicates if the item passed or failed. All
items in your annual report must pass and display a status of "OK" before you can submit
your annual report to CDC.

Verify then submit this annual report to CDC

Click this link to run a check on the annual report outcomes and then submit your annual
report to CDC if it passes validation. All items in your annual report must pass and
display a status of "OK" before you can submit your annual report to CDC.

18
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Chapter 4: Entering outcome information

After reviewing your work plan and creating an annual report for your program, you can
then begin to enter outcome information. The system copies over the necessary
information from your approved work plan and allows you to enter outcome information
for each program.

Learning Objectives
Upon the completion of this chapter, you will be able to:

e Verify the Block Grant Coordinator information for your program
e Complete health objective (HO) outcome information
e Complete impact objective (I0) outcome information

e Complete activity outcome information

19
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Verify Block Grant Coordinator practice exercise

Jx‘s e The data provided in the practice exercise are sample data. Please populate the
Hote fields with your own state data.

e Required fields on a page are marked with an asterisk (*).
e Textin bold red font indicates that you have not yet completed the required

information for the section.

1. Click the Cover Page option in the Annual Report navigation pane.

Result: The system displays the cover page information in the right display pane.

@Cuver Page

L LINE Rl

[:n_v;:r PGB;!

Georgia FY2009 Annual Report - Status: In Progress

Administrative Information fiew
Application Title: Georgia FYZ009

DUNS #: 68217559

Grantee Contact Information Grantee Contact Information Needs to be Confirmed
State Health Department Phone: :nd-sss-gerﬁ‘@

GOVernor: Nathar Daal

State Health Officer:

D, Brenda Fitzgerald

Block Grant Coordinator:

Mame Pakia Williams de Acosta
Address: 2 Paachtres St NW, Office 15.264
Phane

Atlants GA 30303-3142
404-657-60370)
Fam: 404-637-63530)

Email: pascostaPdhr.state.ga.us

Executive Summary
Summary Text:

s

= yiew

Tha work: plan is for the Preventive Health and Health Services Bleck Grant [PHHSBSE) for
Federal Fisc...

2. Click the Edit link.

Result: The system displays the Edit Cover Page page.
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Edit Cover Page

Georgia FY2009 Annual Report - Status: In Progress

Application Title: Georgia FYZ009

DUNS #: DEE217559

Confirm Grantes Information

Contact your Project Officer if any of the information below is incorrect.

State Health Department
Georgia Department of Public Health
health stake.qa ws

404-656.067

Bleck Grant Coordinator State Health Officer
Pakia Willams de Acosta . Brenda Fitzgerald Mathan Deal
2 Peachtrés St NW, Office 15.264 2 Peachtras Straet, NW 142 State Capitol
atlanta, GA 30303-3142 Suwte 15-470 Atlanta, GA 30334
Phone: 404-657-60378 Atlanta, GA 30303-3682
Fax: 404-657-635308 . NGA Website &
Emal: pascostaDddhr state an. s ASTHO Website &
< T= the above Grantee contact Y
| inferssation correct?: Oves ®
@ If any information is incorrect, be sure to send a request to CDC to change it
for you.
Imp-ortant or you

3. Review the information displayed on the page. If the information is correct, select
The Yes option in the “Is the above Grantee contact information correct?” field. If the
information is incorrectselect No.

Result: The system changes the C next to the Cover Page option on the navigation
pane from yellow to green, indicating that the section is completed.

=5 Annual Report Summary

 Olewerpase
() PROGRAMS

ﬂ® Adult Ezzential Health Treatment Servic
ﬂ® Emergency PreparednessiTrauma Syst

ﬂ® Family WinolencefSexual Azsault Service

You must select Yes or No in the “Is the above Grantee contact information
Important  correct?” field in order to be able to submit the Annual Report upon completion.
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Complete HO outcome information

ij e The data provided in the practice exercise are sample data. Please populate the
fields with your own state data.
e Required fields on a page are marked with an asterisk (*).
e Textin bold red font indicates that you have not yet completed the required
information for the section.

From the Annual Report navigation pane, click the program for which you want to
add outcome information.

Result: The system expands the program to display the program components, i.e.
HO, ES, IO, and activity and also displays the program summary in the right display
pane, including completion status.

Select an item below Georgia FY2009 Annual Report - Status: In Progress
=I-E=] Annual Repaort Summary e’ @ Adult Essential Health Treatment Services

- (© coverPage | Report Status | Outcome Status

=+(#2) PROGRAMS

- (/A Essential Healt Treatment e

Program : Adult Essential Health Treatment Services

= @ 12-1 Coronary Heart Disease Completed Incomplete Total
(€3 1. Monitor health status Health Objectives ) 1 1
- [=(9) 1. 1dentify the burden of C* Title: @ yigy | Adult Essential Health Treatment Services
@1 ConaunteRraz act| | [Strteoy: ® viow[duce modty i meraly o ke sd e Testes b
(@) 2. Monitar quarterly SH, [ipperEnsion
@ 3. Maintain invalvernen P Click links below to perform other tasks.

fj The system displays information in three main sections. The upper section displays
Hote the completion status, the middle section displays some HO information transferred
from the work plan, and the lower section allows you to enter outcome information
for the selected HO.

From the annual report navigation pane, click the HO option for the selected program.

Result: The system displays information for the selected HO in the right display
pane.
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R
Feport Status %, Outcome Status \'ﬁ,_

Georgia FY2009 Annual Report - Status: In Progress

® &dult Ezsential Health Treatment Services == @ 12-1 Coronary Heart Disease

IO & Activity Completion Status for Health Objective: 12-1 Coronary Heart Disease

Completed Incomplete Total
Impact/Process Objective Qutcome 0 2 3
Activity Outcome ] 7 7

Health Objective from Work Plan
National Health Objective: & yiow

12-1 Coronary Heart Dizeaze

State Health Objective: @ view

Between 102008 and 092009, reduce by 5% the nurnber of coronary

heart dizease and stroke deaths in Geargia,

State Health Objective Outcome for Annual Report

BarriersfChallenges :

Outcome: Mot Entered
Status: Mot Entered
BarriersfChallenges to Success: Mot Entered
Strategies To Overcome Mot Entered

23




Entering outcome information BGMIS User Training Manual

3. Click the Edit link.

Result: The system displays the Edit State Health Objective Outcome page.

Georgia FY2009 Annual Report - Status: In Progress

@ Adult E: tial Health Tre >3 @ 12-1 Coronary Heart Disease (State Health Objective)
* Required
National Health Objective Title :  12-1 Coronary Heart Disease
State Health Objective from Between 10/2008 and 09/2009, reduce by 5% the number of coronary heart disease and stroke deaths in
work Plan : Georgia.
* State Health Objective Status : Select v

minimum 2 characters requirad

* State Health Objective Outcome :

S = = EEsSE -i-iEE T (7]
$ |- B L U T ¥ w©
3 equ
* Barriers/Challenges to Success : e ——
/ g hat G-¢- BJUSESESES SESIEE BTG
equ
* Strategies to Overcome o I ——
Barriers/Challenges : g L O LB L L | = G B L= s S R, S LN

D=

4. Complete the fields on this page as follows:
State Health Objective Status = Exceeded.
State Health Objective Outcome = Between 8/2008 and 09/2009 reduced by 8% the
number of coronary heart disease and stroke deaths in Georgia.
Barriers/Challenges to Success = None.
Strategies to Overcome Barriers/Challenges = N/A

5. Click OK.
Result: The system displays the summary information in the right display pane,
including the newly added information.
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Georgia FY2009 Annual Report - Status:

5 5
‘ Report Status  Outcome Status

In Progress

® &dult Essential Health Treatment Services == @ 12-1 Coronary Heart Disease

IO & Activity Completion Status for Health Objective: 12-1 Coronary Heart Disease

Completed Incomplete Total
Impact/Process Objective Outcome 0 3 3
Activity Outcome 0 7 7

Health Objective from Work Plan
Mational Health Objective: & yigw

12-1 Coronary Heart Diseasze

- PR . Between 10/2008 and 09/2009, reduce by 5% the number of coronary
State Health Objective: @Ulﬂ heart disease and stroke deaths in Geargia,
State Health Objective Outcome for Annual Report
Bl Edit @ view
Qutcome: Between 10/2008 and 0972009, reduced by 5% the number of coranary
heart disease and stroke deaths in..
Status: Exceeded
Barriers/Challenges to Success: Mane
Strategies To Overcome MiA
Barriers/Challenges :
i The system displays the status is in black font, indicating that the HO was exceeded

. as described in the Outcome Status Legend at the top of the page.

Hote

Complete IO outcome information

fields with your own state data.

x‘j e The data provided in the practice exercise are sample data. Please populate the

e Required fields on a page are marked with an asterisk (*).
e Textin bold red font indicates that you have not yet completed the required

information for the section.

1. From the Annual Report navigation pane, click the 10 under the Essential Service
(ES) option for which you want to add outcome information.
Result: The system displays the 10 summary in the right display pane.
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Georgia FY2009 Annual Report - Status: In Progress

® Adult Eszential Health Treatment Services == @ 12-1 Caronary Heart Disease== @ 1. Monitor health status=> 1.
Identify the burden of C¥D in Georgia

F Click the edit button to enter information.

ImpactfProcess Objective from Work Plan

& vigw

Title: Identify the burden of WD in Geargia

Objective: Between 10/2005 and 09/2009, The Stroke and Heart Attack Prevention
Program [SHAPP) will evaluate 18 health districts in Georgia.

ImpactfProcess Objective OQutcome for Annual Report

SMART Qutcome: Between 10,2008 and 0972009, The Stroke and Heart Attack Prevention
Program [(SHAPP) evaluated Mot Entered health districts in Georgia,

Status: Mot Entered

Barriers/Challenges to Success: |[MotEntered

Stl’ﬂtEgiES To Overcome Mot Entered

Barriers/Challenges:

fj The system displays information in two main sections. The upper section displays

H:Jte the Impact/Process Objective information transferred from the work plan, and the
lower section allows you to enter outcome information for the selected 10. The Not
Entered text in bold red font indicates that you have not yet entered outcome
information for the 10.

2. Click the Edit link.
Result: The system displays the Edit Impact/Process Objective Outcome page.
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Edit Impact/Process Objective Outcome

Georgia FY2009 Annual Report - Status: In Progress

|® Adult Essential Health Treatment Services = 12-1 Coronary Heart Disease >3 @ 1. Monitor health status == 1. Identify the burden of CVD in Georgia

* Reqguired
itl=k Identify the burden of CWD in Georgia
Objective from Work Plan : Between 10/2008 and 09/2009, The Stroke and Heart Attack Prevention Program (SHAPP) will evaluate 18
health districts in Georgia.
SMART Outcome Builder
* Status : Select v
* Actual Result : Preview New
SMART Outcome
SMART Between 10/2002 and 09/2009, The Stroke and Heart Attack Prevention Program (SHAPP) evaluated Mot Entered health districts
Outcome in Georgia.

minimumn 3 characters required

* Barriers/Challenges to Success :

I%—{é%")'(“‘BIHEEEE === ﬂi-'?@l
minimurm 2 characters required
* Strategies to Overcome — e e =
BarriersfChallenges : (B 2B 9-e- B I U SEEE EEZEE RT 6

@« )

3. Complete the fields on this page as follows:
State Health Objective Status = Partially Met
Actual Result =14
Barriers/Challenges to Success = Lack of participation
Strategies to Overcome Barriers/Challenges = Educate more people

4. Click Preview New SMART Outcome.
Result: The system updates the SMART outcome displayed in the green area with
the newly added information.
For example, if the objective from work plan =

Between 10/2009 and 09/2009, The Stroke and Heart Attack Prevention Program
(SHAPP) will evaluate 18 health districts in Georgia. Between 10/2009 and 09/2009.

Then the new SMART outcome will be =
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The Stroke and Heart Attack Prevention Program (SHAPP) evaluated 14 health
districts in Georgia

Click OK.

Result: The system displays the summary information in the right display pane,
including the newly added information.

Georgia FY2002 Annual Report - Status: In Progress

® Adult Eszential Health Treatment Services »= @ 12-1 Caronary Heart Dizease== @ 1. Monitor health status>» 1.
Identify the burden of C¥D in Georgia

F Click the edit button to enter information.

Impact/Process Objective from Work Plan
D vigw

Title: Tdentify the burden of CYD in Georgia

Objective: Between 10/2008 and 09/200%, The Stroke and Heart Attack Prevention
Pragram [SHAPP) will evaluate 18 health districts in Georgia,

Impact/Process Objective Outcome for Annual Report

Bl cdit @ view
SMART Qutcome: Between 102008 and 09/2009, The Stroke and Heart Attack Prevention
Program [SHAPP) evaluated 14 health districts in Georgia,
Status: Partially Met
BarriersfChallenges to Success: [Lack of participation
Strategies To Overcome Educate more people

BarriersfChallenges:

¥ 5 e The status is in blue font, indicating that the 10 was partially met as described
Hote in the Outcome Status Legend at the top of the page.

e If you selected Not Started in the Status field, the system populates the Actual
Result field with N/A.

e Inorder to achieve an accurate SMART outcome, you can edit your actual
result and click the Preview SMART Outcome button as many times as
necessary.

In the Annual Report navigation pane, click the HO link and click the Outcome Status
tab.

Result: The system displays the updated chart.
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Georgia FY2009 Annual Report - Status: In Progress

@ Adult Essential Health Treatment Services == @ 12-1 Coronary Heart Disease

™

|- Report Status ] Outcome Status

Health Objective

10 & Activity for Health Objective: 12-1 Coronary Heart Disease
12-1 Coronary Heart Disease Chart Legend
. Mot Entered
100%s
100.0 %
Q0% Mot Started
S0%:
Partially Met/Completed
FO% . Y / .
B0%: . Met/Completed
S0%:
A0% . Exzceeded
0%
20%:
10%:
0%
Impact Objective (3) Activity (73

¥ 5 e The status is in blue font, indicating that the 10 was partially met as described
Hote in the Outcome Status Legend at the top of the page.

e If you selected Not Started in the Status field, the system populates the Actual
Result field with N/A.

e Inorder to achieve an accurate SMART outcome, you can edit your actual
result and click the Preview SMART Outcome button as many times as
necessary.

Complete activity outcome information

x‘j e The data provided in the practice exercise are sample data. Please populate the
fields with your own state data.
e Required fields on a page are marked with an asterisk (*).
e Textin bold red font indicates that you have not yet completed the required
information for the section.
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1. From the Annual Report navigation pane, click the activity under the 10 option for
which you want to add outcome information.
Result: The system displays the summary information for the activity in the right
display pane.

Georgia FYZ2009 Annual Report - Status: In Progress
® Adult Ezsential Health Treatment Services == @ 12-1 Coronary Heart Dizeaze=» @ 1. Maonitor health statuz=> 1,
Identify the burden of CWD in Seargia=» @ 1. Conduct BRFSS activities

P Click the edit button to enter information.
Activity from Work Plan

Evigw

Title: Conduct BRFSS activities

Description: Between 10/1/2008 to 9/230/2009: conduct BRFSS activities spacifically to
include cardiovascular health, heart attack, stroke and hypertension
managerment modules

Activity Outcome for Annual Report

Qutcome: Mot Entered
Status: Mot Entered
Barriers/Challenges to Mot Entered
Success:

Strategies To Overcome Mot Entered
BarriersfChallenges:

f The system displays information in two main sections. The upper section displays
Hote  theactivity information transferred from the work plan, and the lower section allows
you to enter outcome information for the selected activity.

2. Click the Edit link.
Result: The system displays the Edit Activity Outcome page.
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Edit Activity Outcome

Georgia FY2Z009 Annual Report - Status: In Progress
Adult Essential Health Treatment Services > @ 12-1 Coronary Heart Disease > @ 1. Monitor health status >> @ 1. Identify the burden of CVD in
Georgia > @ 1. Conduct BRFSS activities

* Required
Title : Conduct BRFSS activities
Activity: Between 10/1/2008 to 9/30/2009: conduct BRFSS activities specifically to include cardiovascular health, hear
attack, stroke and hypertension management modules
* Status: Seledt v

" Activity Qutcome: 079 -0- Bl EEIEREEFEFE BT O

3 el required
* 1 .
Barriers/Challenges to Success: |* 52 (9 e B s U (EEEE == e
mum 3 cha quired
* Strategies to Overcome - S
BarriersfChallenges: | h a2y 9-- BJI U EEFESE ZEF R LN

() e

3. Complete the fields on this page as follows:
Status = Completed
Actual Result = Between 10/1/2008 to 9/30/2009, conducted BRFSS activities
specifically to include cardiovascular health, heart attack, stroke and hypertension
management modules.
Barriers/Challenges to Success = None
Strategies to Overcome Barriers/Challenges = N/A

4. Click OK.
Result: The system displays the activity summary in the right display pane, including
the newly added information.
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Georgia FY2009 Annual Report - Status: In Progress
@ Adult Ezsential Health Treatment Services == @ 12-1 Coronary Heart Diseaser= @ 1, Manitar health statuzx== 1,
Identify the burden of CWD in Georgia=» @ 1. Conduct BRFS5 activities

F Click the edit button to enter information.
Activity from Work Plan

@ view

Title: Conduct BRFSS activities

Description: Between 10/1/2008 to 3/30/2009; conduct BRFSS activities specifically to
include cardiovaszcular health, heart attack, stroke and hypertension
management madules

Activity Outcome for Annual Report

B Edit ® view

Outcome: Between 10/1/2008 to 9/30/2009, conducted BRFSS activities specifically to
include cardiowazcular health, heart atrack, strake and hypertension
management modules

Status: Completed
BarriersfChallenges to Mone
Success:

Strategies To Overcome M8

BarriersfChallenges:

¥ 5 e  The status of the activity is in green font, indicating that the activity was
Hote completed as described in the Outcome Status Legend at the top of the page.

e  After completing the activity outcome information, the system changes the
circles next to the a in the Annual Report navigation pane from yellow to green
to indicate that the activity has been completed.

-IE5] Annual Repart Summary

""" @ Cover Page

-_r. PROGRAMS
iJ"® Adult Essential Health Treatment Se

-_r@ 12-1 Coronary Heart Disease
—_r@ 1. Monitar health status
-_r. 1. Identify the burden of ¢

------ @|1. Conduct BRFSS act

------ (@) 2. Monitar quarterly 5H,

5. In the Annual Result navigation pane, click the Program link for the current program
and click the Outcome Status tab.
Result: The system displays the updated chart.
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Georgia FYZ2009 Annual Report - Status: In Progress
® Adult Essential Health Treatment Services

|' Report Status ] Cutcorme Status |

Program

Program : Adult Essential Health Treatment Services

Adult Essential Health Tr... Chart Legend

Mot Entered
100%

0%
0%
F0%
B0%s
0%
A0%
30%
20%
10%

0%

Mot Started

Partially Met/Completed

Met/Completed

Exceeded

Impact Objective (3) Activity (7]

Complete and verify all outcome information

1. Complete the following procedures for each program in the annual report navigation
pane.
Complete HO outcome information
Complete 10 outcome information
Complete activity outcome information

Result: After completing the last activity, all the circles next to each option in the
navigation pane change from yellow to green to indicate that the option has been
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completed

=HE5] Annual Report Surnmary

- @ Cover Page
() PROGRAMS

+® Adult Essential Health Treatment Servic
+® Emergency PreparednessiTrauma Syst
-® Family WiolencerSexual Azsault Services
-@ 15-35 Rape or attermpted rape
-@ 4. Mohilize partnerships
-@ 1. Desired Impact Objective 1

@ 1. Anrual Activity 1

L @ 2. Annual Activity 2
-@ 7. Link people to senvices
-@ 1. Desired Impact Objective

@ 1. Direct Service Activity 1
@ 2. Direct Services Activity -

------ @|3. Direct Services Activity :

2. Click the main Programs option and click the Report Status tab.
Result: The system displays the report status.

Georgia FY200? Annual Report - Status: In Progress

PROGRAMS
|- Repaort Status Outcome Status |
Programs Completion Status
Completed mmmplem Total
Programs 3 N_ 0 “ 3
f The Incomplete section now displays a 0 (zero) indicating that all the outcome

H::te information for the programs in the annual report has been completed.

3. Click the Outcome Status tab.
Result: The system displays the chart.
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PROGRAMS

Report Status ] Outcome Status

ALL PROGRAMS
Program Areas by 10 & Activity

Adult Essential Health Tr... Chart Legend

Mot Entered

Mot Started

Partially Met/Completed

Met/Completed

Exceeded

Impact Objective (3) Activity (7)

Chart Legend

Emergency Preparedness/Tr...
. Mot Entered

[ ..... PR 100.0 %

Mot Starad

f The chart reflects all the information in the annual report. You are now ready to
“;te submit your annual report to CDC.
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Chapter 5: Verifying and submitting your annual
report

After verifying Block Grant Coordinator information and entering all necessary outcome
information, you are now ready to verify your annual report and submit it to CDC.

Learning Objectives
Upon the completion of this chapter, you will be able to:

e Verify your annual report

e Submit your annual report to CDC

Verify annual report practice exercise

;3 e The data provided in the practice exercise are sample data. Please populate the
;ME fields with your own state data.
e Required fields on a page are marked with an asterisk (*).
e Before beginning this exercise, make sure that you have at least two documents
in Word or PDF format saved on your computer to upload to the system.

1. Click the verify then submit annual report to CDC link to check that all outcomes
have been entered. The verify then submit annual report to CDC link is always
available at the top right side of the page
Result: The system displays a page that lists the items in your annual report and
indicates if the item passed or failed.

Verify and Submit Annual Report

Georgia FY2009 Annual Report - Status: In Progress

Confirmation:
all iterns verified Ok, Click the Submit button to submit your Annual Report to CDC,

Verification Ttem Status

1. Block Grant Coordinator information for the Cover Page has been reviewed 0K

2, Outcome entered for each Health Objective

3. Outcorme entered for each Impact Obhjective 0K

4, Outcorme entered for each Activity 0K
D
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All items in your annual report must pass and display a status of

mpartant | OK™ before you can submit your annual report to CDC. If any of
the items fail, correct any errors and then verify the annual report
again.

Click the Submit button.
Result: The system displays the Submit Verified Annual Report to CDC page.

Submit Verified Annual Report to CDC

Georgia FY2009 Annual Report - Status: In Progress

* Required fie
Submit the annual report to CDC for review:
Georgia FY2009 Annual Report - Status: In Progress

* Enter Cormments to COC Reviewer:
b a9 - - B L U

I
il
]
[l
i
I
il
il
=
<
(&)

Are you sure you wish to submit this annual report to CDC? Mo additional changes will be allowed post-submission. If yes, type the word SUBMIT in the
canfirmation box.

* Confirmation:

N———"

Complete the fields as follows:
Enter Comments to CDC Reviewer text box = This annual report is complete.
Confirmation = SUBMIT

Click OK.
Result: The system displays a confirmation page.

Annual Report Submission Successful

Georgia FY2009 Annual Report - Status: Submitted to CDC

An email has been sent to ify them of your submission. You will receive an email confirmation at the address listed in your user profile.

——

;3 After submitting your annual report to CDC, the system:

Hote
e changes the status of the annual report to “Submitted”

e sends you a copy of the confirmation E-mail sent to the CDC reviewer.

When CDC reviews your annual report, the system changes the status of your
annual report to “Reviewed by CDC.”
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5. Click OK.
Result: The system displays the annual report summary information on the Outcome

Status tab.
Georgia FY2009 Annual Report - Status: Submitted to CDC

™

|' Report Status ] Outcome Status

ANMNUAL REPORT SUMMARY

All Programs Chart Legend

Mot Entered

100%: .

30% | Mot Started

B0%

Partially Met/Completed

TO% . 4 / .
60% . Met/Completed
50%,

A0% . Exceeded

0%

20%

10%

0%

Impact Objective (8) Activity (13

’fj After submitting your annual report to CDC, the system:

Hote
e changes the status of the annual report to “Submitted”

e sends you a copy of the confirmation E-mail sent to the CDC reviewer.

When CDC reviews your annual report, the system changes the status of your
annual report to “Reviewed by CDC.”

38



BGMIS User Training Manual Reports

Chapter 6: Reports

BGMIS allows you to run three types of reports: standard reports, program reports, and
annual reports. A standard report pulls data from all the programs in the work plan, a
program report generates a report for a specific program in the work plan, and an annual
report pulls data from the annual report.

The following standard reports are available in BGMIS:

Work Plan Report: Generates the complete Block Grant Work Plan, including
the Executive Summary, Statutory, Budget and Program/HO information, and
Program/HO Profiles. Sections of the report can be printed by selecting a range of
page numbers to print.

Budget Report: Generates the Executive Summary, Statutory, and Budget
sections of the Block Grant Work Plan.

Program/HO Report: Lists the Programs and HOs in the Work Plan with budget
and FTE figures. The report (with additional fields) can be exported to Excel.
Profile Report: Generates all of the Program/HO Profiles for the Work Plan
Impact Objective Summary Report: Prints the Impact Objective Description
and the Impact Objective Outcome Template for the Annual Report.

The following annual reports are available in BGMIS:

Annual Report: Prints the entire Block Grant Annual Report, including the
Executive Summary, the Program Titles and Strategies, the HO National and
State Objectives and progress on the Impact Objectives and Activities.

10 and Activity Outcome Status by Program: Prints the Impact/Process
Objectives and Activity Outcome totals by Outcome Status by Program.

10 and Activity Outcome Status by HO: Prints the Impact/Process Objectives
and Activity Outcome totals by Outcome Status by HO within Program.

Learning Objectives

Upon the completion of this chapter, you will be able to:

Run the Impact Objective Summary report
Run the annual reports

Save a report in PDF or Microsoft Word format
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Run reports practice exercise

Run an annual report

1. On the Annual Report Summary page, click the generate reports link in the other
tasks section.

Result: The system displays the program summary in the right display pane.

Reports

Program: Al Programs A
g i Description of Selected Report: O show report list

Report: |Annua| Report v‘ [annual Report - This report prints the entire Block Grant Annual Report, incuding

jthe Executive Summary, the Program Titles and Strategies, the HO Mational and
@

State Objectives and progress on the Impack Chjectives and Adtivities,
2. Select the report you want to run from the Report drop-down list and click OK.
Result: The system generates the selected report.

Reports

Program:  All Programs A
< = Description of Selected Report: [ Show report list

Report: |Annua| Report v| lenrual Report - This report prints the entire Block Grant Annusl Report, incduding

the Executive Sumrnary, the Program Titles and Strategies, the HO Mational and
State Objectives and progress on the Impact Objectives and Adivities,

Daownload the repart file i e desired file format:

—1Download Report for Waor

Download Repart as PO

3. Click the link for the desired format, Word or PDF.
Result: The system displays a download pop-up window.
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SLdLE AU ELLIY RS JdHTd pPruygreEss Ui w1l

File Download

Do you want to open or save this hle?

L Mame: GAZ0091R0ANNUalReport. pdf
| Twpe: Adobe Acrobat Document, 38,5K6
From: ga.ncod.cde.goy

- Open ] [ Save ] [ Cancel

I5

] |--"‘~ YWhile filez fram the Intermet can be uzeful, zome files can patentially
@ harm your computer. If pou do nat trust the zource, do naot open or

g == save this file. What's the risk?

4. Click Open to view the report or Save to download the report to your computer.

3

Hote

Repeat the same steps as indicated above for generating other annual reports.

Run the Impact Objective Summary report

1. Click the BGMIS Home tab, access the Work Plan module, and access the Work Plan
list.
Result: The system displays the Select Work Plan page.

Select Work Plan

Select the Work Plan that you want to work with from the list below,

Select  Created State  FY  Version Revision PHHSBG§ Submitted  Reviewed Status Allocation  AC Minutes
[0 12232008 GA 2010 i 1 $3,122,880 Revigion in Progress Ok Ok
O 090472008 GA - 2010 0 0 $3122880 11022008 1242372009  Returned for Revision Ok Fail
O 0f3z010 GA 2004 1 i] $3122880 0IAZN2010 0122010 Approved Ok Ok
O 06082008 GA 2004 0 1 $3122880 07012008 072372009 Approved Ok Ok
[0 o0zM1/2009 G4 2009 i i $2,883,439  04/17/2008 O0R02009 Returned for Revision Fail Ok
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Select the work plan for which you want to run the report and click OK.
Result: The system displays the Work Plan summary page.

Work Plan

veceno:| Q nor enteaen [ wcomeiere [ ) compeere|

—E7]|wwork Plan Summary
----- (© cover Page
----- (&) Statutory Infarmation

----- Total Budget

=) PROGRAMS

+_;® Adult Essential Health Treatment Servic
“J® Emergency PreparednessiTrauma Syst

tl® Farnily Violence/Sexual Assault Services

Funding by Health Program Areas

Select an item below Georgia FY2009 version 1 revision 0 - Status: Approved

WORK PLAN SUMMARY

b verify this wark

CATEGORY AMOUNT
B |chronic Diseases $2,194,981
Access to Health Care $727,429
Sex Dffense $200,470
TOTAL $3,122,880
Page Count {is current) update
I L Becominended/pagES £3)
— | | Actual pages 18
VYork Plan Completion Status
Page Cover Statutory
Limit Page Information Budget Riooians

b Clieletimes-below to perform other tasks.

generate reEDr‘ts)
Werity otk plan

view work plan submission/review comments

shiow current allocation table

Click the generate reports link in the other tasks section.
Result: The system displays the Reports page.

Reports

Program: All Programs

Rep@ Plan

=D

= =

Description of Selected Report:

[ Show report list

[Work Plan - This repart prints the entire Block Grant Work Plan, incuding the
Executive Summary, Statutory, Budget and ProgramyHO information, an
Program/HC Profiles, Sections of the report can be printed by zelecting a range of
page numnbers ta print,

Select Impact Objective Summary Report from the Report drop-down list and click

OK.

Result: The system generates the selected report.
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Reports
Program: all Programs n
g 2 Description of Selected Report: [J show report list
Report: |Impal:t Objective Summary Report v| Impact Chjective Summary Report - This repart prints the Impact Objective

Download the report file in the desired file format:

Download Report for Wiorst
EDownload Report as POFE

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Description and the Impact Objective Qutcorme Ternplate for the Annual Report,

File Download

1nl

Do you want to open or save this file?

Fraom: ga.ncod.cde.goy

L Mame: GAZ009%1ROIOSuUmmmary, pdf
| e Type: Adobe Acrobat Document, 48.6KE

Click the link for the desired format, Word or PDF.
Result: The system displays a download pop-up window.

de Open ] [

Save

] [ Cancel

E zave this file. WWhat's the nzk?

= 0y Wwihile files from the: Internet can be useful, some files can potentially
a harm your computer. If wou do nat trust the zource, do not open or
k..

6. Click Open to view the report or Save to download the report to your computer.
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