HAPPE

Healthy & Active Programs and Policies Evaluation
SYSTEM MANUAL

/

HEALTHY & ACTIVE
COMMUNITIES

!\

«

August 2012

=3 Washington
University in St.Louis
GEORGE WARREN BROWN

SAINT LOUIS

ScHOOL OF SOCIAL WORK UNIVERSITY



Table of Contents

Overview [-1
Purpose of Manual -2
Reporting Timeframes -3
Logging In 2-1
System Menu 2-2
Required Fields 2-3
System Messages 2-4
Entering Monthly Data 3-1
Add or Update Activity 3-2
Add a New Activity 3-3
Choosing an Activity Category 3-5
Data Entry Questions 3-6

Update an Existing Activity 3-7






Table of Contents

Activity Detail:
Marketing & Dissemination
Nutrition & Physical Activity Program Activities
Nutrition & Physical Activity Education Only Activities
Healthy Eating Environment Changes
Physical Activity Environment Changes
Advocacy & Policy Activities
Partnership Development Activities
Entering a New Partner
Editing an Existing Partner
Partnership Contributions

Settings

Populations

Entering Quarterly Data
Staff

Training

Add New Training
Update a Training
Funding

Edit a Funding Source
In-Kind Resources

Edit an In-Kind Resource

Mass Media Message

3-8

3-9

3-10
3-11
3-12
3-13
3-15
3-17
3-20
3-22
3-24

3-26

4-2

4-4

4-6

4.7

4-10

4-12

4-13






Table of Contents

Edit a Mass Media Message 4-14

Feedback 4-15

Overview

Report Types
Choosing a Report
Reports:

Activity Detail

Partners

Capacity

Mass Media

Activity by Demographics
Activity by Age Groups
Activity by Ethnicities
Activity by Locations
Activity by Populations
Activity by Settings

Saving and Printing Reports
Exporting Graphics
Registering for an Account
User Profile Account

Grantee Profile Account

5-2

5-3

5-8
5-14
5-18

5-19
5-22
5-25
5-28
5-31
5-34

5-36

6- |

6-3






Section | Contents

Topic

Overview
Purpose of Manual

Reporting Timeframes






The Healthy and Active Programs and Policies Evaluation (HAPPE) System is the data collection system for
the MFH Healthy and Active Communities Initiative (H&AC) evaluation. The primary goals of the system

are to:

« Serve as a centralized location for you to submit your data, monitor your progress over time, and
generate reports to meet your program needs; and

« Allow the H&AC Evaluation Team to collect data across all H&AC programs.

Evaluation Questions

The data collected through the HAPPE System will answer the following
evaluation questions:

e

What was the reach of the H&AC programs?
In what settings were H&AC programs implemented?
Who was affected by the H&AC programs?

What partners have H&AC programs worked with and
how often?

How did the capacity (e.g., staffing, training, budget) of the H&AC
programs change over time?

How have nutrition and physical activity policies changed over
time?

How has the built environment changed over time?

How satisfied are H&AC programs with the assistance they
received from MFH and the capacity-building teams?



This manual provides you with step-by-step instructions for entering data and generating reports. While
many questions about the HAPPE System can be answered in this manual, please contact the System
Coordinator, Chris Robichaux, at crobichaux@wustl.edu or 314.935.3648 for additional assistance.

The HAPPE Manual Icon

This icon is used throughout the manual to highlight important information (e.g., key
functions of the system, definitions of terms).

System Access

o Suggested Internet Browsers: Accessing the HAPPE System is best with Firefox version 3.x and Internet
Explorer version 8.x. If using Internet Explorer version 7.x, upgrade your browser to Explorer 8.x.

» Grantee profile account: each grantee will have one grantee profile. This allows multiple individuals from
your organization to have access to data in the system.

o Individual user profile account: Multiple individuals in your organization can have their own user
profiles. You must register for a user profile account before you can access the system. Section 6 provides
step-by-step instructions for registering for your user profile account, if you have not done so already.

o Data access: You will only have access to your program data.

The system will time-out after 20 minutes of inactivity. You must navigate between tabs on a data
entry screen at |least once within this time period to keep your session active.

Navigate the system screens by clicking the Previous and Next buttons at the bottom of the screen.
DO NOT use your browser’s Back or Forward buttons as this may cause a loss of data.



Data will be submitted on a monthly and quarterly basis. Monthly and quarterly data are due the 25th day of
the month following the end of a reporting period.

Example

o July data are due by August 25th
o Quarter 3 data are due by October 25th

Reporting quarters are as follows:

Quarter 1: January, February, March
Quarter 2: April, May, June

Quarter 3: July, August, September
Quarter 4: October, November, December

l Month X I

1st Reminder 1 2 3 4 5 6
7 |8 | 9 10(11 12 13
14 151617 |18 19| 20
2nd Reminder 21 22'2_3 24 @ 26| 27
2829 30|31 )

7
DataDue

You will not be able to enter or change data in the System after the monthly and quarterly
deadlines without contacting the System Coordinator at crobichaux@wustl.edu or
314.935.3648.

Email Reminders

Reminders will be sent on the 1st and 23rd of each month. Quarterly reporting reminders will be sent the
month following the end of a quarter.






Section 2 Contents

Topic Page
Logging In 2-1
System Menu 2-2
Required Fields 2-3
System Messages 2-4






Logging In

» Step 1: Go to http://evaluation.mfth.org

If this is your first time logging into the HAPPE System, enter the username and
password provided from the System Coordinator.The system will automatically
require you to create a new password.

» Step 2: Enter your username and password

» Step 3: Click Login

Once logged in, please verify your contact information. Refer to User Profile Account and Grantee Profile
Account in Section 6 for instructions on how to access your profiles.

- N
Healthy & Active Programs and Policies Evaluation System

" meaurHvaactive | User Login
COMMUNITIES |

If you have a username and password, please log in below. Passwords must be
7 characters in length.

| Ifyou are a new user, please register for an account.

© User Name:

| |
© Password: m
|

Click here if you forget
Eorgot Passwword ? your password; it will be
emailed to you.

(5 Eﬂéﬂ[ﬁ[%; SAINT LOUIS UNIVERSITY
University in St

GEORGE WARREN BrOWN
SCHOOL OF SOCIAL WORK




The HAPPE System Menu

The menu appears on the left side of the hompage. Use the menu to navigate from one page to another.

é )

weaurvancrve  Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Tuesday, October 13, 2009 11:27:34 AM

About the HAPPE System

The Healthy and Active Program and Policy Evaluation (HAPPE) System is the data
collection system for the evaluation of the MFH Healthy & Active Communities
Initiative (HRAC). The System provides you with a centralized location to submit

B your Initiative evaluation data, monitor your program’s progress over time, and
T generate reports to meet your specific program needs.

How to Get Started

Data Entry
Flease refer to the HAPPE System Training Manual for detailed instructions. To

Reporting ontact the System Coordinater, Gina Banks, click on the Contact button belowr.

User Profile ntering Data

To enter data for a menthly or quarterly data entry period, select Data Entry from

Grantee Profie the Main Menu on the left.
Reporting

The reporting feature of the HAPPE System is still under development but will be
available soon.

To fearn more about the evaluation and other efforts of the HEAC Initiative, visit

hitp:/thac wustl edy
SAINT LOUIS UNIVERSITY
University in St Louis
GEORGE WARREN BrOwn
SCHOOL OF S0CIAL WORK
g J




Required Fields

Red Asteriks

A red asterik (*) indicates a required field. You must enter text or data in fields marked by an asterik. If text or
data is not entered in a required field, a message will appear indicating input is required.

4 )

Monthly Data Set HEACTIY & AcTIvE

COMMUNITIES
Sample Grantee, September 2009

Add or Update Activity

Add New Activity MH+

Please assign a Mew Activity Mame to each specific component of your H&AC program that was implemented
during this month. This Activity Mame will become part of your existing list of activities that may be updated
each month as you continue work on this activity.

* New activity name: |

k Activity name is required.

Red Highlighted Cells

Data must be entered into data entry cells when required. If data is not entered into a required data entry cell,
the cell will be highlighted red, indicating that it is a required field.

Please select the appropriate boxes below that best describe the nutrition and physical activity
education only activities conducted this month.

Choose all that apply People
In the "People Reached" column, enter the number of people reached by each type of activity. Reached

] Mutrition Education (e.qg., classroom curriculums, cooking demonstrations)

Physical Activity Education {e.qg., classroom curriculum, workshops) D
Input required

Please correct the input of highlighted items. Uncheck any items for which you wish to provide no
response,

[ Previous J[N&xt] [Save] Exit

- j




System Messages

Data Entry Deadline Passed

When you select a monthly or quarterly reporting period for which the data entry deadline has passed, an
error message will appear on the screen. You will need to contact Chris Robichaux, the System Coordinator, at
crobichaux@wustl.edu or 314-935-3648, to have the system unlocked.

~

Data Entry

The deadline for the perioed you selected has passed. Please contact a
HAC administrator if you need to enter data for July, 2009.

Enter Monthly Data

Choose monthly data entry period
| 2009 v [July v

Manthly data is due 25 days after the last day of the month. (e.g. uly data is
due on August 25)

N J

Reminders to Save Data

When you enter data on any screen in the system, a reminder to save the data appears at the bottom of the
screen. The reminder remains until you click Save.

Always click Save to ensure that data will not be lost.

Examples:
On the screen shots below, a check box was selected, prompting the system to display the unsaved data

message at the bottom of the screen. Once you click Save, another message appears to let you know the data
were saved successfully.

Unsaved Data Message Data Saved Message
Choose all that apply People
Choose all that apply People " . )
In the "Feaple Reached” column, enter the number of people reached by each type of activity. Reached In the "People Reached" column, enter the number of people reached by each type of activity. Reached
[l hutrition Education (e.g., classroom curriculums, cooking demonstrations) l:l [0  Mutrition Education (e.g., classroom curriculums, cocking demenstrations)
Physical Activity Education (e.g., classroom curriculum, workshops) Physical Activity Education (e.q., classroom curriculum, workshops)
The data set contains unsaved changes. Click the "Save" button to update the database. Data has been saved to the database.

2-4



System Messages

Additional Reminders to Save Data

A pop-up message will appear if you exit an activity without saving data. If you select another activity from
your list of existing activities before saving your data, you will see this pop-up appear:

Message from webpage

9P ) Diata entered For the activity "Program For Mutrition curriculum® has not been saved. IF you load a new activity, recent changes will be losk.
-

If wou wish ko save the current data set, dick "Cancel" and then click the "Save" button, Otherwise, click "COk" to proceed without saving.

L (]9 J [ Cancel

Click Cancel on the pop-up message. Click Save at the bottom of the screen. Then you can select another
activity to update from the Update Existing Activity list.

Exit Warning

A pop-up box appears to remind you to save any new or updated data before exiting the monthly and
quarterly data entry functions of the HAPPE System.

» If you click Exit unintentionally, click Cancel on the pop-up box and continue entering data.

* Ifyou do wish to exit the data entry function of the system without saving new or updated data, click
OK. You will return to the Data Entry screen.

Message from webpage

9P ] Data entered For the ackivity "Playground eguipment” has not been saved, IF wou exit now, recent changes will be losk,
-

If wou wish ko save the current data sek, dick "Cancel” and then click the "save” button, Otherwise, click "0K" to proceed without saving,

L oK ] [ Cancel
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Entering Monthly Data

Under Enter Monthly Data:

»Step |: Select the appropriate calendar year.

»Step 2: Select the month for which you are entering data.

Once you select the time period, the system will automatically load the next data entry screen.

a

COMMUNITIES

Home
Data Entry
Reporting
User Profie

Grantee Profile

Log Out

HEALTHY & ACTIVE

| Healthy & Active Programs and Policies Evaluation System \

Welcome, Test Grantee Thursday, October 15, 2009 4:32:45 PM
Data Entry
Enter Monthly Data
— Choose monthly data entry perﬁ_ @
|2[J[]9 V| -- select month - ¥
- gelect month -
Monthly data is due 2July ay of the month. (e.g. July data is

due on August 25) | Ajqust
Enter Quarterly W
Choose quarterly data entry period

Quarterly data is due 30 days after the last day of the quarter. (e.g. Quarter 3
data is due on October 30)

ﬁ %ﬁﬁlm%l SAINT LOUIS UNIVERSITY
Universityin St.Louis

GEORGE WARREN BrOwN

SCHOOL OF SOCIAL WORK /
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Add or Update Activity

Two functions can be completed on this screen:

1. Add a new activity
For instructions on how to enter a new activity into the system, refer to page 3-3.

2. Edit an existing activity
For instructions on how to update an existing activity, refer to page 3-7.

/@althy & Active Programs and Policies Evaluation System \

Monthly Data Set CoNMURTES
Sample Grantee, January 2011 "

Page title tabs indicate
the current screen

Y
CULETATE T Activity Detall | Setting  Populations V

Add New Activity MH

To add an activity to the database, please click the button below.

pdate Existing Activity

o Click on the name of an activity in the table below to enter data for January, 2011
« Click on column heading to sort

s Pass the mouse over the name of an activity to view its description

» Click the "Edit" link to enter or change the activity description

Add a new activity »
U

»

Click column headings to P — Last p—

sort your activities below s Edit an activity
Hopeville Community Gardens & 6/22/2011 Healthy Eating Envirenment Changes .
No More Cars 2@ £/22/2011 Physical Activity Environment Changes Edit descmptlon

Soccer Program & Builds !_:jardens in t.he Mutrition & Physical Activity Program Edit
Hopeville Community Center s

Nutritious Foods 101 6/22/2011 Mutrition & Physical Activity Education Only  Edit
Edit an existing e
. Ione-based codes Marketing 6/22/2011 Marketing & Dissemination Edit
ac.r’lv'ty St. Louis Partnership Development  §/22/2011 Partnership Development Activities Edit
St. Louis Complete Streets Policy @  6/22/2011 Advacacy and Policy Change Activities Edit
Hillside PA Marketing & 6/16/2011 Marketing & Dissemination Edit
Hilltop Community Garden a/10/2011 Healthy Eating Envirenment Changes Edit
, Fulton Hospital Marketin 6/10/2011 Marketing & Dissemination Edit
Click page humbers to L

havigate pages of activities

Activity description saved.




Add a New Activity

You can add new activities to the HAPPE System by naming each activity and assigning it an activity category.

Only activities specific to your H&AC Program should be entered into the HAPPE System

»Step |: Click Add New Activity on the Add or Update Activity screen (see page 3-2).
The system will automatically load the Add New Activity screen.

)Step 2: Enter a new activity name
See below for instructions on how to name your activities.

Activity names may include letters, numbers, and special characters (e.g. &, -,/,!) except for
single quotes ().

ﬁealthy & Active Programs and Policies Evaluation System \

Monthly Data Set CommuNITIES
Sample Grantee, January 2011

T s s

Add New Activity

Please assign a Mew Activity Name to each specific component of your H&AC program that was implemented
during this month. This Activity Name will become part of your existing list of activities that may be updated
each month as you continue work on this activity.

* Hew activity name: | | €— @

Flease enter a short description of this activity in 50 characters or less.

* Activity description:
— @D

From the list below, please choose the most appropriate category for this activity.

Place your cursor over the category name to see the definition.

* Activity category: (O Marketing 8 Dissemination @ Hover‘ over Category to
®_) O Nutrition & Physical Activity Program Activities @ , definition

O Nutrition & Physical Activity Education Onlj
Program Activities provide

O Healthy Eating Environment Changes @ an opportunity for physical

C physical Activity Environment Changes ¢ | activity or healthy eating
and may or may not include
an educational component
 Partnership Development Activities @ (e.g., provided healthy
snacks, walking groups)

‘ Click here iflyou do not
wish to zﬁ anew activity

O Advocacy and Policy Change Activities @

* indicates a required field

®—+ Save New Activity ] [ Cancel and Return to Existing Activities

\

3-3



Add a New Activity

»Step 3: Enter a short description of the activity in 50 characters or less. This description will appear as a
tool tip when your cursor hovers over the activity name.

The description is for your reference and used to add more detailed information about
the activity (e.g.“Healthy eating info taught at school in-service”).

»Step 4: Click the button next to the appropriate activity category for this project component.
See page 3-5 for instructions on how to choose the appropriate category for your activity.

Scroll over the name of the category to see a definition.

»Step 5: Click Save New Activity

Once you save your new activity, you will return to the Add or Update Activity screen, where you can select
your new activity and begin entering data. Refer to page 3-7 for instructions on updating an existing activity.

Naming Activities

Only activities included in your H&AC program should be entered into the HAPPE System. Each component
of your program requires a unique activity name. Your program logic model is a good place to start in
determining what to name your program activities.

Steps for naming your activities:
I. Identify a unique component of your program (e.g., nutrition education conducted at
schools using the “Healthier Schools” curriculum).

2. Create a unique name that will identify this component of your program (e.g.,
Healthier Schools Nutrition Education).

For policy change activities use the policy name as the new activity name, even if the
policy has not yet been implemented. (e.g., USA Town Complete Streets Policy).

The System Coordinator is available to assist you in naming your activities. Contact Chris Robichaux at
crobichaux@wustl.edu or 314.935.3648.



Choosing an Activity Categc

Each activity should be assigned to one of the seven activity categories. Use the following definitions to
determine which category to choose.

o Marketing & Dissemination is aimed at promoting your program, sharing program results, and
developing and disseminating nutrition and physical activity products. These activities do not include
Mass Media activities like TV interviews or social media updates which are collected on a quarterly basis.

Examples: Flyers; postcards; presentations; developing toolkits

o Nutrition & Physical Activity Program Activities provide an opportunity for physical activity or healthy
eating and may or may not include an educational component.

Examples: Providing healthy snacks; offering walking groups
o Nutrition & Physical Activity Education Only Activities focus only on increasing knowledge of
healthy eating or physical activity. They do not provide an opportunity to eat nutritious food or be
physically active.

Examples: Cooking demonstrations; delivering classroom education

o Healthy Eating Environment Changes include modifications to the environment aimed at improving
access to healthy foods and nutrition information.

Examples: Built new community gardens; labeling menus

« Physical Activity Environment Changes include modifications to the environment aimed at improving
opportunities to be physically active.

Examples: Developing walking trails; displaying point of decision prompts

e Advocacy & Policy Change Activities include efforts to influence statewide, community, or
organizational rules (including but not limited to laws) that promote health or prevent disease.

Examples: Worksite wellness policy, Complete Streets Policy, developing policy briefs
o Partnership Development Activities are focused on developing mutually beneficial relationships with
individuals and/or organizations to acheive a common goal. Partners can share expertise, funding, staft,

technology, or other resources.

Examples: Recruited new partners; provided/recieved technical assistance to/from partners



Data Entry Questions

Do | re-enter the same activities names each month?

No, you do not have to re-enter the same activities names each month. Once the activity name is entered into
the system, it will appear on your list of existing activities each time you access the Add or Update New
Activity screen. Before creating a new activity, it is suggested that you check to see if you have a duplicate
activity already created.

What if | make a mistake when entering a new activity?
If changes need to be made to an activity for any reason (e.g., misspelling, wrong category), contact the System
Coordinator, Chris Robichaux, at crobichaux@wustl.edu or 314.935.3648.

Can | edit the description of an activity?
Yes, you can edit the description of an activity at any point.

»Step |: From the Add or Update Activity Screen, click the Edit button next to the activity whose
description you want to edit.

»Step 2: In 50 characters or less, write a new activity description.

»Step 3: Click Save Activity Description.

(Healthy & Active Programs and Polcies Evaluation System )
Monthly Data Set COMMUNITIES
Sample Grantee, January 2011 . Iﬁ

PO RPN ,cuvity Detall  Setting  Populations V
Enter Activity Description MHE

Please enter a short descriptien of Hopeville Community Gardens in 30 characters or less.

* Activity description: |5u:1ds gardens in the A < @
Hopewille Communitcy =]
Center w
@— Save Activity Description Cancel
X J [ cancel | J




Update an Existing Activity

To update an activity, start at your list of existing activities on the Add or Update Activity screen.

»Step |: Select an activity to update by clicking on an activity name in the Update Existing Activity table
(See page 3-2).

To sort your activity list by activity name, last updated, or activity type, click on the column
headings.

Once you select an activity to update, you will automatically be directed to an Activity Detail screen. The
activity detail screen is unique for each activity category.

(Healthy & Active Programs and Policies Evaluation System \

Monthly Data Set CoNmunITIES
Sample Grantee, January 2011 ¥

¢

Page title tabs indicate VNS E U | Activity Detail | Setting | Populations
the current screen

Add New Activity M3
To add an activity to the database, please click the button belows.

Update Existing Activity

« Click on the name of an activity in the table below to enter data for January, 2011
« Click on column heading to sort

« Pass the mouse over the name of an activity to view its description

e Click the "Edit" link to enter or change the activity description

Activity Name Last Category
Updated
Update EXisting ACtiVlty table Hopeville Community Gardens @ 6/22/2011 Healthy Eating Environment Changes Edit
>» No More Cars 2@ A/22/2011 Physical Activity Environment Changes Edit
Soccer Program & Builds gardens in Ishe Mutrition & Physical Activity Program Edit
Hopeville Community Center Activities
utritious s utrition sica i ucation On Edit
Hutriti Foods 101 6/22/2011 Mutrition & Physical Activity Education Only dit
Activities
@ Zone-based codes Marketing 6/22/2011 Marketing & Dissemination Edit
St. Louis Partnership Development 6/22/2011 Partnership Development Activities Edit
_>St. Louis Complete Streets Policy &  6/22/2011 Advocacy and Policy Change Activities Edit
Hillside PA Marketing @ 6/16/2011 Marketing & Dissemination Edit
Hilltop Community Garden 6/10/2011 Healthy Eating Environment Changes Edit
—3pFulton Hospital Marketin 6/10/2011 Marketing & Dissemination Edit
1 2 3

Activity description saved.




Activity Detail:

Marketing & Dissemination

These are activities aimed at promoting your program, sharing program results, and developing and
disseminating nutrition and physical activity products. These activities do not include Mass Media activities
like TV interviews or social media updates.

Examples: Flyers; postcards; presentations; developing toolkits

»Step |: Check the appropriate box or boxes to indicate the specific type of marketing and/or
dissemination activities conducted for your project component this month.

»Step 2: Enter the number of people reached by each activity this month.

The number of people reached refers to the total number of people served by your activity
this month.This should be based off of attendence sheets, records of materials distributed, etc.

»Step 3: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 4: Click Next to move on to the Settings screen (see page 3-24).

malthy & Active Programs and Policies Evaluation System \
Monthly Data Set COMMUNITIES
Sample Grantee, January 2011 'i‘~
Add or Update Activity Activity Detail Setting Populations V

MARKETING 8 DISSEMINATION: Bike Rodeo Marketing MF‘H

Marketing & Dissemination activities are aimed at promoting your
program, sharing program r Its, and d loping and di inating
nutrition and physical activity products {e.g. Flyers, postcards,

pr tations, developing toolkits)

ping

* Please select the appropriate boxes below that best describe the marketing and dissemination
activities conducted this month

+ Please enter the number of people reached during marketing and dissemination activities
EXCLUDING mass media involving TV, Radio, Newpapers, Magazines, or Web

Choose all that apply People Reached
@——> Marketing (e.g. flyers, posters, give-aways) ":I «— @

[[] Dissemination of program results (e.g., presentations)

[0 Development of nutrition and physical activity products (e.g., developing toolkits)

[0 Dissemination of nutrition and physical activity products (e.g., distributed toolkits)

The data set contains unsaved changes. Click the "Save" button to update the database.

-/

<> <P




Activity Detail:

Nutrition & Physical Activity Program Activit

These activities provide an opportunity for physical activity or healthy eating and may or may not include an
educational component.

Examples: Providing healthy snacks; offering walking groups

If the primary intent of your project involves only education and little or no opportunities for
physical activity or healthy eating, then it is an Education Only activity not a Program activity.

»Step |: Check the appropriate box or boxes to indicate the type of program activities conducted for your
project component this month.

»Step 2: Enter the number of people reached through each activity this month.

The number of people reached refers to the total number of people served by your activity
this month. This should be based off of attendence sheets, records of materials distributed, etc.
If the same people attend multiple sessions of an activity in a month (e.g. a cooking class), the
participant is counted once for the month.

»Step 3: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 4: Click Next to move on to the Settings screen (see page 3-24).

Healthy & Active Programs and Policies Evaluation System \
Monthly Data Set ComMuNITIES
Sample Grantee, January 2011 p ™

Add or Update Activity Activity Detail Setting Populations ,b/
HUTRITION & PHYSICAL ACTIVITY PROGRAM ACTIVITIES: Soccer Program MH‘I‘

healthy eating and may or may not include an educational component

Program Activities provide an opportunity for physical activity or
(e.g., provided healthy snacks, walking groups)

+ Please select the appropriate boxes below that best describe the nutrition and physical
activity program activities conducted this month

+ Please enter the number of people reached during nutrition and physical activity program
activities EXCLUDING mass media involving TV, Radio, Newpapers, Magazines, or Web

Choose all that apply People Reached
[] Healthy eating / nutrition program (e.g., provided healthy snacks)

@_.’ Physical activity program (e.g., walking group, classroom-based physical education) D 4—@

The data set contains unsaved changes. Click the "Save" button to update the database.

Qvious ] [ Save ] /
A X

D <




Activity Detail:

Nutrition & Physical Activity Education Only Acti

These activities focus only on increasing knowledge of healthy eating or physical activity. They do not provide
an opportunity to eat nutritious food or to be physically active.

Examples: Cooking demonstrations; delivering classroom education

»Step |: Check the appropriate box or boxes to indicate the education activities conducted for the project
component this month.

»Step 2: Enter the number of people reached through your activity this month.

The number of people reached refers to the total number of people served by your activity
this month.This should be based off of attendence sheets, records of materials distributed, etc.
If the same people attend multiple sessions of an activity in a month (e.g. a class on nutrition), the
participant is counted once for the month.

»Step 3: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 4: Click Next to move on to the Settings screen (see page 3-24).

@ithy & Active Programs and Policies Evaluation System \
Monthly Data Set COMMUNITIES
Sample Grantee, January 2011 ¥ :~

Add or Update Activity Activity Detail Setting Populations V

NUTRITION & PHYSICAL ACTIVITY EDUCATION ONLY ACTIVITIES: Nutritious Foods M+
101 L

Education only activities focus only on increasing knowledge of healthy
eating or physical activity. They do not provide an opportunity to eat
nutritious food or to be physically active. (e.g., classroom curriculum,
cooking demonstrations)

* Please select the appropriate boxes below that best describe the nutrition and physical
activity education only activities conducted this month

+ Please enter the number of people reached during nutrition and physical activity program
activities EXCLUDING mass media involving TV, Radio, Newpapers, Magazines, or Web

Choose all that apply People Reached

@_ > Mutrition Education {e.g., classroom curriculums, cooking demonstrations) [ ] (_@

[] Physical Activity Education (e.g., classroom curriculum, workshops)

The data set contains unsaved changes. Click the "Save" button to update the database.

<D <D
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Activity Detail:

Healthy Eating Environment Chang

These activities include modifications to the environment aimed at improving access to healthy foods and
nutrition information. These activities are captured the month in which the change implemented, not during
the planning proccess (e.g. planning meetings, contruction).

Examples: Built new community gardens; labeling menus
»Step |: Check all activities that you conducted for your project component this month.

If you select Land Use Change, Improved Access, or Other as an activity, the grey cell
underneath will be activated so that you can enter a specific description of the activity.

»Step 2: Input the correct type of unit where required (e.g., number of gardens).

»Step 3: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 4: Click Next to move on to the Settings screen (see page 3-24).

@atthy & Active Programs and Policies Evaluation System
Monthly Data Set COMMUNITIES

Sample Grantee, January 2011 ‘ﬁ
Add or Update Activity Activity Detail Setting Populations V
HEALTHY EATING ENVIRONMENT CHANGES: Hopeville Community Gardens M H_*

Healthy Eating Environment Changes include changes to the environment
aimed at improwing access to healthy foods and nutrition information
(e.g., developing community gardens, labeling menus)

Please select the sppropriate boxes below that best describe the heslthy =ating environment change(s)
implemented this month
Choose all that spply Units

[0 Land uss changses
In 55 cherecters o less, describe the lond coe chenge (5. stirect new grocen stores)

Developed new communityfschool gardens [ Jnew serdens

Snter the murmber o NEW gardiens esteblished this month

Mazintsinad sdisting community/school gardens |:| =xisting gardens
Snfer the nurmber of EXTSTING gerdens msindsined or plented this month

‘Conducted new farmers’ market
Snfer the mummber of NEW fermers” msrkets comducted this month

!

]

new marksts

o0

Conducted existing farmers’ market axisting marksts
Sxter the nurmber of EXISTING farmers * mackels conducied this month

Implement=d farm/garden to institution {=.5., at schools, community
‘organizstions)

ol

O

Changed cafeteria or vending machine options (st schools, worksites, stc.}

Improved access in existing foed outlts (=.g., at comer stores, fast food
restaurants, instaling an EBT machine}

O

[0 Displsyed point of purchase prompts {=.g., 5-A-Day signs) sites
St the number of NEW sites Shel Sapleyed point of purchess promols

1 Lsbsled menus {=.g., hesithy choices, nutrtion infarmation]
[0 Improved sccess to hesithy esting facilties, squipment, or rescurces
in S sterasisrs o sss, fesenibe e imprsied seesss (m5. Sevsiaemant o £ fead grassssing
If you check Other or seien Sausament, seeding disiibutixy
Improved Access, enter a
. . . e Othe
description of your activity = =
The data set contains unsaved changes. Click the "Sawve” button to update the database.
A

>
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Activity Detail:

Physical Activity Environment Chs

These activities include modifications to the environment aimed at improving opportunities to be
physically active. These activities are captured the month in which the change implemented, not during the
planning proccess (e.g. planning meetings, contruction).

Examples: Developing walking trails; displaying point of decision prompts

»Step |: Check all activities that you conducted for your project component this month.

If you select Land Usge Change, Improved Access, or Other as an activity, the grey cell
underneath will be activated so that you can enter a specific description of the activity.

»Step 2: Input the correct type of unit where required (e.g., number of walking trails).

»Step 3: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 4: Click Next to move on to the Settings screen (see page 3-24).

/H@a.il:h*o,.r & Active Programs and Policies Evaluation System \

Monthly Data Set COMMUNITIES

Sample Grantee, January 2011 11~
Add or Update Activity Activity Detail Setting Populations V

PHYSICAL ACTIVITY ENVIRONMENT CHANGES: FRP Sidewsalic & Trail M

Physical Activity Environment Changes include changes to the
environment aimed at improving opportunities to be physically active
{e.g., designing streetscapes, displaying point of decision prompts)

Please select the appropriate boxes below that best describe the physical activity envirenment change
(s) implemented this month

D T — Units
Land us= changss

In 50 cherscters or less, Sesoribe She led vss chengs (=5, minsd wss Seesloement
ot

Di=signed strests for active transportstion (=.g.. sidewalks, bike lsnes)

If you check Land use
change, enter a descriptipn
of the change

Improwed strestscapes (2.5., amenities, tress)

DDDDD'!

Developed new park or playground parks/pleygrounds
Sater the number of NEW perks or playprounds develgped this month

Irmproved or meintzined esting parks or pleygrounds perks/plzypgrounds
Snter the mumber of SVISTING pecks or pleygrounts improves or masinteines’ this manth

Built news walking trail trails

Exer the number o MEVW nalking Erails Dot Hs month

Improved or maintsined swsting walking trail == 4_@
Snfaer the mumber of SOISTING wrsiking fneils imarmeed or msiisieed Shis manih

Improwved traffic ssfety (=.g.. crosswalks, traffic lights)

@
|

o o

Improved personal safety (2.g., street lighting, snhanced polics presencs)

Displayed point of decision prompts (=.g.. stairwell signs) |:| sites
Mermber of WEW sifes sith point of decision prompls

|

Irmprowved scosss to physicsl sctivity faoilitizs or squipment,
In S0 characters or less, Sercrive the improved sccess (65, sohool grms ooen afTer hours,
Smiminoes o finmss cemiers)

Other

The data sat contains unsaved changes. Click the “Sawe”™ button to update the databasa.
Previcus ? Save -

&

&
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Activity Detail:

Advocacy & Policy Activities

These activities include efforts to influence statewide, community-wide, or organizational rules (including but
not limited to laws) that promote health or prevent disease.

Examples: Worksite wellness policy, Complete Streets Policy, developing policy briefs

»Step |: Check all activities that you conducted for your project component this month.

If you select Other as an activity, the grey cell underneath will be activated so that you can
enter a description of the activity.

If you select Implemented or Enhanced a policy, the grey cell to the right will be activated

so that you can enter the number of people reached by this policy. Send a copy of the
completed policy to the System Coordinator, Chris Robichaux, at crobichaux@
wustl.edu or fax at 314.935.3756

To determine the number of people reached, identify the number of individuals within a community
or organization covered by the policy. For a worksite policy, estimate the number of employees. For
a school board policy, estimate the number of students and staff that attend and work for that district.

»Step 2: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 3: Click Next to move on to the Settings screen (see page 3-24).

Healthy & Active Programs and Policies Evaluation System \
Monthly Data Set e
Sample Grantee, January 2011 iy

Add or Update Activity Aﬂiuiqnuhi Setting Populations V
ADVOCACY AND POLICY CHANGE ACTIVITIES: S£ [owss Complefe Sfoets Policy NIFH

A policy is a set of formal nules (including but not limited to laws) intended to

health or E (=g, Complete Streets, worksibe weliness
policy). Policies can i e community wide changes, but can alse
inclhsde policies at the organizaticnal kel (S.g., worksies, schools)

Please select the appropriste booces beliw that best describe the advocacy and policy change activities conducted
this month

Choose all that apply Reach

@— == e ——

eilers puliEsined
[ e
[ o= smramne rmsenea

[0 Cemmunity stucstion/suliic swersness on the imaect of the pobcy (=g, forum, Tasting: med
o fal mastings)

it pmrzonr rmscted

— R

[F] Commumcsted w - .
= . = [ ]ese smmmme oz
Deweioped recommendalions, pocy Dreels, andior pomilion satements [ ] meemite= of it=m=
[E] Cr=Ti=3 msioy lengusgs
[ Secur=a fundng/renouted Tunding for support of poissy Empkementaion (Enckudes
=fiom Domnd bmem) (=g woreed vl 2ohos Soend Io osade monmy Tor ot
Shzes stussten =
Stlucated orgenizstions indidusis o mem o P
= ume of evidence)
- oial pereone resciec
Trmplemke = policy (=0 Mexdine = workssis, Complets Sres=) [ omremne rmsznms If you check Implemented

a policy or Enhanced an
[ =vmnom =n mosting ooy (=g, =fincing zofios welners ooy totel pmrmomr cmsctied existing policy, enter the
number of people reached

ns unsaved changes, Oick the “Save” buthon b update the database. J
3 - 1 3

If you check Other, enterja
description of your activitty




Activity Detail:

Advocacy & Policy Activities

3-14

Helpful Advocacy and Policy Definitions

A policy is a set of formal rules (including, but not limited to laws) intended to promote health or
prevent disease. Policies can include statewide OR community wide changes, but can also include
policies at the organizational level (e.g, worksites, schools).

Grassroots activities refer to any efforts made by community members as opposed to individuals
designated as policy makers. Examples include petition signatures and letters to the editor.

Community education and public awareness activities on the impact of a policy refer to activities that
involve information sharing with the community-at-large on the topic of legislation. Examples
include forums and town hall meetings.

Communicating with policy makers refers to a broad category of activities in which the program
staff made contact with a policy maker regarding nutrition and physical activity. Examples include
testifying at a hearing, holding a meeting with local school board members, and meeting with
policy makers.

Educated organizations/individuals on how to implement a policy refers to activities in which outside
organizations/individuals receive information and/or resources on policy development or
implementation (e.g., use of evidence).

Implemented a policy or Enhanced an existing policy refers to when the policy or changes to an
existing policy are offically adopted. For the “People Reached” field, you enter the number of
people affected by the policy. For example,a worksite policy = number of employees, Complete
Streets = population of the town/city.



Activity Detail:

Partnership Development Activiti

These activities are focused on developing mutually beneficial relationships with individuals and/or
organizations to acheive a common goal. Partners can share expertise, funding, staft, technology, or
other resources.

Examples: Recruited new partners; provided/recieved technical assistance to/from partners

When working with multiple partners within a specific month, you can group all of your partners
together under one activity name.The partnership development activities checked will apply to any
partnership in the group.The activities do not need to be linked to a specific partner in the system.

»Step |: Check all activities that you conducted for your project component this month.

If you check Recruited new partner, a pop-up window will appear so the partner’s information
can be entered into the system. Refer to page 3-17 for information on entering a new
partner and page 3-20 for editing existing partners.

»Step 2: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 3: Click Next to move on to the Settings screen(see page 3-24).

@Ilhy & Active Programs and Policies Evaluation System

Monthly Data Set
Sample Grantee, January 2011

PARTNERSHIP DEVELOPMENT ACTIVITIES: SE £ owis Sarfmershis Developm et

ip is & youand ancther organization or
ottt it i -ﬂtmiofachgv-ga common goal. Parkners can
share expertise, funding, staff, rothe: (=g,
new partnen mrbmatﬁdnacmnphnnngmﬂ!nnrhbe]

Parbrvesr Convbritmstiorns
Click Enter or Edit partner [ — TV S ———
contributions services, expertive, orescumes Lo your Srojest tie montn
Parbrver Details
Click Edit Existing partners, to [ Eomommmemes ) Sk this butten 7 yes ssaiesd s ome saries monitn, o i ey o your
update details about a partner i fevs Do st or chang=d na: =

Belows, please select the appropriste bokes below that best describe the partnership development activities
conducted this month

[0 Fmsrst=d o= sertoer Check Recruited new partner to
enter details about a new partner
1z rmmmm b s

e
\

00O00EEERDDRO
0
|
8
i
0
:
i
E}
)
3
i

Sarticipated in action ganming with gt

Imgiementation of grogram acthvities B

Conducted program evalustion actinilies wil

Worked with o
mem

= mmesen formal sgrmmments (og. mainbinanos agresment igh o
greeme 3

d

Warkimd with mertner(s] on stvocscy or Gocy fmums reisted Uo Sfymical sctvily sndior aubstion

If you check Other, enter a )

description of your activity
The data et contains unsaved changes. Chick the "Save” butbon o update the database.
= J
- 3-15




Activity Detail:

Partnership Development Activiti
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Helpful Partnership Definitions

A partnership is a relationship between you and another organization or individual that exists in
the interest of achieving a common goal. Partners can share expertise, funding, staff, technology, or
other resources.

Formal agreements are contract agreements made between two individuals and/or
organizations. Examples of formal agreements are maintenance agreements and memorandum
agreements.

Action Planning is any planning for your project done with your partners. This can include
strategic planning.

Maintenance agreement is a contract under which a service provider agrees to perform
maintenance services for buildings or equipment.

Memorandum of understanding (MOU) is a document outlining the terms of agreement between
parties to cooperatively work together on an agreed upon project or to meet an
agreed upon objective.



Entering a New Partner

»Step |: Check the Recruited New Partner box on the Partnership Development activities screen
(see page 3-15)

A pop-up page will appear for you to enter information about this partner.
»Step 2: Enter the name of your partner.
»Step 3: Check the appropriate box to indicate service area(s) of your partner.
You can select both Outside Missouri and All Missouri Counties if applicable to your partner.

Also, you may scroll through the list of Missouri counties and select multiple counties
if applicable.

The service area of your partner includes all geographical areas in which this partner operates
its services.This is not limited to just the geographic location of your specific program activities.
Outside Missouri is the service area outside of the state of Missouri (i.e., other states, nationally).
All Missouri Counties is the service area that includes the entire state of Missouri.

»Step 4: Select the type of organization from the dropdown list.
See page 3-19 for definitions of the types of organizations

»Step 5: Provide a brief description of the partner’s role in your project.

)Step 6: Click Save Partner.

Once the partner is saved, the form will be blank allowing you to enter another partner.You
can access a list of all your partners by clicking on the View All Partners tab (See View All
Partners screen on page 3-20).

If you click Close Window before you have saved the partners’ information, the partner
pop-up page will close and the information you have entered will NOT be saved.
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Entering a New Partner

»Step 7: Click Close Window to return to the Partnership Development activities screen.

View Al Partaers  Partner Contrbutions setving vt e | Lo S Resizes pop-up window

Enter New Partner

To enter a NEW partner, enter the new partner's information in the form below and click "Save Partner."
Ta edit an EXISTING partner, click on the "View All Partners" tab above.
Click the "Finished" buttan to return to the main screen.

lame of partner: *
D> |

Select the service area(s) of this partner: *
Choose al that apply. Use the scrollbar to view the entire fist of Missouri counties.

@ B Dostisan Click Outside Missouri, and/or All
o Coutes Missouri Counties, if applicable
* Missouri Counties

Oagar — [andrew [atchison [ Audrain gl
Oeamy  Dearton [Oeates [eenton =
[eollinger  [J8oone [buchanan [buter 1l
Ocaldwell  Ocallvey  [camden [cape Girardeau

Ocarrol  Dcarter Ocess [Oceger

Ocharton ~ Ochrigian~— Clclark Oclay

Odlinton~ [cole [Jooper Ocranford

[Mnsd Mnall [ [Mnavalh b

Select the type of organization that best describes this partner: *

_D | select organization type - V|

Please enter a brief description of the role of this partner in your H&AC project: *

@

| Save Parner || Close Window | * indicates  required field

iepidSten T

Once you are back to the Partnership Development activities screen:

»Step 8: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 9: Click Next to move on to the Settings screen (see page 3-24).
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Entering a New Partner

Definitions of types of partner organizations

Schools, childcare, and non-school hour programs include schools, childcare centers and before
and after school programs.

Community residents include individuals within the community.This can also include individuals
living in residential centers.

Design practitioners include individuals that work on planning, land use, zoning, transportation
and streetscapes.

Faith-based organizations include religious-affiliated institutions such as places of worship or
organizations with a religious basis.

Health care providers include individuals/organizations that primarily offer health services such
as a hospital or health department.

Local government includes local policymakers, elected officials and government offices.

State and federal government includes state and federal level policymakers, elected officials and
government offices.

College/University includes any institution of higher learning.

Community or neighborhood organization includes organizations run by local individuals or
neighborhood associations.

Local businesses include businesses in the community and is inclusive of worksite partners
implementing project activities.

Foundations include institutions financed by a donation or legacy to aid research, education,
the arts, etc.
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Editing an Existing Partner

»Step |: Click the Enter or Edit Existing Partners button on the Partnership Development Activities
screen (see page 3-15).

A pop-up page will appear for you to view a list of all existing partners for this component of your project.

»Step 2: Select a partner from the View All Partners list by clicking Edit next to the partner’s name.

This will bring up the Partner Details screen.

Use the Deactivate Partners button if the partnership has concluded and that partner
will not be a part of your project going forward (e.g. the partner’s mission changes, partner
is no longer active in your area, partner is no longer in existance).

Partner Details | (- . |- | Partner Contributions Set Window Width: Wider | Narrower
Existing Partners
+ lse the scrollbar to view the entire list.
« Click the "edit" link to update partner information.
« Click column headings to sort; inactive partners appear at the bottorn of the list until resorted.
« To enter a mew partner, click the "Fartner Details” tab above
Name Location(s) Organization T Date 2
Hame Urganizaton lype
Created
Barnes Jewish Hospital St. Louis (city) Healthcare providers 10/22/10 m{(—-@
Deactivate 4
Catholic School Network St. Louis Schools, childcare, and non-school  10/05/10 Edit |
St. Louis (city) heur programs Deactivate
Charter Schouols St. Louis (city) Schools, childcare, and non-school  10/05/10 Edit |
hour programs Deactivate
Local Community Clinics Clinton Healthcare providers 04/06/10 Edit |
Dade Deactivate
Clinics of St. Louis Randalph Healthcare providers 06/01/09 Edit |
St. Louis Deactivate
St. Louis (city)
Downtown School Zone St. Louis (city) Schools, childcare, and non-school  10/05/10 Edit |
haur nroaram Deactivate b
e Click ?lose er!dow if youdo
not wish to edit partners )




Editing an Existing Partner

»Step 3: Edit partner information in the Partner Details screen (see instructions for entering new partner
on page 3-20).

»Step 4: Click Save Partner.

»Step 5: Click Close Window to return to the Partnership Development activities screen.

The pop-up page has three tabs — Partner Details and View All Partners.You can navigate
between these three screens by clicking these tabs.

4 7\

Pawrbrver Deectanils Wiew All Partners

Edit Partner "Get Healthy DeSoto”™

5t the partner's infonmation as it app=ars the fonm below and dick "Save Partner.”
Ta cancel ofiling of this partner, click! the "Cancel™ bulfion.
Ok e “Fnshed” button o retumn bo e main soresn.

Name of partner; #
> e

Select the service ansa(s) of this partner; =
Choose all that apgly. Ls= the sorolibar to view the enline st of Mssoun counties.
O uteida Moz
O 40 Mizzowri Counftims
P Missiur Counties
O A O dnrmei [ #eetizan [ drsin il
Oy [ Barton [ zat= [ Benton =]
O Ealing=r  [JZaame [ Zuctianan [ Seither b
O zaiers O Cavmemy Ozemd= [Jzez= Grard=sy
O Carr OcCater a2 et
O certen O zrretian Oimas DCa}'
[ hiritan Ocoe O zozoer [Ccrantard
o I | | I | _
Select the type of organization that best describes this parnern =
> | Communiky or nelghborhood arganizstion bl
Please entera brief description of the role of this partner in your HEAC project: =
aaaa
>
>

(| (o) (s I‘Click Cancel if you do not
9 A A P wish to edit this partner |

Once you are back to the Partnership Development activities screen

»Step 6: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 7: Click Next to move on to the Settings screen (see page 3-24).



Partnership Contributions

»Step |: Click the Edit Existing Partners button on the Partnership Development Activities screen
(see page 3-15).

A pop-up page will appear for you to view a list of all existing partners for this component of your project.

»Step 2: Select the type of contributions provided by the partner for that month.

Inactive partners will be greyed-out and listed at the bottom of the contributions list.
»Step 3: Click Save Contribution Data when finished.

»Step 4: Close the pop-up windowick Save Contribution Data when finished.
Once you are back to the Partnership Development activities screen

»Step 6: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 7: Click Next to move on to the Settings screen (see page 3-24).

. Prefill Options Notes and Instructions
Use these buttons to bringin a
, Capy my mast recent pa'ma'ship\ » Vizwing 26 parnes . .
Pr‘eVIOu5 months data, resettoa contribution entries {Januzry, 2011] o this month . _Sc'DH_cownén: 'gha'c\tm E?f\lrcow Width” finks in the upper right 1o view &l input controls
B = " . » [nactive partners appear 3t im of the page
previously saved data set, or clear i s + Orlyseha e s i e s s vt e s
the form. G the o
'7 Services & Expertise ‘ ‘ Resources
Nifron & _—
Parner Phjsicdl  Technoiogyey Evludon  Disminafon ) ProjectMariefing@)  Atvoracy Funding Tilpne Spacy Madaria Qthar
At . i .
@ O ’ ‘ Use Other if a contribution does not
= ames Jewish Hospit! O O O O O 0 O ] o O , i .
 Ntinthe prescribed options
e B R R R R I B D
Natwark
L R I I —
T I T B R
Friey v P o O O O ] O O O O O :
Foundation
Frezmzn Farmers
- R R R N —

Save Contibution Dats /




Partnership Contribution

Descriptions for the Partnership Contributions buttons

Depending on the program, it is possible for a grantee to have a large number of partners who
contribute expertise or resources to the program on a regular basis. To ease some of the data
entry requirements, three buttons have been built into the system.

Copy will pull in the last previous instance of partnership contributions into the form. You can
then review, edit, and save the data as needed. This is useful if your partnership contributions
are the same as the previous months. If no previous data is available this button will be greyed
out.

Reset returns the form to its previously saved state from that particular month. For example,
in January you had entered a set of partnership contributions and had saved it. Later that
month, you started to make more changes to the partnership contribution, but realized that
the data was incorrect. Pressing Reset will return the form to the previously saved data. You
may then review, edit, and save the data as needed.

Clear will remove all contributions from the form for that month. If you did not

previously save the data, it will all be gone. You may then review, edit, and save the data as
needed.

Examples of Partnership Contributions

A Partnership Contribution is a service, expertise or resource given to you by an established
partner.

Technology can include software packages, website assistance, and electronic communications.

Dissemination includes activities aimed at sharing your project results or products (e.g.,
developing presentations).

Project Marketing includes activities aimed at increasing awareness and promotion of your
project (e.g., developing ad campaigns).

Materials can include paper, tons of asphalt, or food for a cooking demonstration.



Settings

Geographic Location and Setting:

»Step |:

»Step 2:

Check the appropriate box or boxes to indicate the geographic location of your activity.

Outside Missouri defines a service area that operates outside of the state of Missouri (i.e., other
states, nationally).

All Missouri Counties defines a service area that includes the entire state of Missouri.

You can select both Outside Missouri and All Missouri Counties if applicable to your activity. Also,
you may scroll through the list of Missouri counties and select multiple counties,
if applicable.

Check the appropriate box or boxes for the setting(s) in which your activity occurred in
this month.

Settings and Sites Definitions

School/Non-school hour program includes school facilities and before and after school programs.
Daycare/Preschool includes facilities that provide childcare for children preschool age or younger.
Worksite includes places of employment where the employees are the target of your activities.

Faith-based organization includes religious-affiliated facilities or religious-affiliated organized group
events.

Hospital/Health Care Organization includes hospitals or health care facilities.

Neighborhood/Community includes the designated physical boundaries of a neighborhood where the
residents of that neighborhood or community are the target of your activities.

Statewide Organization includes the operations of statewide organizations (e.g., Missouri Council on
Activity and Nutrition).

Professional Conference includes presentations at a conference (e.g.,Active Living Conference).

Other can include settings not reflected in the other options listed above. If you select Other, the
grey cell to the right will be activated so that you can enter the type of setting.

Number of individual sites is the total number of sites the activity was implemented by setting.

New Site is a site in which no program activity has previously occured.



Settings

»Step 3: Enter the number of total individual sites and number of new sites in which your activity
occurred for each setting selected.

Example: If your activity took place at 3 different schools, one of which was new, you

would enter the number “3” in the number of individual sites cell beside the setting School/Non-
school hour program and a “1” in the number of new sites cell.

»Step 4: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 5: Click Next to move on to the Populations screen (see page 3-26).

ﬁﬁlthy & Active Programs and Policies Evaluation System \

Monthly Data Set COMMUNITIES
Sample Grantee, June 2011 e .
PARTNERSHIP DEVELOPMENT ACTIVITIES: St Lowis Partnership Development MFH

Geographic Location

Please select the location{s) in which this activity took place this month,

@ ’ [ outside Missouri
\E All Missouri Counties
issouri Counties

[ adair [ Andrew [ Atchison [ Audrain |

O Barry earton eates Ceenton =

Oealinger eoone O euchanan O eutler b

O caldwel O callaway [ camden O ¢cape Girardeau

Oearrol Ocarter Ccass O cedar

[ charitan [ christian O clark Oclay

O clinton [ cale [ Cooper O crawford

| 1) Mr-n M Ml rewalk -]}
Settings

Please select the setting(s) in which this activity was implemented this month.

Choose all that apply Enter the number of Indicate how many of
individual sites these were new sites
School f Non-School Hour Program I:I I:I
[ Daycare fPreschool
O ‘Worksite
®—> Faith-based Organization |:| |:|

Hospital / Health Care Qrganization
MNeighborhood / Community

Statewide Organization

O oo

[] Professional Conference

If you check Other, enter the ) OO0 Cther
setting for your activity

Mext| [ Save | |Exit

o

The data set contains unsaved changes. Click the "Save" button to update the database. /




Populations

The primary population is the population or community targeted by the program activity.

»Step |: Check the age group of the primary population.

The general population describes a wide demographic that may include specific demographic
groups, but is not limited to any one specific population. Unless you are targeting a specific
demographic (e.g.,“African American”) you would select general population.

Example: If your activity is a predominantly “White” area and you are not specifically targeting
“whites,” you would select general population.

»Step 2: Check the race/ethnicity of the primary population.

»Step 3: Check any special populations who were targeted by this activity. If no special populations were
targeted by this project component, check Not Applicable.

If you select Other for steps 2 or 3, the grey cell to the right will be activated so that you can
enter a description.

Special populations are groups that are considered particularly “at risk”.

»Step 4: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

At the bottom of the screen a message reading “Data have been saved to the database”
should appear in red to indicate that the data for this project activity have been saved.



Populations

Healthy & Active Programs and Policies Evaluation System \

Monthly Data Set COMMUNITIES

Sample Grantee, September 2009 Rg—
it o s sty s e

HEALTHY EATING ENVIRONMENT CHANGES: Healthy eating for kids MEH

Please select the age group(s) of the primary population(s) &# targeted by this activity.
Choose all that apply:

[ 1nfants/Preschocl (0 — 4 yezrs)
@—)EI Children/Elemantary School (5-3 years)
[] Pre- Adclescentsf Middle School (10-14 years)
[ Adclescents! High School (15-19 yezrs)
[ Adults (20-54 years)
[Oioider Adults/ Seniors (=55 yesrs)
[ Gensral Population

Please select the race/ethnicity of the primary population(s) & targeted by this activity.
Choose all that apphy:

m General Populstion

[ American Indian or Alaska Native

[ asizn

[ elack or African American

O Hispanic or Lstino

[ Mative Hawaiizn or Other Pacific Islander
Cwhite

Clother

Please select which special population(s) was the primary population(s) & targeted by this activity.
Choose all that apply:

W Immigrants or refugess
O

Low Income
[ Persons with 2 mental, emotional, or developmental dissbility
[ Persons with 2 physicsl disability
erenstsl or past partum mathers
O uninsured or underinsursd
Eother | | ‘ If you checK Other, enter a
descriptiot of the special population

Check Not Applicable if your activity

Not licable
did not target a special populatjol Fpeie

The data set contains unsawved changes. Click the "Sawe” button to update the database.

Step 42

At this point you can select one of three options:

Continue entering monthly data:
Select another activity to update from your list of existing activities (see page 3-7) or add a new activity
(see page 3-3).

Exit the monthly data entry section, but remain logged in:
Click the Exit button at the bottom of the screen. The system will automatically load the main data
entry menu.

Log out:
Click Exit on the bottom of the screen. Then click Log Out on the menu.
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Entering Quarterly Data

Under Enter Quarterly Data:

»Step |: Select the appropriate calendar year.

»Step 2: Select the quarter for which you are entering data.
Once you select the quarter, the system will automatically load the next data entry screen.

/maamw &ACTIVE |

COMMUNITIES

Home

Data Entry

Log Out

\_

Healthy & Active Programs and Policies Evaluation System\

Welcome, Test Grantee Monday, October 19, 2009 1:33:15 PM

Data Entry

Enter Monthly Data

Choose monthly data entry period
| -- select year - ¥

Meonthly data is due 25 days after the last day of the month. (e.g. July data is

due on August 25)

Enter Quarterly Data

Choose quarterly data entry period

|2EIEIEI V| - select quarter —

- select guarter -

Quarterly data is due
data is due on October U

GEORGE WARREN BrOwN
SCHOOL OF S0CIAL WORK

Q3: July, August, September

Juarter. (e.g. Quarter 3

SAINT LOUIS UNIVERSITY

/




Staff

The system requires that you enter data in each cell on this screen. If you have no data to
report, enter zero in the cells.

»Step |: Enter the total number of full-time equivalent (FTE) staff for your project this quarter.

Defining Staff

Staff include any team members who received payment or a stipend from your H&AC
grant. In your FTE (full-time equivalent) totals, include mentors, liaisons, facilitators, etc. who
received a stipend for their time.

Individuals who work on your project and are paid but not by your H&AC grant should be
reported as an in-kind resource (see page 4-10).

Calculating FTE

Full time equivalents (FTE) calculation is based on the total hours that comprise a work
week at your organization. For most organizations it will be 40 hours.

Calculate the FTE for each individual staff person by dividing the number of hours worked
per week by the total hours that comprise a work week. Add the FTE for all staff persons
to determine the total FTE for your H&AC program during the quarter.

»Step 2: Enter the total number of staff persons who left your project this quarter.
»Step 3: Enter the total number of new staff persons who started working on your program this quarter.

»Step 4: Estimate the total number of volunteers for your program this quarter.
Note: Estimate the number of volunteers to the best of your ability.

»Step 5: Estimate the total number of volunteer hours provided to your program this quarter.



Staff

» Step 6: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

» Step 7: Click Next to move on to the Training screen (see page 4-4).

@Ithy & Active Programs and Policies Evaluation System CE*D

Quarterly Data Set
Sample Grantee, Quarter 3 2009

m Training Funding In-Kind Resources Mass Marketing Feedback

1. Estimate the total number of paid Full Time Equivalents (FTE) who worked on the MFH- -3 Step 1
funded H&AC project this quarter: P

Example: At your organization, full time employment is 40 hours per week. You have two
employees, Employee A and Employee B.

Directions: » If Employee A worked 40 hours per week, then
. y 40 hours divided by 40 possible hours = 1.0 FTE
CaICUIath FTE's » If Employee B worked 15 hours per week, then

15 hours divided by 40 possible hours = .38 FTE
« Enter a total of 1.38 FTE (1.0 FTE + .38 FTE) in the space provided above

2. During this quarter, how many staff left your H&AC project?
3. During this quarter, how many staff started working on your H&AC project?
4. Estimate the total number of volunteers who worked on the H&AC project this quarter:

5. Estimate the amount of hours velunteers spent implementing grant activities this quarter:

* Indicated required fields

7 N




Training

Two functions can be completed on this screen:

1. Add a new training
For instructions on how to enter a new training, refer to page 4-5.

2. Update a training
For instructions on how to update a training, refer to page 4-6.

Defining Training

learn how to implement or evaluate your program.

This includes any training that your staff or volunteers undergo to either build skills or to

Quarterly Data Set

Sample Grantee, Quarter 3 2009

/Healthy & Active Programs and Policies Evaluation System

m Funding In-Kind Resources Mass Marketing Feedback

quarter.

Check this box to indicate ) [0 check here if no staff participated in trainings this quarter

no staff received training

Add new training:

Please record any training(s) that your HEAC project staff and/or volunteers participated in this

Add a new training

Enter a brief description of the training: |
) Enter the number of persons trained: I:I

Last Updated Description Persons Action
Trained
10/16/2009 Grant writing 3

10/16/2009 Microsoft Access 2

i 2

Update a training

The data set contains unsaved changes. Click the "Save" button to update the database.

HHHHY&D

COMMUNITIES

/

&Previous ] [Next] [Save]
A

Click Save, then Next when finished
adding or updating trainings



Add a New Training

» Step |: Enter a brief description of the training in the Add New Training box.

If project staff did not receive any training this quarter, check the box labeled: Check
here if no staff participated in trainings this quarter. The screen will turn grey.
Click Save and then Next to move on. See page 4-4.

» Step 2: Enter the total number of persons trained.

A Trainings in the system are saved across quarters.When you enter data in future quarters,
each training previously entered will appear in the table at the bottom of the screen.You

can update the number of persons trained each quarter.

»Step 3: Click Add. The training will appear in the table at the bottom of the screen.
» Step 4: Repeat Steps 1 -3 to add other trainings as needed.

> Step 5: Click Save at the bottom of the screen (see page 4-4) to save data.
Note: Always click Save to ensure that data will not be lost.

» Step 6: Click Next to move to the Funding screen (see page 4-7).

ﬁd new training:

Enter a brief description of the training: ||:.:..;.d Safety Certification

Enter the number of persons trained: Step 2

\ BE = Step 3




Update a Training

»Step 1: Click Edit.

»Step 2: Update the training information.

»Step 3: Click Update.

»Step 4: Repeat steps 1 - 3 to edit other trainings as needed.

)Step 5: Click Save at the bottom of the screen (see page 4-4) to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 6: Click on Next to move on to the Funding screen (see page 4-7).

ﬁst Updated Description Persons
Trained

10/19/2009 Grant writing 10

L0/19/2005  |Microsoft Access | |2

10/19/2009 Food Safety Certificatio 3

<




»Step I:

> >

Enter a name for the funding source in the Add New Funding box.

Funding should be entered into the system during the quarter it is awarded. Only funding
that supports your H&AC activities should be reported.

If you did not receive any additional funding this quarter, check the box labeled: Check
here if no additional funding was received during this quarter.The screen will turn
grey. Click Save and then Next to move on. See page 4-8.

»Step 2: Enter the total amount of funding.

> P

Enter dollar amounts in whole humber form.

Correct Example: 1000
Incorrect Examples: 1,000; 1000.00; 01000

Determining the total amount of funding

If you receive a new grant, contract or other source of funding during a given quarter,
report the total dollar amount in the quarter the award was received. You will only enter
the funding source one time and not in subsequent quarters.

Example: You received a new grant award of $10,000 in July for a two-year project. For
Quarter 3 data entry, enter the total grant award ($10,000).

»Step 3: Click Add. The funding sources will appear in the table at the bottom of the screen.

»Step 4: Repeat Steps 1-3 to add other funding sources as needed.

»Step 5: Click Save to save data.

Note: Always click Save to ensure that data will not be lost.



»Step 6: Click Next to move on to In-kind Resources, page 4-10.

Check this box to indicate no
additional funding received

Aeaithy & Active Programs and Policies Evaluation System cz*”"m

Q&viuus Save

Quarterly Data Set

Sample Grantee, Quarter 3 2009

Staff  Training m In-Kind Resources  Mass Marketing  Feedback MR

Excluding MFH funding, please record any additional funding that was used to implement your H&AC
project this quarter.

[] check here if no additional funding was received this quarter

Add new funding:

Enter the name of the funding source:

Enter the total amount of funding: (_@
Round to the nearest whole dollar.
~—D

Funding Description Funding Amount Action

Corporate donation  $2,000.00
City Grant $450.00

Click to edit or delete funding
sources entered this quarter




Edit a Funding Source

»Step |: Click Edit.

»Step 2: Update the funding description and/or amount.
»Step 3: Click Update.

»Step 4: Repeat steps 1 - 3 to edit other funding as needed.

»Step 5: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

»Step 6: Click on Next to move on to the In-Kind Resources screen (see page 4-10).

Funding Description Funding Amount Action

Corporate donation $2,000.00 @
City Grant $450.00 Edi ""_ fete
Robert Wood Johnson Gre |25000.00




In-Kind Resources

In-kind Resources

In-kind resources are items that you do not need to buy because they have been given or
loaned to you.When someone offers your program services, supplies, or staff time, you are
receiving in-kind resources.

»Step |: Select the type of in-kind resource.

If you did not receive any in-kind resources this quarter, check the box labeled: Check here
if in-kind resources were not received during this quarter.The screen will turn grey.
Click Save and then Next to move on. See page 4-1 1.

Types of in-kind resources

People’s Time
Examples: staff time to write grant proposals or design materials

Materials and Supplies
Examples: office supplies or access to equipment that you do not have

Travel
Examples: transportation to trainings

SpacelFacility Use
Examples: School gym donated for open gym night, office space, venue for meetings

Other
Includes anything that does not fit into one of the categories above

»Step 2: Enter a brief description of the resource.

»Step 3: Enter the amount of the in-kind resource you received.

Enter the amount of the in-kind resource as a numeric value.

4-10



In-Kind Resources

»Step 4: Enter the unit of measure for the in-kind resource.
e.g., hours of time, reams of paper, etc.

»Step 5: Click Add. The in-kind resources will appear in the table at the bottom of the screen.
»Step 6: Repeat steps 1 - 4 to add other in-kind resources as needed.

»Step 7: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

» Step 8: Click Next to move on to the Feedback screen (see page 4-16).

/Heaithy & Active Programs and Policies Evaluation System ca.“h
Quarterly Data Set PN

Sample Grantee, Quarter 3 2009

Staff ~ Training Funding In-Kind Resources Mass Marketing Feedback

Please record any in-kind resources @ you received for your H&AC project this quarter.
Check this box to indicate

in-kind resources were received )D Check here if no in-kind resources were received this quarter

Add new in-kind resource:

e [emm—— w P
Enter a brief description of the resource: 4—@
Enter the quantity received: l:l ‘_@
Enter the unit of measure: )(_@
(e.g., hours, reams of paper)
~—a»

Type Description Quantity Action
Materials & Supplies  P.E. equipment 2.00 volleyball nets

People's Time Sk volunteers 25.00 hours
Space/Facility Use Maonthly meeting space  4.00 Hours

Space/Facility Use Monthly meeting space  3.00 Hours

m (i) (5] 50 Click to edit or delete' in-kind /

resources entered this quarter
Step 8

4 -



Edit an In-Kind Resource

Edit an In-Kind Resource

»Step |: Click Edit.

»Step 2: Update the in-kind resource information.

»Step 3: Click Update.

»Step 4: Repeat steps 1 - 3 to edit other in-kind resources as needed.

»Step 5: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

)Step 6: Click on Next to move on to the Mass Media screen (see page 4-13).

ﬁ@ Description Quantity Action \
Materials & Supplies P.E. equipment 2,00 volleyball nets (Editl [ Delete
Peaple's Time 5k volunteers 23.00 hours Edit| [ Delete
Space/Facility Use Monthly meeting space 4.00 Hours (Editl [ Delete
Space/Facility Use Monthly meeting space 3.00 Hours m
Materials & Supplies ¥| |Printing 300 ||Color Brochures | | Updat

AN -

4-12



Mass Media message

Defining Mass Media

This includes any marketing, program activities, or advocacy work wherein the message is
disseminated via any media technology such as the Internet, newspapers, and television.

Some examples of Mass Media are social media updates, TV interviews, emails, website
updates, newspaper articles, and magazine articles.

»Step |: Select a name for the media message

A Mass Media mesage should be entered into the system during the quarter it is run. Only
messages that support your H&AC activities should be reported.

If you did not have any mass media messages this quarter, check the box labeled: Check
here if no additional mass media messages were published or aired this quarter.
The screen will turn grey. Click Save and then Next to move on. See page 4-16.

»Step 2: Enter a brief description in 50 characters or less of the message.

»Step 3: Select the primary medium for media dissemination. For example, if an interview appears in a
newspaper and on the newspaper’s website, the primary medium would be Print.

Types of Mediums

Print
Examples: newsaper articles, magazines.

Radio
Examples: radio interviews, radio public service announcements.

Television
Examples: television interviews, television public service announcements.

Web
Examples: social media updates, emails, podcasts

»Step 4: Enter the start date and end date of the message. If the message continues past the last day of
the quarter, enter the last date of the quarter as the end date.

4-13



New Mass Media message

»Step 5: Enter the total number of people reached for the message that quarter (e.g. readership of a
newspaper, number of hits on a website)

»Step 6: Enter the number of times the message was run that quarter. Please contact the System
Cordinator, Chris Robichaux, at crobichaux@wustl.edu or 314-935-3648, if you have any
questions.

»Step 7: Click the Add button.

)Step 8: Click Save to save data.

Note: Always click Save to ensure that data will not be lost.

)Step 9: Click on Next to move on to the Feedback screen (see page 4-16).

galthy & Active Programs and Policies Evaluation System \

Quarterly Data Set
Sample Grantee, Quarter 2 2011

it e _tntve s [T rest

Please record any mass media that was published our aired for your H&AC project in this quarter.

Check this box to indicate no

. . . [ check here i no mass mediz was published or zired this guarter
additional funding received )

Add new mass media message:

T | g Step 14
Description: | K_@

saomee [ 7w
N £

Persons Reached: & M
Humber of Times Run: i} I:|<_®

dd Step 7

Last L ted Description Dates Run

Q4 2010 Cooking Demaonstrations Television  11/3/2010 - --

&f22/2011 Cooking Demos on Local TV 112472010

QZ 2011 Self-Esteam Message Radio 5/11/2011 1018000 3 ER

&f1712011 Empowering message about &/B/2011

losing weight ‘
Click to edit a mass media
[ Praviocus ] Mesdt [Sa'.le] .

message for this quarter

4-14



Edit a Mass Media message

Edit a Mass Media message
»Step |: Click Edit.
»Step 2: Update the mass media message information.
»Step 3: Click Update.
»Step 4: Repeat steps 1 - 3 to edit other in-kind resources as needed.

»Step 5: Click Save to save data.
Note: Always click Save to ensure that data will not be lost.

)Step 6: Click on Next to move on to the Feedback screen (see page 4-16).

Reach Times Action

Reporting Period / Title / Start/End
Last Updated Description Dates Run

Q4 2010 Cooking Demonstral | Television ¥| |11/3/2010
f/22/2011

112472010

Q2 2011 Self-Esteem Radio
f/17/2011 Message

Empowering
message about
losing weight

1018000 3

131415 16
1520 21 22 23

4-15



Feedback

»Step |: Choose a rating for the timeliness of the technical assistance provided by each of the
capacity-building teams during this quarter.

»Step 2: Choose a rating for the usefulness of the technical assistance provided by each of the
capacity-building teams during this quarter.

»Step 3: Enter a brief description of any specific improvements you have for the technical assistance

provided by the H&AC capacity-building teams during this quarter. If you have no
suggestions for this quarter, you may leave it blank and move on to Question 3.

»Step 4: Choose a rating for the guidance provided by MFH during this quarter.

»Step 5: Enter a brief description of any specific improvements you have for the guidance provided by
MFH during this quarter. If you have no suggestions, you may leave it blank and move on to
Question 5.

»Step 6: Click Save to save your data.
Note: Always click Save to ensure that data will not be lost.

»Step 7: Click Exit to leave the quarterly data entry function.

Click Save first, then Exit to save your data for the quarterly reporting period.The system
will save your data.

You will have access to quarterly data entry until the data entry deadline has passed.

To log out:

Click Log Out on the menu once the system returns you to the Data Entry screen.

4-16



Feedback

Healthy & Active Programs and Policies Evaluation System
Quarterly Data Set

Sample Grantee, Quarter 2 2011

Staff Training Funding In-Kind Resources Mass Marketing Feedback

1. Plezsz indicatz how much you sgree with the following ststements sbout the fimelness of the technics| sssistance (TA)
provided by each of the HRAC capacity-building teams:

Strongly Somewhat MNeutral Somewhat Strongly ot

Disagree Disagree Agree Agrea  Applicable
The TA provided by the L
Evaluation Team g was timehy, © © © © © © @
The TA provided by the O O O O O ®

Dissemination Team g was timely,

2. Plezsz indicatz how much you sgree with the following ststements sbout the ysafliness of the technical zssistance (TA)
provided by each of the HEAC capacity-building teams:

Strongly Somewhat Neutral Somewhat Strongly Hot
Disagree Disagree Agree Agree  Applicable

The TA provided by th
Ev: IuatF;or?lvTeam@ *:as useful to my © ® © o © ©

project.
Th_e TA E\r{:-'.l_ided by the O O O O O ® <- _@

Dissemination Team g was ussfulto
rmy project,

3. What specific improvements could be made to the technical assistance provided by the HRAC capacity-building teams?

<D

4, Plazse indicatz how much you agree with the following stetement about the guidance provided by MFH:

Strongly Somewhat Heutral Somewhat Strongly Hot
Disagree Disagree Agree Agree  Applicable

1 am satisfied with the guidance I recsived @ ) @ ) @ @
fram MFH for my project,

The guidance provided by MFH was ( L
useful to my project. © © © © © ®

E. What specific improvements could be made to the guidance provided by MFH?

The data set contains unsaved changes. Click the "Save” button to update the database,
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Overview

The purpose of the HAPPE System reporting feature is to allow you to run reports on the data you have
entered into the system.

The reporting features will give you the ability to:
« Review data that you entered in previous months or quarters

« Generate reports for your programs needs (e.g., development of reports, grant applications)

Generating a Report

Reports can be generated at any time. Even if a reporting period has not ended, you will be
able to run reports for all data you have entered in the system.

To generate reports, you will need to turn off your pop up blocker for this website. To do
this, go to “Tools” menu on your web browser, select “Always allow pop-ups from this site”,
then click “Yes” when prompted to allow pop-ups from http://evaluation.mffh.org.

MFH Interim Reports

Some of the reports that can be generated in the HAPPE System will be incorporated into the MFH interim
reporting process. This means that you may be required to print off certain reports (e.g. partner report) from
the HAPPE System and include them with your MFH interim report narrative. Please see the most recent
interim report guidelines from MFH for details about which reports to include.



Report Types

The table below will help you determine which report you should run in order to obtain the data you want.

If you want to know... Choose this report

What activities have we conducted and how Activity Detail
many people have been reached?

It will give you this data...

Activity names

Number of people reached
Settings for implemented activities
Demographic data for primary
populations served

Who are our program partners? Partners
Which partners are contributing to the project?

How have our partnerships changed over

Name of partners

Partners’ organization type
Partners’ service area(s)

Partner contributions

Changes in number of partners and

time? distribution of partner organization
types over time

How have our staff and volunteer levels Capacity Staffing and volunteer levels for your

changed? H&AC program

How much funding have we received in the
past year?

What types of in-kind resources have we

Trainings conducted
Additional funding received
In-kind resources received

received?

What was the reach of our mass media Mass Media Reach of mass media messages
messages? Dates of mass media messages
What age groups have we reached with our Activity by Demographics: Activities sorted by age groups
activities? Age Groups

What race/ethnicity groups have we reached Activity by Demographics:

Activities sorted by race/ethnicity

with our activities? Ethnicities groups

Where have we conducted our activities? Activity by Demographics: Activities sorted by locations
Locations

What special populations have we reached Activity by Demographics: Activities sorted by special populations

with our activities? Populations

In what settings have we conducted our Activity by Demographics: Activities sorted by settings

activities? Settings Number of sites per setting

5-2



Choosing a Report

» Step 1: Click on the Reporting button on the HAPPE System Menu.

» Step 2: Select from the drop down list the report you wish to generate.

-

wecrwyaacrve  Healthy & Active Programs and Policies Evaluation System

COMMUNITIES

Welcome, Test Grantee Wednesday, March 31, 2010 2:34:36 PM

Reporting

Select Report: | salect repart ~ v

— select report -

Home

Data Entry

:
]

Reporting
User Profile
Grantee Profile

Log Out

GEORGE WARREN BROWN
SCHOOL OF SOCIAL WORK.

ﬁ
Uni :;lemm&%g SAINT LOUIS UNIVERSITY




Reports:

Activity Detail

Once you have chosen Activity Detail from the drop down list, follow the steps below to generate the report.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

(. ,\ )

HEALTHY & ACTIVE i ici i
meanv sacnive | Healthy & Active Programs and Policies Evaluation System
. Welcome, Test Grantee Wednesday, March 24, 2010 10:16:38 AM
Reporting
Select Report: | Activity Detail ~ Sel hich
Grant: | [M sample Grantee X elect whic gran.ts to
pb——; ) seect A | O sample Grantee 2 include from the list
[ Start Date: 2010 ~|[March ~
W e — - _J

» Step 1: Select the start calendar year and month for your report.
» Step 2: Select the end calendar year and month for your report.

» Step 3: Check the boxes to indicate which activity category(ies) to include in your report. Once you have
selected the activity categories, the Activity box will be populated with all the activities entered
into the system for the selected activity categories (See page 5-5).

You must select at least one activity category to generate a report.

When the Activity box is populated, the default is that all activities will be checked. If you do
not want an activity included in your report, uncheck the checkbox next to the activity.

» Step 4: Click Generate Report.



Reports:

Activity

Detail

!

HEALTHY & ACTIVE -
COMMUNITIES

Home
Data Entry
Reporting
User Profile

Grantee Profile

T < S

Out

Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Wednesday, March 31, 2010 2:50:34 PM

Reporting
Select Report: [ Activity Detall ~
Start Date: |2010 IVHMarch ."| ( @
End Date: |2g1[] I\»HMzarch ,V|+ @

Activity [ Marketing & Dissemination
m;:lgcotrx\:l Mutrition & Physical Activity Program Activities
Claar All [ nutrition & Physical Activity Education Only Activities
[ Healthy Eating Environment Changes
Physical Activity Environment Changes

[ Advocacy and Policy Change Activities

[ Partnership Development Activities

Activity:
Select All
Clear All

Healthy Lifestyles Toolkit
Soccer Program

Generate Report

SAINT LOUIS UNIVERSITY

choose

Universityin St

GEORGE WARREN BrOWN
SCHOOL OF S0C1AL WORK

Activity box will populate once you

activity categories




Reports:

Activity Detail

The Activity Detail Report is a summary of your monthly activities for the time frame selected. This report
includes the activity category and description for your activity names, activity detail, number of people
reached, settings in which activities were implemented and demographic data (see page 5-7).

Report Summary Table

This table shows a summary of activity categories, activity names, and number of people reached with your
activities.

If you have multiple grants, the Report Summary, Reach, Location, and Settings, and
Demographic tables will be organized by each grant.

Reach, Location, and Settings Table

This table shows a summary of the number of people reached (if applicable), the locations of your activities,
the settings in which you implemented your activities, and the number of sites.

The number of people reached is the estimated number of participants for a specific
activity.

The environment change is the number of changes implemented in the built environment
for physical activity and healthy eating environment changes.

Click on the name of an Activity Category to jump to that section of the report.

Chart: Reach Over Time

This chart shows number of people reached per month for the time frame selected.

Demographics Table

This table shows age groups, ethnicities, and special populations targeted with your activities.



Reports:

Activity Detail

Click on category to jump to
that section of report

(i )

Sample Organization
- Activity Detail Report
ME4  January 2011to March 2011
Healthy & Active Communities Initiative

Report Summary
Activity Category Grants Activity Names People Reached Environment Changes
Nutrition & Physical Adtivity Program Adtivities 1 1 350 n/a
) Heslthvy E=ting Environment Chanoes i 2 n's ]
Advomsoy and Policy Chanze Activites 1 i 131 na
Totals 1 4 541 29

Hutrition & Physical Activity Program Activities: Reach, Location, and Setting

Number of Site Visits

Activity Name  Activity Detail & Reach Location (New/Total)
Soocer Program s Heslthy eating | mutrition io00 " S, Lowis School | Mon-School Houwr 2/86
program ® St Louis Program
s Physical activity program 250 {city)
Total Activities Total People Reached
1 250

Chart: Nutrition & Physical Activity Program Activities Reach Over Time

120
Healthy eating /
1004 1 ison program
100 Physical activity
250 A | oram
&0
=
]
e 6
=
40
20
0 ’
Janit Fabii Marii
Pariod

Nutrition & Physical Activity Program Activities: Demographics

Click on underlined column
headings to sort tables

Activity Name Age Groups Ethnicities Special Populations
Soocer Program ® Ganzs| Populstion ® Ganzrz| Populstion ® Notspolicsble
\ Total Activities Distinct Age Groups Distinct Ethnicities Distinct Populations
1 1 1 o /




Reports:

Partners

Once you have chosen Partners from the drop down list, follow the steps below to generate the report.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

(. ,\ )

HEALTHY & ACTIVE i ici i
meanv sacnive | Healthy & Active Programs and Policies Evaluation System
1 Welcome, Test Grantee Wednesday, March 24, 2010 10:16:38 AM
Reporting
Select Report: | Activity Detail ~ Sel hich
Grant: | [ sample Grantee X elect whic gran.ts 2
select All | M sample Grantee 2 include from the list
Start Date: |201n v|||\.l'|arch ~

End Date: |2[]1[] V||March V| J

»Step 1: Select the start calendar year and month for your report.
» Step 2: Select the end calendar year and month for your report.

» Step 3: Select the partners to include in the report. If you want to generate a report that includes all
partners in the system for the selected time frame, click the button next to All Partners. If you
would like to generate a report that includes only partners added during the selected time frame,
click the button next to Only partners added during selected time frame. If you are running a
report for your MFH Interim report, it is recommended that you select All Partners.

When the Activity box is populated, the default is that all activities will be checked. If you do
not want an activity included in your report, uncheck the checkbox next to the activity.

» Step 4: Click Generate Report.



Reports:

Partners

~

Welcome, Test Grantee Wednesday, March 31, 2010 3:33:39 PM

-

weacrvaacnve | Healthy & Active Programs and Policies Evaluation System

| Reporting

Select Report: | Partners .V|
Start Date: |2009 ."|| December .V| + @
End Date: [ 2010 [+]| [ March ~| « @
Partners to Include: @) |l partners

Home  Only partners added for the selected time frame

Partnership | [/] st. Louis Partnership Development ACtiVity bOX Wi" POPU'&tG once you
Development
choose activity categories

Data Entry

Activity:

Reporting Select All

Clear All

User Profile —

Grantee Profile

Log Out

i B

GEORGE WARREN BROWN
SCHOOL OF S0CIAL WORK

@
M %EES SAINT LOUIS UNIVERSITY

/




Reports:

Partners

The Partners report can be generated for all partners existing in the HAPPE System or just for partners you
added to the system during a specified time frame. The Partners report will include the name of the partner,
organization type, service area of the partner, and their role in your H&AC program.

If you have multiple grants, the Partners Table will be organized by each grant.

Partners Table

The top half of the Partners Report contains information on the partners. This table shows the names of your
partners, partner organization types, service area of your partners, description of their role in your H&AC
program, and the date the partnership was entered into the HAPPE System.

Charts:

Total Partners Over Time

This chart shows the total number of partners per month for the time frame selected.

Total Partners by Organization Type Over Time

This chart shows the number of partners per month in each organization type for the time frame
selected.

Change in Partner Distribution Over Time

This chart shows the change in partner organization types in a pie chart. If you choose a one month
timeframe, one pie chart will appear. If you have chosen a longer timeframe then two pie charts will
appear: one for the start month and one for the end month of the time range you selected.

5-10



Reports:

Partners

HEALTHY & ACTIVE
COMMUNITIES

Sample Organization
Partners Report

H+ January 2012 to March 2012
M Healthy & Active Communities Inil

tive

Mote{s):

® psterisks indicate partners that were inactive during part of the selected time span.
Multiple asterisks indicate several active/finactive status changes during the time span.
® Zinactive partner(s) were excluded from this report.

Partner Description

Partner Service Area OrganizationType Description of Partner Role

Click on column headings )
to sort tablgs

Barnes Jewish Hospital = Sk, Louis {city) Healthcare providers Provides free Health Adwvice on Physical 10fzzjz010
Activities, And doctors For health exams.,
and nurses For cirriculum classes,

Caboal Development Carnrunity or Prowides guidance, Funding of grant 12/13/2011
Foundation neighborhood organization writing. Also provides technical
assitance.

Catholic School St. Louis Schools, childcare, and Provides gym For after-school program. 10/05/2010
Metwork® Sk, Louis {city) non-school hour programs Also provides personal trainers.,

Charter Schools Sk, Louis {city) Schools, chidcare, and iZharter schools are assisting with 10/05/2010
nion-school hour programs coaching staff and evaluation staff
racrmhers

Chart: Total Partners Over Time
This chart displays the number of partners that existed on the last day of each ronth.

38

35

34

32

304

284

Number of Partners

25

24

W W e P S P S % W

R R R
Time span

Chart: Total Partners by Organization Type Over Time

This chart displays the number of partners that existed on the last day of each month,

@ Schools, childcare, and non-school hour programs 1 Healthcare providers

A Foundation A Local governments

47 College/university A Community or neighborhood organization
. A" Faith-based organizations and institutions " Local business
104 ]

i

84 @&

Number of Partners
?

~ L S R e U P L L L S
¥ aF W @ Y W g F @
Time Span

Chart: Change in Partner Distribution from January 2011 to July 2012
This chart displays the distribution of partners that existed on the last day of each month,

B Healthcare providers 9 Foundation
B |_ccal business B Faith-based organizations and institutions
=9 Schools, childcare. and non-school hour progrems B8 Local governments
B2 Community or neigh d ization B College/university
1(3%)
1%) 2 (5%)
2 (8%)

2 (5%)
10 (27%)
2 (8%) 2 (5%0)

2(8%)
6 (16%)

B(22%)

3 (13%)

B (25%) & (16%)

January 2011: 24 Partners Total July 2012: 37 Partners Total

5-11



Reports:

Partners

Contribution Information

The bottom half of the Partnership Report contains the information entered into the HAPPE system
concerning the contributions recorded for each partner.

Partnership Contributions Table

This table shows the names of your partners, partner organization types, and the contributions provided by
your partners over the selected time frame.

Charts:

Total Contributions Over Time

This chart shows the total number of contributions per month for the time frame selected.

Total Contributions by Contribution Type Over Time

This chart shows the number of contributions per month in each contribution type for the time frame
selected.

Change in Contribution Distribution (Cumulative)

This chart shows the change in contributions by contribution type in a pie chart. If you choose a one
month timeframe, one pie chart will appear. If you have chosen a longer timeframe then two pie charts
will appear: one for the start month and one for the end month of the time range you selected.

5-12



Reports:

Partners

Click on column headings
to sort tables

Partner Contributions

Contributions

Mutrition & Physical Activity = 7
Technology x 7

Evaluation x 1

Dissemination x ¢

Project Marketing = 3

Funding = 4

People's Time x &

Materials = 1

Barnes Jewish Hospital Healthcare providers

Cabool Development Foundation Community or neighborhood arganization Technology x 1
Ewvaluation x 2
Dissemination x 3

People's Time x 1

Catholic School Metwork® Schools, childcare, and non-schoal hour programs Mutrition & Physical Activity = 1
Technology x 1

Ewvaluation x 4

Dissemination x 1

Project Marketing = 3
Advocacy x 2

Funding = 1

People's Time x5

Charter Schoals Schools, childcare, and non-school hour programs Mutrition & Physical Activity = 2
Technology x 5

Ewvaluation x 2

Dissemination x 1

Advocacy x 1

Funding = 1

People's Time x 5

Space x 1

Chart: Contributions Over Time
This chart displays the number of contributions made across all contribution types.

30

i\/\-/\/\/\\/\

M - - o M
- w = = =
&

Number of Contributions
&

T R S A S LI
e A o =] e 3 & )
AL R

Time span

Chart: Contributions By Type Dver Time
Each line in this chark represents the number of contributions made in each category each month.

M~ Muirition & Physical Activity @ Dissemination B Funding i~ Materials
A Technology D7 Project Marketing A People's Time @7 Other
O Evaluation O Advocacy & Space

Number of Contributions by Type
£

) M M M . ~ = 4" e e 0
\’\ . e . = L ~, X s s s ol -
W F o g @ P o @ S

Time Span

Chart: Change in Contribution Distribution from January 2011 to July 2012 (Cumulative)
This chart displays the distribution of total contributions received in each category,

B Pecople's Time [ Dissemination B3 Evaluation B Project Marketing B8 Space
B Technology 9 Advocacy B Nutrition & Physical Activity B8 Funding 9 Materials

3 (3%)
B (5%)
10 (8%:)

1(10%)

25 (22%)
1.(10%)

10 (9%)

o 18 {16%
H(EE] 11 (10%) (8%
1{10%)

1(10%) 1 (10%) () 17 (15%)

January 2011: 10 Contributions January 2011 to July 2012: 115 Contributions

5-13



Reports:

Capacity
Once you have chosen Capacity from the Select Report drop down list, follow the steps below to generate the

report.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

e N

HEALTHY & ACTIVE ] i ici i
HEALTHY & ACTIVE Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Wednesday, March 24, 2010 10:16:38 AM

Reporting

Select Report: | Activity Detail ~ Sel hich

MH_I Grant: [ oampie crantee . elect whic grar!ts to

= select Al | F 5ampe Grantee 2 include from the list
SR stor vate: (7610 <] [thareh
o N T ——

/

» Step 1: Select the start calendar year and month for your report.
» Step 2: Select the end calendar year and month for your report.

» Step 3: Click Generate Report.

5-14



Reports:

Capacity

nearvaacrive | Healthy & Active Programs and Policies Evaluation System

COMMUNITIES |

Welcome, Test Grantee Wednesday, March 31, 2010 3:50:26 PM

Reporting

Select Report: | Capacity ."|
Start Date: |2009 ,v|| Q4: October, November, Dacember %
End Date: |2010 ,VH Q1: January, February, March ,V|

@
Home
Data Entry
Reporting
User Profile
Grantee Profile

Log Out

JERREN

GEORGE WARREN BrowN
SCHOOL OF SOCIAL WORK

@
Uni ;;églltymm&]%g SAINT LOUIS UNIVERSITY
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Reports:

Capacity

The Capacity report is a summary of the quarterly data you have entered, except for the mass media data.
This report will include information on organizational capacity such as staffing and volunteer levels, trainings
conducted during the quarter, additional funding received, and in-kind resources received during the quarter.

If you have multiple grants, the Staffing, Training, and Funding tables will be organized by each
grant.

Staffing Table

This table shows the number of Full-Time Equivalents (FTEs), number of staff that left your H&AC grant,
number of new staff that began working on your H&AC grant, number of volunteers, and number of volunteer
hours during the time frame selected.

Training Table

This table shows the training description, number of people trained, date the training was entered into the
HAPPE System, and date it was last updated.

Chart: People Trained Over Time

The training chart displays the number of people trained per quarter for the time frame selected.

Funding Table

This table shows each of your funding sources, amount of funding received, and the quarter in which you
reported it.

Chart: Funding Over Time

The funding chart shows the total amount of funding received per quarter for the time frame selected.

Resources Table

This table displays the type of in-kind resources received, a description of your in-kind resources, the quantity
received, and the unit of measure for the in-kind resource for the time frame selected.

5-16



Reports:

Capacity

Sample Organization
Capacity Report

Q1 2011 to Q2 2011

Healthy & Active Communities Initiative

Click on column

. Average FTEs Per Number of New Number of Staff Number of Volunteer Number of
headin gs to sort S Quarer . swm . Thatleh Hours =

11 4 3 S

tables

Training
T raining Description Number of People Trained Date Created Date Last Updated
Gardening Srategias 11/23/2010 o1/19/2011
-
Tralr“ng Table 2rry Gigging Frogs Cisss oy1spont oy1spont

Form-Basad Codes 01/24/2011 01/24/2011
Policy Building Skills 12/08/2010 01/28(2011
Policy Completion Training 01/28/2011 01/28/2011
Website Development class 02/14/2011 02/14/2011
Teachers cimiouhum 12/15/2010 03/14/2011
Vizhinar - SRTS 03/14/2011 03/14/2011
Understanding Data 11/15/200% 05/02/2011

Gardans in City 05/02/2011 05/02/2011

Chart: People Trained Over Time

‘ People trained
oventtime Chart

People Trained

Funding
Funding Source Quarter Reportad
Finehy River Peck Foundstion 2011 Q1
. MODOT city improvemsnt grant 2011 Q1
Fundlng Table MQDOT Road Improvemsnts 2011 Q1

Gty of Fergusan . 2011 Q1
Modat 2011 Q2
stall fees . 2011 G2

Chart: Funding Over Time

s0sc0 1 Furlding over time
:: Chart

20,000

iding Amount (§)

5-17



Reports:

Mass Media

The Mass Media report is a summary of the mass media data you have entered. While the information in
this report is collected on a quarterly basis, it does not relate to the capacity building efforts of your project.
Rather, these mass media messages are closer to monthly activity. Therefore, Mass Media has its own report.

Mass Media Table

This table shows the quarter the mass media message was entered into the HAPPE system, the name and
description of the message, the medium, start date and end date of the message, number of people reached,
number of times run, and the date it was last updated.

Charts:

Total Reach Over Time

This chart shows the total number of potential persons reached per month for the time frame selected.

Total Reach by Mass Media Type Over Time

This chart shows the number of potential persons reached per month in each mass media type for the
time frame selected.

Click on column headings|
to sort tables|

2 ot s

5-18
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Chart: Mass Media Reach Over Time
Thischart dsplays the ttal reach of all mecla types as caculted or

o0tz

osftsj012

w2fis/01z

i the lstday in the quar

S0

s00000

a0

s 0sj1sf0

tsftsj0rz

sftijeotz

20,000,000
17,500,000
15000000

5 1250000

React

10000000
7,500,000

500,000

2500.000-

2012

20100000

znmnu‘n‘

it
Vi

4 Tolevison 3 Vieb.

Q22012

Span

ersity inSt.Louis

Time

A~
U

[=1=22) Colorado Springs

g University of Colorado /

2012




Reports:

Activity by Demographics: Age

Once you have chosen Activity by Demographic from the Select Report drop down list, follow the steps
below to generate the report.

»Step 1: Select Age Groups from the Demographic menu.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

(. ,\ )

i HEALTHY & ACTIVE i ici i
meanv sacnive | Healthy & Active Programs and Policies Evaluation System
. Welcome, Test Grantee Wednesday, March 24, 2010 10:16:38 AM
Reporting
Select Report: | Activity Detail ~ Sel hich
Grant: [ oampie crantee ' elect whic gran.ts to
) select All | M sample Grantee 2 include from the list
SR stor vate: (7610 %] [Wiarch s
s

_/

» Step 2: Select the start calendar year and month for your report.
»Step 3: Select the end calendar year and month for your report.

» Step 4: Check the boxes to indicate which activity category(ies) to include in your report. Once you have

selected the activity categories, the Activity box will be populated with all the activities entered
into the system for the selected activity categories.

When the Activity box is populated, the default is that all activities will be checked. If you do

not want an activity included in your report, uncheck the checkbox next to the activity.You
must select at least one activity to generate a report.

» Step 5: Click Generate Report.
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Reports:

Activity by Demographics:Age G

"wesuvancve | Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee

Reporting

Wednesday, March 31, 2010 4:04:17 PM

Select Report: |Activ1'ty By Demographic v|

Demographic: |Age Groups V|

Start Date: |2(]1(] V||March

End Date: |201g v|| March

Data Entry

Reporting

Activity [ Marketing & Dissemination

Select All

User Profile

SRS Step 2
‘< @D

Category: [y, irition & Physical Activity Program Activities
Clear All [¥] Nutrition & Physical Activity Education Only Activities
S ’ [ Healthy Eating Environment Changes
tep 4 [ Physical Activity Environment Changes
[ Advacacy and Policy Change Activities
[ Partnership Development Activities

Aclﬁ\f'ltvli Nutritious Foods 101
Seled All Soccer Program

Clear All
Generate Report +

e

GEORGE WARREN Brown
SCHOOL OF SOCIAL WORK

Activity box will populate once you
choose activity categories

Y SAINT LOUIS UNIVERSITY




Reports:

Activity by Demographics: Age

The Activity by Demographic: Age Groups report is a summary of your activities sorted by the age groups

you targeted.

If you have multiple grants, the Age Groups tables will be organized by each grant.

Click on column
headings to sort
tables

HEALTHY & ACTIVE
COMMUNITIES

_.».
% Healthy & Active Programs and Policies Evaluation System

Grant: Sample Grantee
MH—]. Activity By Demographic Report

October 2009 to D ber 2009

Adolescents/ High School (15-19 years)

Soccer Program Mutrition & Physical Activity Program Activities

Adults (20-54 years)
Name

Mutritious Foods 101 Mutrition & Physical Activity Education Only Activities

General Population
Name
Soccer Program Mutrition & Physical Activity Program Activities

Mutritious Foods 101 Mutrition & Physical Activity Education Only Activities

Pre-Adolescents/ Middle School (10-14 years)

Soccer Program Mutrition & Physical Activity Program Activities

M %g}s SAINT LOUIS UNIVERSITY

GEORGE WARREN Brown
SCHOOL OF SOCIAL WORK




Reports:

Activity by Demographics: Eth

Once you have chosen Activity by Demographic from the drop down list, follow the steps below to generate
the report.

» Step 1: Select Ethnicities from the Demographic menu.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

a | . S A
meacvaacrive | Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Wednesday, March 24, 2010 10:16:38 AM

Reporting
Select Report: | Activity Detail ~ Sel hich tsto
elect which grants
Grant: [Jsample Grantee . y B
select Al | s ample Grantee 2 include from the list

Start Date: |201g

S <] [March |
W I — - _J

» Step 2: Select the start calendar year and month for your report.

» Step 3: Select the end calendar year and month for your report.

» Step 4: Check the boxes to indicate which activity category(ies) to include in your report. Once you have

selected the activity categories, the Activity box will be populated with all the activities entered into
the system for the selected activity categories.

When the Activity box is populated, the default is that all activities will be checked. If you do

not want an activity included in your report, uncheck the checkbox next to the activity.You
must select at least one activity to generate a report.

» Step 5: Click Generate Report.



Reports:

Activity by Demographics: Ethnic

-

COMMUNITIES

Welcome, Test Grantee

Reporting

neaurnvaacrive | Healthy & Active Programs and Policies Evaluation System

Wednesday, March 31, 2010 4:05:33 PM

Select Report: |Acti\n’ty By Demographic V|

Demographic: | Ethnicities 4

Start Date: |20[]g

o

End Date: |2[][]g v || December

Home Activity []marketing & Dissemination

Reporting [ Healthy Eating Environment Changes
U rofie Step 4 *E Physical Activity Environment Changes
Advocacy and Policy Change Activities
Oad d Policy Ch

of
nit file [ Partnership Development Activities

V||October V|+®

‘<D

Data Entry Castjgcotrxlzl Mutrition & Physical Activity Program Activities
Clear All Mutrition & Physical Activity Education Only Activities

Activity: | 7] Nutritious Foods 101
— Soccer Frogram

Clear All
P Step 5
@
UniversltyinSLgs

GEORGE WARREN BROWN
SCHOOL OF S0CIAL WORK

Activity box will populate once you
choose activity categories

Y SAINT LOUIS UNIVERSITY



Reports:

Activity by Demographics: Et

The Activity by Demographic: Ethnicity report is a summary of your activities sorted by the race/ethnicities
you targeted.

If you have multiple grants, the Ethnicities tables will be organized by each grant.

ﬂﬂ"ﬂ'l“l‘lﬂ \
COMMUNITIES

Healthy & Active Programs and Policies Evaluation System
Grant: Sample Grantee

Activity By Demoaraphic Report

October 2009 to December 2009

Black or African American

Click on column headings
to sort tables

Activity Name Activity Categol

Soccer Program Mutrition & Physical Activity Program Activities

Mutritious Foods 101 Mutrition & Physical Activity Education Only Activities

General Population

Soccer Program Mutrition & Physical Activity Program Activities

Mutritious Foods 101 Mutrition & Physical Activity Education Only Activities

Hispanic or Latino

Activity Name Activity Categol

Mutritious Foods 101 Mutrition & Physical Activity Education Cnly Activities

Umm %ES SAINT LOUIS UNIVERSITY

GEORGE WARREN BROwN

K SCHOOL OF SOCIAL WORK J




Reports:

Activity by Demographics: Loc

Once you have chosen Activity by Demographic from the drop down list, follow the steps below to generate
the report.

» Step 1: Select Locations from the Demographic menu.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

e _‘ )

" HEALTHY & ACTIVE i ici i
meaurny sacrive | Healthy & Active Programs and Policies Evaluation System
1 Welcome, Test Grantee VWednesday, March 24, 2010 10:16:38 AM
Reporting
Select Report: |Act|vity Detail ~ Select which
whi ran
Grant: | [ sample Grantee X elec cygra .ts to
) Select AL| ) Sample Grantee 2 include from the list
SRR st oot 2010 | [maren .
| EEEE e e d

_/

» Step 2: Select the start calendar year and month for your report.
» Step 3: Select the end calendar year and month for your report.

» Step 4: Check the boxes to indicate which activity category(ies) to include in your report. Once you have

selected the activity categories, the Activity box will be populated with all the activities entered
into the system for the selected activity categories.

When the Activity box is populated, the default is that all activities will be checked. If you do

not want an activity included in your report, uncheck the checkbox next to the activity.You
must select at least one activity to generate a report.

» Step 5: Click Generate Report.



Reports:

Activity by Demographics: Locatic

-

vescnvacrwe | Healthy & Active Programs and Policies Evallaton System

Welcome, Test Grantee Wednesday, March 31, 2010 4:06:53 PM

Reporting

Select Report: | Activity By Demographic ¥
—

Start Date: ‘gggg v|| Octaber "|+ @
End Date: | 2009 ¥] [December v|+ @

Activity []Marketing & Dissemination
Category: Nutrition & Physical Activity Program Activities

Select Al
Clear Al I Nutrition & Physical Activity Education Only Activities

) [ Healthy Eating Environment Changes

Physical Activity Environment Changes
[ Advocacy and Policy Change Activities

[Jrartnership Development Activities L ,
Aethiy: s Fods 11 Activity box will populate once you
-

Clear All [¥] Soccer Program . .
choose activity categories

@ SAINT LOUIS UNIVERSITY
Unmwm&%s ‘*

GEORGE WARREN BrowN
SCHOOL OF SOCIAL WORK



Reports:

Activity by Demographics: Loc

The Activity by Demographic: Locations report is a summary of your activities sorted by the locations where
you conducted your activities.

If you have multiple grants, the Locations tables will be organized by each grant.

Click on column headings
to sort tables

| 4

~

Healthy & Active Programs and Policies Evaluation System
Grant: Sample Grantee

Activity By Demographic Report

October 2009

HEALTHT & ACTIVE
COMMUNITIES

Daviess

Activity Name

Soccer Program Mutrition & Physical Activity Program Activities

DeKalb

Activity Category

Soccer Program Mutrition & Physical Activity Program Activities

Dunklin

Soccer Program Mutrition & Physical Activity Program Activities

Franklin

Soccer Program Mutrition & Physical Activity Program Activities

Greene

Mutrition & Physical Activity Program Activities

* SAINT LOUIS UNIVERSITY

Soccer Program

i

GEORGE WARREN BrowN
SCHOOL OF S0CIAL WORK

_/




Reports:

Activity by Demographics: Pop

Once you have chosen Activity by Demographic from the drop down list, follow the steps below to generate
the report.

» Step 1: Select Populations from the Demographic menu.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

~
"wearuvaacnve | Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Wednesday, March 24, 2010 10:16:38 AM

Reporting
Select Report: |Act|\ﬂty Detail ~ Select which ts to
wni ran
Grant: | [ sample Grantee ) eec cf ore . °
Select All | 5 nle Grantee 2 include from the list
Clear All
Start Date: |2g10 v|| IMarch ~
End Date: |2(]1[] ~ | | March V|

_/

» Step 2: Select the start calendar year and month for your report.

» Step 3: Select the end calendar year and month for your report.

» Step 4: Check the boxes to indicate which activity category(ies) to include in your report. Once you have

selected the activity categories, the Activity box will be populated with all the activities entered
into the system for the selected activity categories.

When the Activity box is populated, the default is that all activities will be checked. If you do

not want an activity included in your report, uncheck the checkbox next to the activity.You
must select at least one activity to generate a report.

» Step 5: Click Generate Report.



Reports:

Activity by Demographics: Popula

weumwraacnve— Hgathy & Acive Programs and Poiies Evaluation System
Welcome, Test Grantee \Wednesday, March 31, 2010 4:07:56 PM
Reporting

Select Report: |Actw1'ty By Demagraphic _V‘
oemogrepic poiacrs v 4 LYY
Start Date: |2[]gg v || October [ ‘+ @

_ End Date: |00 v/ [ December v + @

3 Category: . ! . o
calact Al Nutrition & Physical Activity Program Activities

Activity [ Marketing & Dissemination

Clear Al L) Nutrition & Physical Activity Education Only Activities

[ Healthy Eating Environment Changes
@% Physical Activity Environment Changes
[ advocacy and Policy Change Activities
[ Partnership Development Activities A, ,
Actiity: [ uttious Foads 101 Activity box will populate once you
_ % [ Soccer Program . ,
- choose activity categories

Coweren - P
@ SAINT LOUIS UNIVERSITY
Uniwsiwin&%s *

GEORGE WARREN BROWN
SCHOOL OF SOCIAL WORK
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Reports:

Activity by Demographics: Pop

The Activity by Demographic: Populations report is a summary of your activities sorted by the special
populations you targeted.

If you have multiple grants, the Populations tables will be organized by each grant.

HEALTHT & AETIVL
COMMUNITIES

Healthy & Active Programs and Policies Evaluation System
Grant: Sample Grantee
MFH  Activity By Demographic Report

October 2009 to March 2010
. 4 Low Income
Click on column headings )

A Activity Category

to 50 rt ta b'e 5 Mo More Cars Physical Activity Environment Changes
Soccer Program Nutrition & Physical Activity Program Activities

Not applicable

Activity Name Activity Category
Mo More Cars Physical Activity Environment Changes
Soccer Program Nutrition & Physical Activity Program Activities

Persons with a mental, emotional, or developmental disability

Activity Name Activity Category
Mo Mare Cars Physical Activity Environment Changes

GEORGE WARREN BROWN
SCHOOL OF S0CIAL WORK

@ '
U :;hSlemSL%SI SAINT LOUIS UNIVERSITY




Reports:

Activity by Demographics: Set

Once you have chosen Activity by Demographic from the drop down list, follow the steps below to generate
the report.

»Step 1: Select Settings from the Demographic menu.

If you have more than one H&AC grant, select which grants to include in the report.You may
choose to include only one grant or multiple grants.

/

[ HEALTHY & ACTIVE | i ici i
meaurny sacrive | Healthy & Active Programs and Policies Evaluation System
1 Welcome, Test Grantee VWednesday, March 24, 2010 10:16:38 AM

Reporting

Select Report: |Act|vity Detail ~ Select which

Grant: | [M sample Grantee X elect whic gr‘ar!ts to
Select AL| ) Sample Grantee 2 include from the list
Start Date: |2010 v||March ~
End Date: |201n v||Marc:h V|

_/

» Step 2: Select the start calendar year and month for your report.

» Step 3: Select the end calendar year and month for your report.

» Step 4: Check the boxes to indicate which activity category(ies) to include in your report. Once you have

selected the activity categories, the Activity box will be populated with all the activities entered
into the system for the selected activity categories.

When the Activity box is populated, the default is that all activities will be checked. If you do

not want an activity included in your report, uncheck the checkbox next to the activity.You
must select at least one activity to generate a report.

» Step 5: Click Generate Report.



Reports:

Activity by Demographics: Setting

( HEALTHY & ACTIVE )
COMMUNITIES

Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee

Reporting

Wednesday, March 31, 2010 4:09:10 PM

Select Report: Achwty By Demographic
Demographic: | Settings

Start Date: ‘ang

8] [osobe @@

End Date: ‘g[mg

| | | December

Select All

Activity [ Marketing & Dissemination
Category: [l Nutrition & Physical Activity Program Activities

Clear All [¥] nutrition & Physical Activity Education Only Activities

D>

Healthy Eating Environment Changes
Fhysical Activity Environment Changes

[ Advocacy and Policy Change Activities

[ Partnership Development Activities

Select All
Clear All

Activity: | [7] yytritious Foods 101
Soccer Program

Generate Report @

AL

GEORGE WARREN BRrOWN
SCHOOL OF SOCIAL WORK

Y SAINT LOUIS UNIVERSITY

Activity box will populate once you
choose activity categories




Reports:

Activity by Demographics: Se

The Activity by Demographic: Settings report is a summary of your activities sorted by the settings you

targeted.

If you have multiple grants, the Settings tables will be organized by each grant.

Click on column headings
to sort tables

=
COMMUNITIES

e
V Healthy & Active Programs and Policies Evaluation System
Grant: Sample Grantes
Activity By De hic R rt
M s 2005 1 Detambor 2009

Daycare | Preschool

) Number of Sites
10

Soccer Program Mutrition & Physical Activity Program Activities

Nutritious Foods 101 Nutrition & Physical Activity Education Only Activities 1

~

Faith-based Organization

Number of Sites ¥

Nutritious Foods 101 Nutrition & Physical Activity Education Only Activities 9
Soccer Program Nutrition & Physical Activity Program Activitiss 5
Neighborhood | Community

Number of Sites &

Nutritious Foods 101 Nutrition & Physical Adtivity Education Only Activities [

School [ Non-School Hour Program

Number of Sites

Soccer Program Nutrition & Physical Activity Program Activities 7
Nutritious Foods 101 Nutrition & Physical Activity Education Only Activities 2z
Vorksite

Number of Sites

Nutritious Foods 101 Nutrition & Physical Activity Education Only Activities E

&% Washington
Univ inStloul SAINT LOUIS UNIVERSITY

GEORGE WARREN BrOWN
\ SCHOOL OF SOCIAL WORK




Saving and Printing Report

Saving Reports

Reports can be saved as a PDF file for later use. MFH Interim Reports will require that HAPPE reports are
submitted in PDF form.

To save as a PDF file:

Note: This option is available if your computer has the most recent Adobe software. To download the
most recent version visit the following website: http://get.adobe.com/reader/.

» Step 1: Right click on the report with your mouse. A menu will appear with multiple options. Select
Convert to PDFE.

» Step 2: Select Convert to PDF on the menu that appears. A box will appear.
» Step 3: Type a file name in the File Name field.

» Step 4: Click Save.

The report will convert to a PDF file and open in Adobe Reader. If you are have difficulties or questions,
contact the System Coordinator, Chris Robichaux, at crobichaux@wustl.edu or 314.935.3648.

\

Nutriien & Physicsl Activty Program At

ﬁ\‘(/asgl‘n&gmn SAINT LOUIS UNIVERSITY
GEORGE WARREN BrOwN
SCHOOL OF SOCIAL WORK.

Convert Web Page to Adobe PDF ‘E”Xl

Savein: [ (@ Deskiop -l ok @E
R (CIMy Documents

4 My Computer
MyFecent  8Jmy hetwork Places
Documertts = apoe Reporting

7 = Section 5 DRAFT 3-31-10
- = Section 5 DRAFT 3-31-10 Yersion 2
Desktop % 1yaining Manual Section 5, 3-31-10
@

&

My Documerts

My Corputer
[
|

g File name: [HAPPE Riepart

MyMNetwork  Saveastpe  [Adone P00 (o)
Places

D
Cancel

"Adnhe PDF Conersion options ‘

™ Oy convert selection [V Open in Acrobat when complets




Printing Reports

Saving and Printing Reports

Reports can be printed directly from the web or printed from a PDF file.

» Step 1: Right click on the report with your mouse. A menu will appear with multiple options.

LA acTer
COMMUNITIES

Grant: Sample Grantee
I Activity Datail Report
October 2009

Healthy & Active Programs and Policies Evaluation System

~

Nutrition & Physical Activity Program Activities: Reach, Location, and Setting

Report Summary
Activity Category Activity Hames Number of People Reached
Hutrtion & Phvsicsl Activity Program Activities 1

Activity Hame  Activity Detail & Reach Location Humbar of Sites

Soccer Program  a Hesithy esting { nutrition program = Daviess

= Frankin
w Gresnz

Nutrition & Physical Activity Program Activities: Demographics

a School / Non-School Hour Program

a Physical activity program = Dekalb a Daycare [ Preschool

a Dunkin a Fath-based Organization

Activity Name Age Groups Ethnicities

Soccer Program u Adolescents/ High School (15-19 yesrs) » Generzl Population

» Pre-Adokscents/ Middle School {10-14 yesrs)

A

GEORGE WARREN BrowN

\ SCHOOL OF SOCIAL WORK

* SNINT LOUIS UNIVERSITY - NN

» Step 2: Select Print

Back
Farward

Save Background As...
Set as Background
Copy Background

Select All
Paste

5 Blag with windows Live

[ E-mail with Windows Live

a5, Translate with Live Search
Al Accelerators

Create Shorkut
Add to Favarites. ..
View Source

Encoding

Print Preview...
Refresh

Append to existing FDF
Convert to Adobe FDF

Export to Microsoft Excel

Fropertiss

3

The print menu can also be accessed with the keyboard shortcut, Ctrl + P.

To print from a PDF file:

» Step 1: If you have already saved the report as a PDF file, then open the converted PDF file saved on your
computer. If you have not already converted the report to a PDF file, then follow the instructions

on page 5-31.

» Step 2: Click File and Print to print your report.

5-35



Exporting Graphics

Charts and graphs can be exported from the HAPPE System Reports to other documents (e.g. Microsoft Word,
Microsoft PowerPoint).

To export graphics:

» Step 1: Right click the graph you want to export.

» Step 2: Choose Save Picture As on the menu that appears.
» Step 3: Type a file name in the File Name field.

» Step 4: Click Save.

The picture can then be imported into another document.

asoraton

ey Cemmny Fmmemen wotmme vestvmmste T ngimvmmm 0NN
Cositon Conti:
Gramn Gty S, cidears, sndrovschos g Greem hssstad win the devslopment of oy
Semm Do o grograms: rmresen T emog o
HetnMinsiie  srieogdiomew e i F
Open Lirk
Open Link in Mew window
EoomEn == Save Target fs... r = Rz
Locsi Heas Locsl gvements Print Targst b womcice claszer  aY242010
e
Show Pickure
Fizze e Loxst B
E-mail Ficture...
f— [— Frint Picture...
g Go ta My Pictures
= Dmrgn e Set as Background
Cut
Copy
Copy Shorteut
Chart: Partner Distastion for Marsh 2010 Paste
Tiiz chert Gpays the Gatrtdion o ptners Tt st
Add to Favorites.
Append to existing POF
Conwert ko Adobe POF

Properties
10% and instiurions.
=
provisers. bl
- .
Gowsmannls Sawe in My Pictures j \.) L? B '
20%

My Recent
t SAINT LOUIS UNIVERSITY Documents

Deskiop

&

HAFPE Picture HAPPE Reporting Sample Pictures

by Documents

My Computer /
El
=

<

&

My Metwork. il name: H."‘.F'F‘E Feport |mage
Places

Cancel

Save as ype: IPNG (“.pnal



Section 6 Contents

Topic Page
Registering for an Account 6- |
User Profile Account 6-3
Grantee Profile Account 6-4






Registering for an Account

If you are a new user to the system, registration is required to set-up your user profile account. Once you
complete the registration process, it will be verified by the System Coordinator, and you will be notified via
email with your username and temporary password.

»Step |: Go to http://evaluation.mfth.org

»Step 2: Click on the register for an account link.

This will take you to the Registration screen.

= N
Healthy & Active Programs and Policies Evaluation System

" MeautHyaactive | User Login
COMMUNITIES

If you have a username and password, please log in below. Passwords must be
7 characters in length.

If you are @ new user, please reqister for an account.(—@

© User Name:

Mm 6P355'W‘0|‘d:
|
[ Tmeie—— ) Login I

Forgot Password ?

@ %hslﬂn%l SAINT LOUIS UNIVERSITY
Universityin St.Louis

GEORGE WARREN BrownN
SCHOOL OF S0CIAL WORK




Registering for an Account

On the Registration screen:

»Step 3: Enter the required registration information, including a valid email address, first and last
name, and phone number.

All contact regarding data submission will be directed to the email address in your user
profile, so please enter a valid email address.

»Step 4: Select your grantee organization from the drop down list.
»Step 5: Enter the security code as displayed in the box labeled Security Code.

»Step 6: Click Submit Registration to complete the registration process.

Once your registration is submitted, the System Coordinator will validate the registration, and you will
receive a confirmation email.

/ Healthy & Active Programs and Policies Evaluation System \

HeaLTHY & acTive  User Registration
COMMUNITIES

Please fillin the form fields below. Once you have submitted your registration, it
will be reviewed and approved by a HAC administrator. You will receive an e-
mail message when your registrationis approved.

All fields are required.

E-mail Address: |

|

Confirm E-mail Address | |
Festome: | D -

|

|

Last Name: |

Phone: |

Pare rumiber Mormaal: 000-000-0000

Your Grantee Organization: |_se|ec1 grantee — v| (—@

I your organization is nok shown in this fist, pleese confact 2 HAC
adminiztrator b Feve your orgarization nbered inko i system.

= RSN <« <D

Enter the code shown above:

The default password for your new accountwill be "healthyandactive.”ou
will be prompted to change this default password the first time you log in.

\ [ submitRegistraton | [cancel | /




User Profile Account

To access your User Profile:

)Step | : Click User Profile on the HAPPE Menu

On the User Profile screen you can update your user profile information.

»Step 2: Edit any of the information in the text fields

A All contact regarding data submission will be directed to the email address in your user

profile. Be sure to update your email address as needed.

»Step 3: Click Save to save your changes.

\

“wemnwvaacnve | Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Tuesday, October 27, 2009 8:02:35 AM

Edit User Profile

First Name: |Test | =

Last Name: |Grantee

Phone: 3149220374 | = H

Phone number format: G00-000-0000

Home E-mail Address: |wg0dfrey@mki.c0m | ®

Data Entry
Reporting

User Profie

Grantee Profile

Log Out

Lk




Grantee Profile Account

To access your Grantee Profile:

»Step |: Click Grantee Profile on the HAPPE Menu

On the User Profile screen you can update your user profile information.

»Step 2: Edit any of the information in the text fields

»Step 3: Click Save to save your changes.

HEALTHY & ACTIVE
COMMUNITIES

Home

Data Entry
Reporting
User Profile
Grantee Profie

Log Out

.
|
| e
| =T
g
-
-
N

Healthy & Active Programs and Policies Evaluation System

Welcome, Test Grantee Tuesday, October 27, 2009 8:28:27 AM

Edit Grantee Profile

Enter grantee information below.

Grantee Name: |Sample Grantes | =

Created On: 7/23/2009 8:40:00 PM

Address: |1g1 Grantee Way
Suite / Apt: | |

Phone: (3149913737 |
Phone number format: (00-000-0000

Grantee Web Site Address: |http:ﬁwww.grantee_org | k

Contact Name: | |

Contact Phone: | |

Phone number formar: Q00-000-0000

Contact E-mail Address: | |

\
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