QTAC Compass Instructions for Program Coordinators

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.

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.

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.

& Login

Email address

m
!
!
I

Password

Forgot Password?

Users are only authorized to log in to their own account. If
you have received login credentials by any means other
than the Compass registration process, please contact the

QTAC immediately.



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

4. Once you log in, you'll see your Dashboard (Home) screen.
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1. You can also view Alerts and Help Topics.

month, week, or day.

2. From the Dashboard, you can view the workshop calendar b

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 WorkshoOp. This is where your workshop/class will be held.
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5. Then, click on the Add New Implementation Site button. You can also view and edit the
Implementation Sites associated with your agency.
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Host/System Partner Site Name

Intermountain Healthcare Alta View Hospital



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

Add New Implementation Site

Host/System Partner Select a Host/Syste E|

Delivery type * Area Agency on Aging E|
Site Name *
Street Address *

Street Address Line 2

Add New Implementation Site

Contact Phone

Contact E-mail

DPRP Org. Code

< Save and Add




7. Create new Personnel, if needed.
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9. Enter all of the required Personnel information and click the Save button.

# Home Sites Personnel Workshops ~ Training ~ Reporting ~

Add New Personnel - Account Information

Account Information

Owner * Utah

First name *
Last name *

Email

Phone numbers =

Street Address

Addrocc 1ima 2
Account Information

Email *
Groups * [[] Implementation Site - Staff

[] Master Trainers

[F] workshop Leaders

Implementation Site
Access

Subscriptions

Subscriptions [C] New Participants - Motify by e-mail when new participants are registered for workshops.

[] New Workshap - Notify by e-mail when new waorkshops are created.

+ Save and Add List




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

Delivery Personnel Profile

MOUs Waorking Under

Type the names of any MOUs (Ho

Workshops =

workshops that

that this pg¢rzonnel works under.

sSelect al person leaas.

Implementaticn Sites

Which Implementation Si ead workshfps at?

Note: If an Implementatio

a leader of a workshop, and that implementation site is not listed here, the staff me

Trainings (Trainee) M

m partner, and then = them from the res

Search for trainin,

Certifications

Program

Certification date Jan E| 0 E|— 2003 E|

E, type of training, or h

Inactive?

For Master Trainers and T-Trainers, please fnter their Certification Dates

Programs Trained

Personnel Type Lifestyle Coach B

Program Naticnal Diabetes Prevention | E|

Date Trained

This field is required.




11. Creating a NEW workshop: Go to the Workshops menu item at the top, and then click on Add New
Workshop.
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12. Fillin all of the information for a New Workshop, then click Next->.

i

# Home Sites Personnel Workshops ~ Training ~ Reporting

Add New Workshop

Program * Arthritis Foundation Exercise P1
Implementation Site * Alta View Hospital L

Private Workshop?
Contact Phone * ext.

Contact E-mail *

Language * English v



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

Workshop Description: Classroom Directlons (Watch for Signs)
= Enter the Hospital through the Main entrance or Visitor entrance,
» After you enter the building, walk south toward the Cafe.
= Before you enter the Café, the education center will be on your left.
» Walk down education center hall and room numbers will be posted next to room doors.

Class will be held on the following dates:
» April 7th, 10am-12pm, Classroom 5
= April 14th, 10am-12pm, Classroom 5
» April 21st. 10am-12pm. Classroom 3

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

Add New Workshop

Leaders

Session Zero

DPRP Org. Code *

Start Date/Time




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.

Add New Workshop

NDPP Schedule Generator

In the table below, you will find a suggested schedule based on the workshop start date. This schedule includes:

® 16 weekly sessions for months 1- 6.
* 2 extra maintenance sessions towards the end of months 1 - 6 to bridge the gap between the first and second half.
* 6 monthly sessions for months 7 - 12.

Please review this schedule, and modify it to fit your needs. You can alse add additional sessions at the bottom of the

page using the Add Maintenance Session button. Once you are happy with the schedule, press Continue at the
bottom of this page.

Suggested Schedule

Modify Date/Time
1 Months1-6(Weekly)  Tuesday-July 26, 2016 7/96/2016 @ g E| 00 E| PM E|
2 Months 1 - & (Weekly) Tuesday - August 2, 2016 8/2/2016 =] [ E| 00 E| PM E|
3 Months1-6(Weekly) Tuesday-Augustd, 2016 8/9/2016 = 6 E| 00 E| PM E|
4 Months 1 - 6 (Weekly) Tuesday - August 16, 8M16/2016 = 6 E| 00 E| PM E|
2016
5 Months 1 - 6 (Weekly) Tuesday - August 23, 8/23/2016 = 5 E| 00 E| PM E|
2016
[ Maonths 1 - 6 (Weekly) Tuesday - August 30, 8/30/2016 o= [ E| 00 E| PM E|
2016

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

19 Months7-12(Monthly)  Tuesday - January 31, 1/31/2017 R E| 00 E| EM E|
2017

20 Months7-12 (Monthly)  Tuesday - February 28, 5/98/5017 = g E| 00 E| = E|
2017

21 Months7-12 (Monthly) Tuesday-March 28, 2017 3728/2017 R E| 00 E| EM E|

27 Months7-12 (Monthly)  Tuesday - April 25, 2017 41255017 = g E| 00 E| = E|

Months 7- 12 (Monthly)  Tuesday - May 30, 2017 53012017 B | 5 E| 00 E| PM E|

24\ Months7-12 (Monthly)  Tuesday - June 27, 2017 /2712017 = g E| 00 E| = E|

+ Add Maintenanc




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

(Utah Department of
UT-481-4962

ealth) NDPP15-ENG -

Workshop has been created!

[ Workshop Details e Workshop | & Edit Details / Leaders & Workshop Data Packet
. Data Packet
Location:

Utah Department of Health Private Workshop Instructions

288 North 1460 West E _

Salr Lake Ciry, UT 84114 Status 3 Auendance Log/
Salc Lake County Workshop Cover

Phone: (801) 538-6273 Language English Sheet

Host / System Partner: Uish Department of Health Participants 0

Weorkshop Description: [This is a test workshop. Gexsion Zerc2 No A workshop Alerts

& Leaders

Name E-mail Address Phone Numbers Options

There are currentlyf na leaders for this workshop.

iz Schedule*

Workshop History

. Created 7/19/16 @ 12:38PM b
Export Session Data i ¥
Celsa B.
Date Start Time End Time otk 7119116 @ 12:38PM by
Update CelsaB.
Tuesday - July 26, 2016 6:00 PM 7:00 PM ¢ Edit

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

(Utah Department of Health) NDPP15-ENG -
UT-481-4962

Workshop has been created!

[% workshop Details Cancel Workshop | @ Edit Details / Leaders & Workshop Data Packet

. Data Packet
Location:

Utah Department of Health Private Workshop Instructions

288 North 1460 West = =

Salt Lake City, UT 84114 Status Attendance Log/
Salt Lake County Workshop Cover

Phone: (801) 538-6273 Language English Sheer

Host / System Partner: Utah Department of Health Participants 0

Workshop Description: This is a test workshop. Session Zero? No A workshop Alerts

& Leaders

E-mail Add Phone Numbers

There are currently no leaders for this workshop.
Workshop History

= Created 7/19/16 @ 12:38PM by
£ schedule + Add Maintenance Session Export Session Data ¥

CelsaB.
Date Start Time End Time Options Last 7/19/16 @ 12:38PM by
Update Celsa B.

Tuesday - July 26, 2016 6:00 PM 7:00 PM # Edit



19. Atthe 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 yourdata reporting to the DPRP/CDC.

Tuesday - jJune 27, 2017 (Months 7-12) 7:00 PM # Edit

& workshop Participants + New Participant | € ExportData ~

Weight
Attendance Loss Surveys Options

Registered

TM920e B. Rubble No Mo weight Utah NDPP Edit  Sessions Delete
attendance. recorded Eligibility Survey
Averages: ]

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

Q
Survey - Utah NDPP Eligibility Survey

1. NDPP Eligibility Utah NDPP Eligibility Survey - NDPP Eligibility

State (Two-letter abbreviation)

¥ Save Res

.{%ﬁfﬂ. For Question #2 the following blood tests & resuilts gualify:
; 1. Fasting glucose of 100 to 125 mg/al

2 Plasma glucose measured 2 hours after 3 75 gm glucose load of 140 ro 199 mg/d]
3. Alcof5.7w6.4

Have you had a blood test within the past year indicating pre-diabetes or has a doctor ever told you that you had pre-diab
blood test?

@ No Response
@ Yes

% No

) Have you ever had gestational diabetes?
@ No Response
) Yes

% No



and enter the participant data and click Save.

Tuesday - June 27, 2017

& workshop Participants

Registered Name

(Months 7-12) 6:00 PM 7:00 PM

* New Participant

21. Add New Participant: To add new Workshop Participants, click on the + New Participant button

# Edit

& EqortData ~

Options

7/19/2016 B. Rubble

Averages:

Weight
Attendance Loss Surveys
No MNo weight
attendance. recorded
]

Utah NDPP
Eligibility Survey

Edit | Sessions = Delete

Add New User

Workshop

Registration Date

First Name *
Last Name *
Street Address
Address Line 2

City

(Utah Department of Health) NDPP15-ENG - UT-481-4962

7/19/2016 ]

m




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

B schedule & Export Session Data

Start Time End Time Options
Thursday - April 7, 2016 10:00 AM 12:00 PM & Edit
Thursday - April 14, 2016 10:00 AM 12:00 PM # Edit IS Attendance Log
Thursday - April 21, 2016 10:00 AM 12:00 PM # Edit = Attendance Log
Thursday - April 28, 2016 10:00 AM 12:00 PM # Edit (= Attendance Log

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

Session Attendance - July 12, 2016

Please remember to enter all make-up sessions for current and prior weeks.

* Weight is required if participant was present or attended a make-up sessicn. Weight must be recorded between 70 and
997(in pounds). Please enter "999" if the participant was present or attended a make-up and no weight was recorded.

Weight must be rounded to the nearest pound.

# Physical activity minutes are required and must be between 0 and 998 (in minutes). If physical activity minutes were not

reported, please check "MNo Report”,

Session Attendance - July 12, 2016

Participant Weight(Lbs) Physical Activity{Minutes)

B. Rubble E|

[[] No Report

Save Attendance

*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:

3¢ Workshop Participants *+ New Participant | & ExportData =

Registered WET Attendance Weight Loss Lrveys Options
7/19/2016  B.Rubble Mo No weight Utah NDPP Eligibility Sessions  Delete
attendance. recorded Survey (Edit)
Averages: %

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

Editing User: "B. Rubble”

Workshop (Utah Department of Health) NDPP15-ENG - UT-481-4962

Registration Date 7/19/2016 =

First Name * B.
Last Name * Rubble
Street Address

Address Line 2

City




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

# Home Partners - Sites Persorinel Workshops - Training - Reporting ~ Administration ~

Personnel

EE Personnel

Add New Personnel Export Personnel

Host/System

Name Email Groups Parmer Last Login

A (Utah) Peer Weber Human Se... & show | G Edic | @ Archive
Leaders/Program
Instructors
{Utah) Peer San Juan County ... 06/28/2016 &Y Show E? Edit @ Archive &b Impersanate

F Leaders/Program

Instructors,
(Utah)

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

Delivery Personnel Profile

MOUs Working Under 5

Waorkshops

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.

Delivery Personnel Profile

MOUs Working Under Weber Human Services

Workshops

© Heip
CDSMP - UT-477-5272 | | Grant User Access vl n
Plea any workshops that this person leads.

Implementation Sites

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.

Editing Workshop "National Diabetes Prevention Program 2015 (English) -

Parent Workshop
= a = chop, se = &

Sesszion Zero

workshap have a Session Zero{Overview/Intro session)? This session should NOT be part of the norma
Private Workshop?

op be hidden fro egistratio d searches? Please note e progra
Facilitated Enrollment =]
Date
eC ork=nop 5 = e that the fa ed enrollment sessio

Leaders



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.

@0nce 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.

& workshop Participants *+ New Participant | & ExportData =

Registered Name Attendance Weight Loss Surveys Options
TM9/2016 B. Rubble No No weight Utah NDPP Eligibility Edit Sessions Delete
atrendance. recorded Survey (Edit)

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.

i

# Home Sites Personnel Workshops ~ Training ~ Reporting ~ Administration ~

Workshops

i= Workshops

Export Workshops

Language | Name Implementation Site Enrolled S Start Date

English CDSMP - TOSH 0 EErEE)  janz20,2015 @) show [Gredc @ Delete



32. You can also view workshops from the homepage/dashboard on the calendar. Click on the workshop to
see details.
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33. View Delivery Personnel (Lifestyle Coach & Coordinators): go to the Personnel menu and the list will
appear.

C«Smggs%s

# Home Sites Personnel Workshops - Training ~ Reporting ~ Administration -

Personnel

£= Personnel Add New Personnel Export Personnel

RE Groups Last Login Actions
(Utah) Peer Leaders/Program Instructors @) show Eéf Edit
(Utah) Peer Leaders/Program Instructors k_gJ Show D}' Edit
(Utah) Peer Leaders/Program Instructors @) show [ edit
(Utah) Program Coordinatar, 05/24/2016 @) show  [Zp edit

(Utah) Peer Leaders/Program Instructors,
(Utah) Sub-Coordinator,
{Utah) Master Trainers



34. Account Settings: go to your settings to Edit Your Profile information.
Compass
e 4

Contact QTAC:
# Home Sites

Personnel Workshops ~

Training ~ Reporting ~ Administration ~

< back, Jessica!

Dashboard

O Alerts [ 1] B4 Event Calendar

month week

June 2016

View Sessions

Fri Sat

Edit Your Profile

& Account Settings

& Your Profile New Participants - Notify by e-mail when new participants are registered for workshops.
a G Ve [@] New Workshop - Notify by e-mail when new workshops are created.
&  Update Security Profile

Current password: * sesssseses

© Help Topics

Save Profile
1. Who are "Delivery Personnel"

2. How de| print my Data Packet forms?

day



Dashboard for NDPP

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

Contact QTAC: |
# Home Sites Personnel Workshops ~ Training - Reporting Administration ~
Report Generator

Implementation Sites

NDPP Data Dashb:

NDPP CDC Expo
OVERVIEW (tab)
NDPP Data Dashboard

Q. Report Criteria —
B Overview = Workshops

Start date *
Ao - There are 13 participants that do not have an eligibilicy survey in the system. Program eligibifity cannot be determined properly without this
information.
End date * The NDPP Data Dashboard is intended as a guide ONLY to help in understanding your National Diabetes Prevention Program’s quality and recognize
possible areas for imp \¢ throughout delivery. ls usefulness is upon the and accuracy of the data entered by Compass
711912016 iz by QTAC-NY users at your erganization. It is also anly intended to help \denufy The CDC Disbetes concerns
and not to establish program recognition. Any questions about the Compass by QTAC-NYNDPP Dats Dashboard should be ditecmdis QTAC-NY. Any
question about CDC DPRP recognition should be addressed to the CDC.
DPRP Code
Workshop Status
Total Workshops Total Participants Participants that meet Paruclpants that did not meet
In Progress and eligibili the for reporting
[¥] Started © Details ©Detsils requirements
[@] Completed @ Derais
© Details
{*) denor quired field,
JESERR U Data for all participants that meet & eligibility requi are included in the averages below.

Program Eligibility Sessions Attended Weight & P/A Weight Loss

WORKSHOPS (tab

& overview = Workshops

Workshop Breakdown

AVE Sessions Avg. Weight
Total Reportable Attended Weights PIA Loss

Workshop Start Date Participants Participants {(1-6/7- Documented Documented (1-6/7-12
uT- 10 10 14/26 100.0% 68.7% 43730
uT- 10 7 136727 100.0% 71.9% 473742
uT - e e s 12 2 125/1.6 100.0% 61.9% 1.74/1.4
Ao .
uT- [FER T k] 5 11/086 100.0% 43.1% 1.69/2.1
[P
uT- 13 10 136/3 94.6% 44.0% 275126
uT - e 13 12 135733 100.0% 65.3% 2.89/1.9
[

uT - — . _.__.B 13 13 i0.8/0 100.0% 48.2% 333133



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.

Contact QTAC: (

# Home Sites Personnel Workshops - Training ~ Reporting ~ Administration ~
Report Generator

Implementation Sites

NDPP Data Dashboard

NDPP CDC Expo

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

NDPP - CDC Export Generator

session Start Date * =]
Session End Date * =]
Host/System Partner B

CDC Org Code

Export Version * 2015 Standards E

Generate Export


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

Report Generator

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

Sites Personnel Workshops - Training ~ Reporting - Administration -

D as h boa rd NDPP Data Dashboard

NDPP CDC Export Generator

™ Event Calendar

O Alerts o

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

No Data

Q. Report Criteria

Start Date * 71112016 ]
End Date * 13112016 ]
Workshop Status * [F] Scheduled

[F] In Progress
Completed

Programs D AFEP
[l cosmp
[] CPSMP
[F] DsmP
==
[ EF
[E] NDPP(ENG)

[F] NDPP15-ENG
[F] NDPP15-5P
[F] DSMP-5

Fl so

[[] Tomando

[F] WWE-G

[C] WwWE-7D

Workshops

Workshop Coiinty; Select a value

Sufrey Participant Informati B

ote a required field,

Generate Report [l EEY




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.

Reporting

Q. Report Criteria

Start Date *

3/8/2016 Ed

End Date *

7/31/2016 B2

Workshop Status *

Scheduled
In Progress
[¥] Completed

Programs

[7] AFEP

FL_rocun

B Pprint Report

& Capacity Data Delivery & Funding ® Referrals = Workshops = Participant Information Farm

Workshops By Program B Participants By Program m Completers By Program 0
R i i i
NDPP{ENG) 6  NDPP(ENG) 62 NDPP(ENG) N/A
NDPP15-ENG 1 NDPP15-ENG 15 NDPP15-ENG N/A
NDPP15-5P 1 NDPP15-5P 4 NDPP15-5P N/A
Participants by County Completers by County
County Count Percent County Count Percent
Salt Lake County 81 100 Mo data available in table

For questions and technical support with Compass, please contact:

e E-mail: gtaccompass@albany.edu
e 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

