Excerpted from the NIRS User’s Guide, available online at http://www.aucd.org/nirs/db/help.cfm)

UCEDD Annual Report to ADD 



Overview 
Beginning with FY06, the Annual Report function in NIRS enables UCEDDs to create and submit their annual reports for ADD in an electronic format that complies with the data collection approved by OMB (control number 0970-0289) with an expiration date of 8/8/2008.

These instructions are intended to assist UCEDDs in completing and submitting their reports to ADD using NIRS.  To that end, some general information about content requirements is supplied.  For specific guidance on ADD requirements, definitions, etc., please consult the ADD publications UCEDD Annual Report Template and Attachment C: Definitions and Measures.   Finally, these instructions inform the reader about where the data elements that pre-populate the report are drawn from in NIRS.
The report, which covers the annual reporting period of July 1 through June 30, is due to ADD by July 30 of each year. The report includes: 

· Automatically populated information from a Center's current fiscal year using data from all of the NIRS datasets (Goals, Projects, Activities, Products, and Trainees) 

· Narrative information provided by the Center prior to finalizing the report 

· Optional supportive information and materials

Visit ACF Office of Financial Services at http://www.acf.hhs.gov/programs/ofs/forms.htm for additional grant related documents and forms.


Design Issues 
For FY06, access to the Annual Report function has been limited to users with an Admin level of access.

The report is designed to be created, modified, and saved multiple times before being finalized and electronically submitted to the appropriate ADD Project Officer.  The final report is submitted to the Project Officer in a portable document format (PDF).  To confirm that the report has been transmitted, the PDF of the final report will also be simultaneously emailed to one individual at the UCEDD (as selected by the UCEDD).

Upon submission of the report to ADD, the PDF of the report is also preserved in NIRS for archival purposes.  Access to the archived PDF is limited to those with an Admin level of access. The PDF may be downloaded and saved locally.

The report has been specifically designed so that any automatically populated data in the report is not editable in the report itself. However, the data that feeds into the report may be modified during the data cleaning period.  When the relevant records in NIRS are cleaned or corrected, the data in the report will be updated.

Note:  All the text boxes in the report are extremely large.  There is no danger of exceeding the amount of available space with your responses.

Note:  The text boxes do not contain a spell check option.  We strongly recommend composing any narrative responses in a word processing program and then pasting the "spell checked" text into the text boxes.



Report and Data Entry Structure 
The final report consists of (a) a cover page, (b) an introduction, (c) 5 required sections, and (d) the optional appendix and attachments sections.  

The cover page will display as the first page in the final report, however, it is managed as a separate form in the data entry process.  In addition to managing information for the cover page of the report, the cover page data entry form provides the mechanisms for capturing the "Introduction" section as well as for uploading any (up to a maximum of 10) optional attachments.

The report is designed to be completed/submitted using the following order and processes:

1. Complete the 5 required sections (and the optional appendix if desired)

2. Complete the cover page data entry form (which includes the introduction and optional       attachments)

3.  Preview the entire report and cover page using the View function

4.  Modify report and cover page as needed  
5. Submit the final report to ADD from the View function

Note: An initial version of the report may be saved even though data has not been entered into all of the required fields.

Unless otherwise indicated, consider all fields of the report "required."



Creating the Report 

Access to this report is limited to those with an Admin level of access.  To create the report:

1. Log into NIRS 

2. Click on ADMIN on the left tool bar 

3. Click on REPORTS on the left tool bar that now displays below the word ADMIN. 

4. Look in the main field of the screen. Click on the "Add" icon next to the word Report (located directly beneath the header titled "Annual Reports."

You may begin adding information to the report. Click on the SAVE button to save an initial version of the report. This report may be modified and saved multiple times before it is ultimately submitted to ADD.  Once the initial version has been saved, click on "Edit" to open and edit the report.

Once an initial version of the report (i.e., the 5 required sections and optional appendix) is saved, the cover page data entry form will be displayed.  

Once an initial version the cover page data entry form is saved, the View function will be displayed.



THE FIVE REQUIRED SECTIONS (and the Optional Appendix if desired) 



Section 1: GOALS 
Section 1 of the report relates to the UCEDD's goals (as described in its ADD core funding grant) and their subsequent results and outcomes.  For each goal record in the GOALS dataset, this section of the report provides:

· A table automatically populated with the goal itself, as well as its areas of emphasis, core functions, types of activity, and objectives. 

· A choice of selections to indicate the extent to which the goal was achieved. 

· Two text boxes: 

· One to provide a narrative update on the progress achieved in meeting the goal, describe noteworthy strategies, and/or discuss objectives or activities relevant to this goal. 

Note: This text box is the place to share narrative information on both the breadth and depth of your work related to a particular goal.

· One to indicate any proposed revisions to the goal for the next fiscal year.  Revisions may include the modification or deletion of the current year's goal and/or the addition of a new goal for the next fiscal year.  

Note: If you do not intend to revise the goal, we suggest supplying a sentence to that effect (i.e., There are no proposed revisions to this goal for FY07).
Note: If you do modify, delete, or add a new goal for the next fiscal year, you must manually make that change in the Goals dataset once the FY07 dataset opens.  NIRS will not make that change for you.


Section 2: FUNDS LEVERAGED 
Section 2 of the report relates to the funds that the UCEDD leveraged using its ADD core grant.  

This section of the report is automatically generated using information in the PROJECTS dataset.  The current fiscal year's core funding amount for each Center is automatically subtracted from the funding information recorded in the current fiscal year's Projects dataset, therefore Centers must include their core funds from ADD in this dataset.

Note: For 61 previously established UCEDDs, the ADD core funding amount that will be used for the FY06 annual report will be $500,000.  For the 3 new UCEDDs, the core funding amount for FY06 will be $200,000.



Section 3: INDICATORS OF PROGRESS 
Section 3 of the report relates to measures of improvement and consumer satisfaction, organized by core function.  

Although the data entry screens in NIRS uses intuitive labels for the core functions, this report uses the actual language required by ADD.  The core functions are:

1. Interdisciplinary Pre-Service Preparation and Continuing Education 

2. Community Services: Training & Technical Assistance 

3. Community Services: Direct Services & Demonstration Projects 

4. Research 

5. Information Dissemination

For each core function, this section of the report provides:

· A core function table automatically populated with required language and quantitative data for improvement measures and consumer satisfaction measures. 

· Two text boxes related to the consumer satisfaction measures (except for the Research core function).

Core Function Tables
For each core function, a table is automatically generated. The tables contain information primarily drawn from the ACTIVITIES dataset; however information from the PRODUCTS dataset is also used in one of the tables.  

Interdisciplinary Pre-Service Preparation and Continuing Education:  The number of trainees is the sum of the "total participants" field(s) in the relevant activity record(s). 

Community Services: Training & Technical Assistance:  The number of individuals is the sum of the "total participants" field(s) in the relevant activity record(s).  

Community Services: Direct Services & Demonstration Projects: The number of individuals is the sum of the "number of clients seen" (for clinical services), + the "number of consults, contacts, or services" (for other direct services), + the "total participants" (for all others) field(s) in the relevant activity record(s).  

Research:  The number of research activities is a simple count of the number of relevant activity records. 

Information Dissemination: The number of products is a simple count of the number of relevant product records.

Troubleshooting tip:  Probably the most notable change for FY06 in NIRS was the instruction to select only ONE area of emphasis for each activity in the Activities dataset.  However, you may have used the "save as" function to save FY05 Activity Records into the FY06 dataset without deselecting "extra" areas of emphasis.  Having multiple areas of emphasis checked results in double counting and thus oddly high numbers of participants and activities in your core function tables. 
To fix this problem, you will need to open and modify the relevant Activity Records to reflect only one area of emphasis.  You can easily find which Activity Records need to be modified by using a standard report in the Activities dataset.  In Activities, go to Reports, then select the "Activity Data Entry Errors" report for the current FY.  The report has a column labeled "Fields with too many selections."   If an Activity Record has more than one area of emphasis selected, it will be displayed in this error report.

Within each core function table, the data is organized by Area of Emphasis.  Areas of Emphasis that are not represented for a particular core function in a UCEDD's data will not display in the table.

All consumer satisfaction data captured in UCEDD or UCEDD/LEND Activity records are displayed in the core function tables.  Where no consumer satisfaction data was captured, the appropriate cell in the table is lightly shaded gray.

Although all consumer satisfaction data will be displayed, UCEDDs must report consumer satisfaction data for only one Area of Emphasis.  The Area of Emphasis selected will be the same for each of the core functions.  The Area of Emphasis for which a UCEDD will report consumer satisfaction is selected on the cover page data entry form.  

Once an Area of Emphasis is selected:

· The following text will display directly under the Section 3 header in the report:

The Area of Emphasis for which Consumer Satisfaction data is reported as required is X. Additional consumer satisfaction data is also displayed below.
· The appropriate row in each of the core function tables will be shaded light green to visually distinguish the Area of Emphasis selected by the UCEDD for consumer satisfaction reporting purposes.

Note:  The selected Area of Emphasis may be changed until the report is finalized and submitted to ADD.

Note:  The selection of the Area of Emphasis is at the discretion of the UCEDD. UCEDDs may report consumer satisfaction data in the same Area of Emphasis from year to year or may select a different area each year.  

Text Boxes Related to the Consumer Satisfaction Measures 

For each core function except Research, Centers must provide additional information on their measures of consumer satisfaction.  No consumer satisfaction information is required for the Research core function.

Response Rate Explanation  

Use the first text box to report the aggregated response rate for the selected Area of Emphasis in that core function, and if necessary, provide additional information.  

· We suggest that the response rate be reported in a sentence, for example: Our aggregate response rate for the measure of consumer satisfaction for the identified area of emphasis was X%. 

· If the response rate is less than 30%, discuss the likely reason(s) why the response rate was less than 30%.  

· No additional information in required in this text box if the response rate is at least 30%.

Sampling Procedures
Use the second text box to indicate the sampling procedures that were used.  

· If random sampling techniques were used, indicate that information (i.e., Consumer satisfaction for the identified area of emphasis was determined using random sampling.) 

· If non-random sampling techniques were used, (a) describe the techniques used and (b) explain why those techniques were used.



Section 4:  MEASURES OF COLLABORATION 
Section 4 of the report relates to collaborative efforts across the 3 programs in the DD Act (UCEDDs, DDCs, and P&As).  In addition, this section provides one optional question related to UCEDD collaborations with other partners.

Question 1  

The first question asks the UCEDD to identify critical issues/barriers in its state that were jointly identified with the DDC and P&A.

Question 2
The second question is a 6-part question that directly relates to the answer given in the first question.  The UCEDD is asked to take at least one of the issues/barriers identified in the first question and provide a response to each of the 6 parts of in question 2.

Note: Six text boxes are provided: one for each of the 6 parts of the question.  We suggest that if more than one issue/barrier is addressed in this question, UCEDDs should clearly differentiate the issue/barriers in each text box by using headers.

Question 3
The third question is optional.  It was added to the report based on the feedback the UCEDDs provided to ADD and OMB during the public comment periods.  A response to this question is not required.  If no text is provided in this text box, the Optional Reporting Elements header and related text will not display in the final report.

One text box is provided for this question.  We suggest that UCEDDs use headers, if appropriate, to differentiate the material supplied in this text box.  



Section 5: GPRA MEASURES 
Section 5 relates to 2 GPRA measures that ADD will use, among other things, to report to Congress on the achievement of their Strategic Plan.   This section of the report draws from the TRAINEE dataset.

This section of the report provides:

· A table automatically populated with the results of your trainee follow-up surveys. 

· A text box for you to indicate the number of trainees to whom follow-up surveys were sent during the current fiscal year.  

Note:  Record the number of trainees to whom surveys were sent, not the number of surveys.  No matter how many attempts (i.e., emails to/copies of the survey sent) you make to reach trainees, you should only record the number of individuals that you tried to survey.



Optional Section: APPENDIX 
The Appendix is optional.  It was added to the report based on the feedback the UCEDDs provided to ADD and OMB during the public comment periods.  Completion of the Appendix is not required.  If no text is provided in this text box, the Optional Appendix header and related text will not display in the final report.

One text box is provided for UCEDDs to supply additional noteworthy information.  We suggest that UCEDDs: 

· Use headers, if appropriate, to differentiate the material supplied in this text box. 

· Clearly indicate the applicable Areas of Emphasis and/or Core Functions for any outcomes presented.



THE COVER PAGE (including Introduction and Optional Attachments) 
The cover page data entry form will appear once an initial version of the report is created and saved by the UCEDD.  This data entry form also manages the report introduction and optional attachments.

Most of the elements on the completed cover page itself will be automatically generated.   A small amount of additional information is required from the UCEDD to complete the cover page.

AUCD will maintain and annually update the following information that will display on the completed cover page for each UCEDD:  ADD Project Officer, ADD Grant Officer, ADD Grant Number, ADD core funding levels, and the current performance period.  Please contact Maggie Nygren (mnygren@aucd.org) or Danielle James (djames@aucd.org) via email or at 301-588-8252 if the information displayed for your Center appears to be incorrect.
The cover page draws contact information from the UCEDD Directory on the AUCD website.  To correct any contact information errors, simply update your Center's directory information.  The UCEDD Directories are password protected.  Please contact Maggie Nygren at (mnygren@aucd.org) or Danielle James (djames@aucd.org) via email or at 301-588-8252 if you need assistance in locating your password. 
Once information in the data entry form is saved, a completed cover page is viewable. 



Cover Page Data Entry Form 
UCEDDs must provide their:

· Project Title (from their core funding grant application to ADD).  This information will be saved for future years' reports, and may be edited with each funding cycle. 

·  Principal Investigator (from their core funding grant application to ADD).  A drop down menu is provided of individuals listed in the UCEDD Directory as either "UCEDD Director" or "Associate UCEDD Director" at the Center.  

· Report Author.  A drop down menu is provided of individuals listed in the UCEDD Directory as either "UCEDD Director" or "Associate UCEDD Director" at the Center. 

Note:  Although we recognize that may people at the UCEDD will contribute to the report, the selection of one "author" is intended to identify the appropriate senior-level individual at the UCEDD which ADD may contact with questions, clarifications, etc. about the report.  The principal investigator and the report author may, but do not have to be, the same person.

UCEDDs must select an individual at the Center to receive a PDF of the final report via email when it is submitted to ADD.  A drop down menu is provided of individuals (and their emails) listed in the UCEDD Directory as either "UCEDD Director" or "Associate UCEDD Director" at the Center.  

UCEDDs should provide a brief (1-2 page) Introduction or summary statement of their progress this year (note that the text box does not have a spell check option).  The Introduction will display in the annual report document immediately after the cover page and immediately before the body of the report.

UCEDDs must select the Area of Emphasis for which it will be reporting on measures of consumer satisfaction for the current year.

UCEDDs may attach up to 10 attachments to support their report because the text boxes in the body of the annual report function do not support charts, tables, or graphics.  Attachments may be submitted in the following file formats:  word, excel, ppt, jpg, gif, and pdf.  For all other formats, covert the document to a pdf before uploading.  The maximum size for each attachment is about 1 megabyte (MG).

Upload attachments by using the "Browse" button. Remove an attachment by clicking on the word "remove" displayed to the right of the file name.

If attachments are provided by a UCEDD, NIRS will create and append a page entitled Optional Attachments to the end of the Annual Report.  The page will display live links for each attachment uploaded by the UCEDD using the following system:

Attachment A: filename.doc
Attachment B: logo.jpg
We suggest that UCEDDs reference any supporting attachments in their narratives by letter (i.e., see Attachment B), rather than by file name (i.e, see logo.jpg).

If no attachments are supplied by a UCEDD, NIRS will not create an Optional Attachments page for their report.

Once a version of the cover page data entry form is saved, the annual report (including the Cover Page, Introduction, 5 required sections, Optional Appendix, and Optional Attachments) may be seen by clicking on View.



Completed Cover Page 
The information is displayed on the cover page is drawn from the following sources:

· Date of Report:  auto generated 

· ADD Project Officer:  maintained by AUCD 

· ADD Grant Officer:  maintained by AUCD 

· ADD Grant Number:  maintained by AUCD 

· UCEDD Name:  Program Name field in the UCEDD Directory 

· Address:  the UCEDD Directory 

· Phone:  Main Phone field in the UCEDD Directory 

· Period of Performance:  maintained by AUCD 

· Project Title:  cover page data entry form 

· Principal Investigator: cover page data entry form 

· Report Author: cover page data entry form

PDF button
A PDF button is located in the upper right corner of the cover page in View for your own use.  Click on this button to create a PDF of the report, including the cover page, at any time.  The PDF may be saved locally.

Submit to ADD button
A "Submit to ADD" button is located in the upper left corner of the cover page in View.  This button will be displayed shaded in a light gray and not be functional for submitting the report until information has been supplied in each of the required fields.   

Once information has been added to each of the required fields, the button will display in green and may be used to submit the report.

Clicking on this button will automatically submit the final report (in PDF) to ADD and cc the individual you identified to receive a copy.

As a failsafe, users who click this button will see a pop up asking Do you want to submit this report to ADD now? with a YES and a NO option.  

· If YES is selected, the report will be submitted. 

· If NO is selected, the user will be returned to the View screen.



