
QTAC Compass Instructions for Program Coordinators 

1. One of our staff will create a Compass account for you. Then, you will receive an automated invitation 
by e-mail to log into the portal and fill in the remaining registration information at 
https://compass.qtacny.org . You will have 48 hours to activate your new account; after 48 hours 
the invitation expires, and you will need to contact us to have another invitation generated and sent 
to you. 

 
2. The FIRST time you login, the system-generated email with your login code may go to spam—check 

your spam folder for an email with “QTAC” in the title.  Also, the FIRST time you login, if you put a 
landline as your primary contact telephone number, make sure you list “voicemail” NOT “text 
message” as the way to receive the login password. 
 

3. After updating your account with a unique password, you will need to verify your account by 
receiving a text or voice message. Then you can log in at https://compass.qtacny.org/login with your 
e-mail address and password. 
 

 
 

  

https://compass.qtacny.org/
https://compass.qtacny.org/login


4. Once you log in, you’ll see your Dashboard (Home) screen.  
 

 

1. You can also view Alerts and Help Topics.  
 

2. From the Dashboard, you can view the workshop calendar by month, week, or day. 
 

3. You can also view a Workshop by clicking on the calendar. 
  

 



4. First, create a new Implementation Site if your site doesn’t already exist in the portal, before you 
create a new Workshop. This is where your workshop/class will be held. 

 

 

5. Then, click on the Add New Implementation Site button. You can also view and edit the 
Implementation Sites associated with your agency. 

 

 

  

 

 

 



6. Enter the required information, and then click the Save or + Save and Add button at the end to add 
your new Implementation Site. 

 

 

 

 

 
 

  

 



7. Create new Personnel, if needed.  

 

 

8. Click on the Add New Personnel button. 

 

 

 



9. Enter all of the required Personnel information and click the Save button.

 



10. Add Programs a Coach can lead, go to the Coach Personnel Profile: Personnel > Edit 

 

  

 



11. Creating a NEW workshop: Go to the Workshops menu item at the top, and then click on Add New 
Workshop. 
 

 
 
 

12. Fill in all of the information for a New Workshop, then click Next->. 

 
  

 



 

13. Workshop description: good place to put classroom directions here and what room number your 
workshop will be held in: 

 

 
 

14. Fill out the information for the leaders, session days, DPRP code, start date/time. Click Next-> 

 
 

  



15. After you click Next, you will see the NDPP Schedule Generator. Accept the defaults to the schedule 
for your class, and in the next screen you will make changes to any days/times that need to be 
updated. 

 
 

16. Click continue -> to proceed and set up your workshop. 

 
  



17. Add, delete or change your schedule in the following Workshop Details screen. 
 

 
 

18. You can download the Workshop Data Packet (Attendance Log, etc.).  
 

 

 

 



 

19. At the bottom of the Workshop Details page, you can view the Schedule, and Add New Participants 
or View Participants.  
NOTE: you will need to fill out the Utah NDPP Eligibility Survey for every participant, preferably by 
the start or on the first day of class. This is for your data reporting to the DPRP/CDC. 

 
 
 

20. Once you click on the link you will see the questions from the Eligibility Survey: 

 

  



21. Add New Participant: To add new Workshop Participants, click on the + New Participant button 
and enter the participant data and click Save. 

 

 
 

 

  

 



22. Attendance Log: you can visit the Workshop Details page after each workshop and update the 
Schedule with the attendance. 

 
 

23. Workshop Attendees are marked as Present, Absent, or Make-Up and you will enter each 
participant’s weight and minutes of physical activity. 

 
 

*Make sure ALL of your participants are added to the workshop before you complete the 
attendance logs. 

  

 



 
24. You can also edit contact information for participants:  

 

 

25. Once you click on the link you will have the option to edit the participants contact info: 

 
 

  

 



26. Assign Coach(es) to Workshops: prior to assigning a coach to a workshop, you will need to add the 
Workshop(s) and Implementation Sites to the Personnel information for each coach. Go to 
Personnel > Edit 

 

 

27. Add the Workshop for each coach: Personnel > Edit > Workshops and then Implementation Sites 

  

 

 

 



28. Adding Coaches: 1 of 2 ways to assign Lifestyle Coach(es) to Workshops:  
Go to Personnel > Edit, then assign the coach to a workshop. 

 

 

29. Adding Coaches: 2 of 2 ways to assign Lifestyle Coach(es) to Workshops:  
Go to Workshops > Edit, then add the coach to the workshop. 

  

 

 



30. Export Participant data: to contact participants who have registered in Compass: 
● Click on the upcoming workshop (either from the calendar or from the “Workshops” button 

towards the top left side of the page) 
● Scroll down to where it says “Workshop Participants” 
● To the right of where it says “Workshop Participants,” click on the blue box that says “Export Data” 
● From the dropdown box, click on Participant Information 
● This will automatically download the contact information from all registered participants into an 

Excel file. 
● Once it downloads, double-click the Excel file to open (in the bottom left corner if you are using 

Chrome). NOTE: You will need to widen the columns to view participants’ full email addresses and 
phone numbers. 
 

 
 

 

31. View Workshops: go to the Workshops menu at the top, and click on Workshops. You can also Add 
a New Workshop from here or edit existing workshops. 

 

  

 

 

 



32. You can also view workshops from the homepage/dashboard on the calendar.  Click on the workshop to 
see details. 

 

 

33. View Delivery Personnel (Lifestyle Coach & Coordinators): go to the Personnel menu and the list will 
appear. 
 

 
 
 

 

  

 

 



 

34. Account Settings: go to your settings to Edit Your Profile information. 

 

 

35. Change your subscriptions, update your password, or Update Security Profile. 

 

 

  

 



Dashboard for NDPP 

Go to the Reporting menu item at the top of the page, then select "NDPP Data Dashboard". 

 

OVERVIEW (tab) 

 
WORKSHOPS (tab)  

 

 



 

The “NDPP Data Dashboard” is intended as a guide ONLY to help in understanding program quality and areas for improvement and 
its usefulness is dependent upon the completeness and accuracy of the data entered by the partner. It is also only intended to help 
identify CDC status concerns and not to establish program recognition. Any questions about the dashboard should be directed to a 
QTAC-NY Program Specialist. Any questions about CDC recognition should be addressed to the CDC. 

 

Data Reporting to the DPRP/CDC 

When you’re ready to send in your annual NDPP data, you can go to the Reporting menu item at the top 
navigation section of the website, and select NDPP CDC Data Export Generator.  

 

 

This will export an Excel data file for you to upload to the DPRP’s website for data submission.  

DPRP website: https://nccd.cdc.gov/DDT_DPRP/SessionData.aspx  

 

 

  

 

https://nccd.cdc.gov/DDT_DPRP/SessionData.aspx


Report Generator 

Go to the Reporting menu, and select Report Generator to view your data report.  

 

 

Enter all of your report criteria, and then click on the Generate Report button at the bottom of the page. 

 

 

 



Reporting Results: 

You can click on each tab to view your Capacity data, Deliver/funding, Referrals, Workshops and 
Participant information form data. You can also print the report. 

 

 

For questions and technical support with Compass, please contact: 

• E-mail: qtaccompass@albany.edu 
• Phone: 877-496-2780 

QTAC-NY 
University at Albany School of Social Welfare 
Richardson 390 
135 Western Avenue, Albany, NY 12222 

mailto:qtaccompass@albany.edu

