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Introduction
What is the purpose of the RTDR system?

The RTDR system is a web-based system designed to help your organization utilize SAMHSA’s Real Time Data Reporting application and a timely efficient manner by reporting data using a GIS web based service to report and monitor funding, and compliance data
[bookmark: _Toc290898442]











Tips for Using the System Effectively
[bookmark: _Toc290898443]Recommended Computer Settings

Screen Resolution
You will get the best screen layout if you set your PC monitor settings to 1024 X 768 pixels or larger. If your screen resolution is smaller (800 X 600 pixels) everything on the screen will appear larger. If you use 800 X 600 pixels, you will have to scroll more both up and down and left and right to access all the data fields.

To change your PC monitor settings, right click on the Desktop background and select Properties. Next, click on the Settings tab and move the Screen Resolution scroll bar to the right (towards ‘more’) to select 1024 X 768 resolution. Click the OK button at the bottom of the window to make the change effective.

Web Browser
The web browser supported by SPF SIG MRT is Microsoft Internet Explorer (IE). Mozilla Firefox, Netscape, Safari and other browsers may not be supported by SPF SIG MRT. They may function but not to design specifications. We recommended users have the latest version of IE installed on their computer along with the updates provided by Microsoft (which are released periodically).

Pop-Up Blocker
Modern computer security technology and usability features development have lead to pop-up blocking. Although this new feature of internet browsers, toolbars, and other 3rd party managing software blocks hazardous and annoying pop-up, sites likes SPF SIG MRT require pop-ups to be able to function. If your pop-up blocker is enabled, there is a possibility that SPF SIG MRT may not function or appear properly. You should either disable the pop-up blocker while using SPF SIG MRT (while remembering to enable it, if desired, when not in SPF SIG MRT) or create exceptions for the pop-up blocker. This is cumbersome but may be easier than making exceptions to the pop-up blocker. 

To create exceptions for the pop-up blocker, open your Internet Explorer browser window. Once the browser is open click the toolbar options “Tools” and then go to “Internet Options”. After the “Internet Options” window is available you will want to click on the “Privacy” tab at the top of the window.  You will notice while on the “Privacy” tab, at the bottom will be a section on Pop-Up Blockers. If your “Block Pop-Ups” checkbox is checked, click on the “Settings” button. You can now add the SPF SIG MRT link to the “Allowed Sites” list which the pop-up blocker will ignore when trying to block pop-ups from SPF SIG MRT.

	*Notes: These are instructions for Internet Explorer 7.0 and may be different for other Internet Explorer versions.
































Login Procedure
	Connect to the Internet using an internet browser (e.g., Internet Explorer).  

In the Address (location) box, type in the following address and press Enter:
https://www.pmrts.samhsa.gov/pmrts/
	[image: ]
Screenshot displaying the URL in Internet Explorer – this is a partial screenshot



	To access RTDR, you will login through the Prevention Management Reporting and Training System website.

1. Click the [image: ] (Login) link located at the top right hand corner of the screen.
	 (
Login link
)[image: ]
Screenshot displaying the PMRTS Home Page – this is a partial screenshot







	2. Type the login name in the User Name* field.
3. Type the password in the Password* field.
4. Click the box that states “I agree to these Terms and Conditions”.
5. Click the [image: ] (Log In) button.
*Note: To cancel the login process, click the [image: ] (Cancel) button.
	 (
Login button
) (
Terms and Conditions checkbox
)[image: ]
Screenshot displaying the Login page



	Tips
· The User Name is NOT case sensitive.
· The Password IS case sensitive.







	6. 
Click  (Reporting Services) from the Prevention Management Menu.
7. 
From the Your available systems: box, click the  (Real Time Data Reporting) link.
	
 (
Real Time Data Reporting link
) (
Reporting Services link
)
Screenshot displaying the Prevention Management Reporting Services Landing Page


















	[bookmark: _Toc290898455]Change Your Password
The Change Your Password feature allows a user to change the password for the account he or she is currently logging into the system with.

1. To change your password, begin by clicking the [image: ] (My Account) button from the Prevention Management Reporting and Training System main menu.
2. Click the [image: ](Change Your Password) link..
	 (
My Account link
)[image: ]
Screenshot displaying the Home page – this is a partial screenshot



	3. Select a Security Question* from the dropdown list.
*Note: The Security Question will be used when using the Forgot Password feature to ensure the user requesting a password is legitimate.
4. Enter your answer to the selected security question in the Security Answer* field.
5. Type the password you would like to use in the New Password* field.
6. Retype the password in the Confirm New Password* field.
7. Verify or update the email address in the Email Address* field.
8. Click the [image: ] (Submit) button.
	 (
Submit button
)[image: ]
Sample screenshot displaying the Change Your Password page








	Tips
· The User Name is NOT case sensitive.
· The Password IS case sensitive. The Password must fill the following requirements:
Minimum length: 8 characters
At lease one (1) upper case letter
At least one (1) lower case letter
At least one (1) of the following special characters: !@#$%^&
· You will be required to change your password every 90 days.



	[bookmark: _Toc290898456]Forgot Your Password?
If you are unable to log into SPF SIG MRT due to forgetting your password, you can retrieve this information at the login page. 

1. On the Login page, click the [image: ] (Forgot your Password?) link.
	 (
Forgot your Password? 
link
)[image: ]
Screenshot displaying the Login page



	2. Type the login name in the User Name* field.
3. Type the email address of the user who is associated with the User Name in the User Email* field.
*Note: This must be a valid email address.
4. Click the [image: ] (Next) button.
5. On the next screen, answer the Security Question.
6. Click the [image: ] (Next) button.
	 (
Next button
)[image: ]
Screenshot displaying the Forgot Your Password? page



	7. A new temporary password will be sent to the email address that is associated with the User Name.
	[image: ]
Screenshot of the Forgot Your Password? confirmation



	Tips
· If you currently do not have an account you will not be able to use the Forgot Password feature.
· If you do not receive a new temporary password, first check your junk mail and spam folders. If you still did not receive a temporary password contact Support at 1-888-DITIC-4-U (348-4248). The following reasons may be the cause: your email address has changed since the account was created, you mistyped the email address, or you are unable to receive emails from Support.
· Please add the following domain to your email safe list: @kitsolutions.net to ensure you receive emails from Support.





	[bookmark: _Toc290898457]Account Locked
If you attempt to log into the system unsuccessfully three (3) times, you will be locked out of your account. Please contact Support to have your account unlocked.

SUPPORT CONTACT INFORMATION:
· 1-888-DITIC-4-U (348-4248)
· DITICSupport@kitsolutions.net
· Use the Contact Form on the Support Site:
http://kitusers.kithost.net/support/diticsupport 

Once your account is unlocked you will receive an email:
1) The email informs you that your account has been unlocked.
Subject line will read: User Account has Been Unlocked
	 (
Contact Support information
)[image: ]
Screenshot displaying the Account Locked screen



	When your account is unlocked you can request Support to reset your password if you do not remember your current password. 

Once your password has been reset you will receive an email:
1) The email provides you a link to reset your password.
Subject line will read: Password Has Been Reset
	 (
Link to change password
) [image: ]
Screenshot of the Password Reset email – this is a partial screenshot






Real Time Data Reporting Application
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Default Page
Real Time Data Reporting Tool

1) The screenshot to the right provides you the home landing page for the RTDR Application
2) The Home button which is on the top left hand page of the application [image: ]- Home Button
· Home Button is used to return to the default map (Landing Page)
3) This is the base map of the US, and this can be readjusted by zooming in and out using the scroll on the mouse to readjust your image
4) The Navigation Toolbar includes 
· Basemap
· Tools
· Zoom
· Reports
[image: ]

 



 (
Navigation Toolbar 
) (
Home  (
Select to reset)
)[image: ]


Navigation Toolbar

1) Basemap [image: ] Includes three different map selections:

· Imagery (Default Selection)
· Streets 
· Topography


2) Tools  [image: ] Includes

· Pan On (Allows User to Pan horizontal and vertically across the map)
· Hover On (Displays a Hover Over image
[image: ] - This Hover over Image is for the state of Washington [image: ]-Currently Funded Hover Over


· Print Button-Select the Print Button [image: ]  For this Print Box to appear









[image: ]

[image: ]








Navigation Toolbar Continued


3) The Help Button [image: ] will provide the user to a link for the RTDR Dashboard Help/Support Page





4) The Color Button [image: ] Allows the User to change the color of the Navigation and the Views on the left side of the page


5) The Zoom Function [image: ]  allows the user to view the Map from different vantage points 

· 48 States
· Hawaii
· DC 
· Alaska
· Previous
· Next 
· Home (Default Map Display)




[image: ]

 (
Zoom Function for Alaska
)[image: ]

[image: ]




Navigation Toolbar Continued

6) The last view on the Navigation Toolbar [image: ] is the 
Reports Section 


· Included in the Reports sections is a drop down menu that allows the user to choose which reports they would like to generate


· The user can also choose the formatt to export the report.  Formatts include .xml, .csv, .xls, .Tiff File, Acrobat (PDF)



















 (
Report Generated for the Amount Awarded By Agency, by Program
)[image: ]


















Navigating through the RTDR Dashboard 

Hierarchal View of the 5 Main Data Groups Contained in the Dashboard

· Currently Funded
· Program Performance
· Target Population
· Prevalence Data
· Compliance & Monitoring

Select the plus sign [image: ] next to the Data Groups to drill down to the next layer

1 ) Currently Funded > Discretionary>SAMHSA>Amount Awarded By State 
· State Views will provide the user with data layered by State (A Color scheme is used to show the percentage of funding per state)






 (
Hierarchical View of the Dashboard
)[image: ]

 (
This includes the State View (Amount Awarded 
By
 State) variable (Also will generate a chart based off of the variable
)

[image: ]
 (
Data Layered by State View
)
· The state view also includes charts that are generated as a data visualization tool
· The symbol used to determine whether a chart should be generated for a certain view will be contained in the variable used to generate the data in the map
· This symbol will appear in the state view as:[image: ] which displays as a bar chart next to the variable 



· Provided is the state view of SAMHSA’s Funding Information.  An image on the right will appear when a state view is generate with the chart symbol
·  A legend also appears at the bottom left hand corner of the screen shot which shows the percentiles of the color layer map
· Each percentile represents where the data lies in the map  








 (
Amount Awarded 
By
 State- this variable provides (Chart Image)
)
[image: ]


[image: ]


 (
SAMHSA Total Amount Awarded by Agency
)



The legend is color coded to display percentiles for which the data falls under in the dashboard

· First Percentile       (0%-20%) 
· Second Percentile (20%-40%)    
· Third Percentile     (40%-60%)    [image: ] 
· Fourth Percentile (60%-80%)      [image: ]
· Fifth Percentile      (80%-100%)   [image: ]



This Chart Shows:  Amount Awarded For SAMHSA Programs By Center
· CSAP-Center for Substance Abuse Prevention

· CSAT-Center for Substance Abuse Treatment

· CMHS-Center for Mental Health Safety









[image: ]

 (
Amount Awarded By Unites States (Chart Image)
)

 (
Tool Tip (Total Amount Funded by CSAT) in Millions
) (
CMHS
) (
CSAT
) (
CSAP 
)[image: ]
Screen Shot (Chart of Currently Funded By SAMHSA By Center)




State View also provides access to the state call out information provided upon the selection of any state
· The hover over image appearing to the right is the call out information for a certain state










State Call out Information 
· State Name & Flag
· Total Amount Awarded per State
· Number of Awards Given per State







 (
State View-Call out Information
)[image: ]
 (
State Name & Flag
)

 (
Award Funding Information and Total Number of Awards per State
)[image: ]










 (
No Chart for this variable
)2 )  Currently Funded > Discretionary>SAMHSA>Amount Awarded By Organization
· Point layer data is map based off of the Latitude and Longitude coordinates using a GIS tool to map the coordinates using Address Information
· The Funding Information under the Currently Funded Section will not include any charts under the Amount Awarded by Organization
· This symbol [image: ] (No Charts for this variable)


The Image to the right provides the user the ability to view their data by mapping their organizations based off of their address information and location


Each of the Colored/Shaped Points represents and Entity/Agency under SAMSHA
· Screen Shot provides the user with the 
Ability to decipher between agencies by 
Using certain colors and shapes








 (
Amount Awarded By Organization (Point Layer Data)
)
[image: ]












 (
Legend represents the colored layered points for each Agency
)As you can see the legend adheres to how the map is organized, each color represents a point layer on the map.

· Multi Agency (Organization includes two or more CMHS,CSAP,CSAT)
· CMHS-Center Mental Health Services
· CSAP-Center for Substance Abuse Prevention
· CSAT-Center for Substance Abuse Treatment




Selecting a point layer on the map will produce a call out box, which populates the grantee’s award information.
· Organization
· Amount of Award 
· Award Number 
· Address 











 (
Legend Displays Amount Awarded by Organization
) (
Call Out Information for the Amount Awarded By Organization 
)[image: ]
 (
Point layer data (By Organization)
)


[image: ]








The call out boxes contain all the funding information
Provided by SAMHSA in their monthly extract from SGIMs

 (
Call Out Information for the Amount Awarded By Organization (Address Information)
)





3)  Bread Crumbs – Bread Crumbs will be labeled across the top of the RTDR application and will easily identify, which variable to user is working through
 
· Currently Funded>Discretionary>CSAP>DFC> 
· By State-Amount Awarded (Variable)
· By Organization-Amount Awarded (Variable)


 (
These two groups are variables, which will not be displayed in the breadcrumbs section
)














 (
Bread Crumbs –Allows user to track which variable they’re currently navigating through
) (
Call Out Information for the Amount Awarded By Organization (Amount of Award)
) (
Call Out Information for the Amount Awarded By Organization (Award Number)
)[image: ]
 (
This button allows the user to close out of the call out box
)


[image: ]



4)  Program Performance –This section will help identify the performance based indicators for DFC for both Activities and Outcomes

· Program Activities > DFC

· By Organization
· By Project Officer

· Collaborative Activities and Categories
· Implementation Activities and Strategies

· Program Outcomes > DFC
 (
Program Call Out information
)
· Average Age of Onset
· Past 30 Day Use
· Perception of Disapproval
· Perception of Risk

· By Organization
· By Project Officer

· Alcohol
· Tobacco
· Marijuana 





 (
Screen Shot for Program Performance-Point layer dart displaying Organization information for Program Activities 
)[image: ]

 (
Pie chart of Collaborative Activities by Category
)


 (
Pie Chart of Implementation Activities by Strategy:
Providing Information
Modifying/changing policies
Strengthening Coalitions
)[image: ]
5)  Targeted Population

· DFC
· Grade/Age
· Gender
· Geographic Area
· Specific Geographic Area
· Targets Underage Drinking




· MAI >All Cohorts

· Age by Organization
· Age by State
· Ethnicity by Organization
· Ethnicity by State
· Gender by Organization
· Gender by State
· Race by Organization
· Race by State
· Sexual Orientation by Organization
· Sexual Orientation by State
· Sub Population by Organization
· Sub Population by State















 (
Target Population –This targets a specific demographic or range of people 
)
[image: ]




Target Population> MAI > All Cohorts
Race By Organization> Select Native Hawaiian or Other Pacific Islander
 (
Variable contains a chart when the symbol appears next to the variable name
)


[image: ]





Target Population> MAI >All Cohort> Race By Organization
This Tabular Chart will the user to identify all races that are linked to a certain organization

For Example:  Mental HLTH MNTL RETARDATION TARRANT CO:
Targeted Populations:  Target the following:

· Alaskan Native
· American Indian
· Asian
· Black/African American
· Native Hawaiian or Other Pacific Islander
· White




 (
Call out box for the Organization information.  Race 
By
 Organization
)
[image: ]

 (
Targeted Population which is targeted for Race 
By
 Organization:  Native Hawaiian or Other Pacific Islander (Tabular Chart displays number of race’s targeted for this organization
) (
Targeted Population which is targeted for Race 
By
 Organization:  Native Hawaiian or Other Pacific Islander (Tabular Chart displays number of race’s targeted for this organization
)





[image: ]

Target Population>MAI > All Cohorts >
Young Adults (Age 18-24) by State[image: ]

This is the Target Population State View, which will display the data on a State level (Polygon)-  This shows the number of Grantee Organizations Targeting Young Adults (Age 18-24))






US Level Chart Displays the data split out by Chort 6, Cohort 7, and Cohort 8 for MAI.  On the x axis Cohort and the Y axis displays Total Grantee Organization

 (
Y Axis-Total Grantee Organizations Targeting a certain Demographic of Target Population
)




 (
Targeted Population which is targeted for Young Adults (Age 18-24) by State.
  Each State will contain the number of grantees targeting Young Adults 
) (
Targeted Population which is targeted for Race 
By
 Organization:  Native Hawaiian or Other Pacific Islander (Tabular Chart displays number of race’s targeted for this organization
)[image: ]


 (
Cohort –X Axis
)[image: ]


6) Prevalence Data provides the user with data that is obtained from outside entities, which is not collected through our data collection systems, like the other sections in RTDR.  This section provides substance abuse and retailer violation rates.

NSDUH Data provides substance abuse among 12-17 year olds for the following substances:

· Past 30 Day Alcohol Use
· Past 30 Day Binge Alcohol Use
· Past 30 Day Illicit Drug Use
· Past 30 Day Marijuana Use
· Past 30 Day Tobacco Use





	Synar data provides the user with data Tobacco Retailer 
	Violation Rates for FY2009 
· Tobacco Retailer Violation Rates are provided based off of (per 100,000 Population) by Federal Fiscal (FY 2007-FY2009) 
	




 (
State View of Percentage of Binge Alcohol Use in the Past 30 Days
)[image: ]


 (
State View of Tobacco Retailer Violation Rates
)
[image: ]


7) Compliance & Monitoring- Provider Reporting Information with up to date Real-Time Reporting
Reporting By Organization/Grantee or By Project Officer 
 (
Current Selected Reporting Period:
04/01/2011-09/30/2011
)
· DFC


· Progress Report Status
[image: ]

· CCT Report Status








Progress Report Status Legend

· Active 
· Submitted
· Under Review
· Revision Required
· Accepted





 (
Compliance and Monitoring-DFC-Progress Report Status-By Organization
)[image: ]


 (
Legend for the Progress Report Status
)


[image: ]






· DFC Mentoring
· Mentoring Report Status








· SPF-SIG
All Cohorts
· Progress Report
· GLI Compliance (Grantee Level Instrument)
· CLI Compliance (Community Level Instrument)
· PLI Compliance (Participant Level Instrument)












 (
Compliance & Monitoring-SPF-SIG- All Cohorts-PLI Compliance
)

[image: ]
 (
PLI Compliance-Tabular Chart
)

[image: ]


 (
Bread Crumbs Trail
)
· MAI
· HIV-SPF (MAI Cohort 6)
· MHP (MAI Cohort 7)
· MHP-CO8 (MAI Cohort 8)



 (
(Legend) MAI Cohort 6 –Year 6 Fourth Month Report
)

[image: ]



 (
Legend
)

Compliance Data- provides a data time stamp of the last incremental update in the system, so the data should be accurately pulling the grantee data that is reported in the system




 (
Data Time Stamp: Last Data Update
)


[image: ]


 (
Zoom Function
)
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RTDR help document

Click here to view the RTDR Help Docurnent
(Reduires Adobe Reader)

For technical assistance, please contact DITIC Support by phone at

1-888-DITIC-4-U
(1-888-348-4248)
Monday - Friday, 9:00 am - 800 pm EST

To contact us by email, please fill out and submit the form below.

“Required Fields

* First Name I
* Last Name
“ Phone Number | |
Grant Number | |
* Email Address
“ Email Subject | |
* Comments

Subrmit Clear Form
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CMHS __[Child and Adolescent Mental Health and Substance Abuse State Infiastructure Grants §1,668,812.00
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CMHS __|Caoperative Agreements for Linking Actions for Unmet Needs in Children's Health $39,152,852.00
CMHS __|Caoperative Agreements for State-Sponsored Youth Suicide Prevention and Early Intenvention $32,623,258. 00
CMHS [Crisis Center §1,448,303.00
CMHS [Disaster Relief §17,378,393 00
CMHS _ [Emergency Response §7.018.702.00
CMHS __[Grants for National Technical Assistance Centers On Consurmer/Peer-Run Programs $832,500.00
CMHS __[Grants for Primary and Behavioral Health Care Integration-PC-BHI §10,646,35000
CMHS _[Grants for Primary and Behavioral Health Care Integration-PCBH-PT $54,198 636,00
CMHS _[Gulf Coast Disaster Behavioral Health Hotline §2,500,000.00
CMHS _ [Healthy Transitions Intiative §6.718/602.00
CMHS __[implementing Evidence-Based Prevention Practices in Schools §4,173,519.00
CMHS__[Jail Diversion and Trauma Recovery Program-Priotity to Veterans §11,040 410,00
CMHS __|Mental Health Transformation State Incentive Grants §51,597 542.00
CMHS _|Minority Fellowship Program §4,222 528,00
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