Mathematica Policy Research, Inc. 20240110 PREP Demo - EDITED

[Sheila Cavallo]	Welcome, everyone. We’re pretty excited here about this live demo of the new Data Submission System, so let’s just go ahead and jump right in.
We have a lot of familiar faces on the webinar today. Marcy is leading the team that’s developing all of these awesome systems. Lara brings her deep experience of all things PREP, and Liam and Mike are the folks making all of the technical magic happen. You’ll be hearing from both of them on the webinar today in just a little bit.
This is a quick plan/quick review of our time together this afternoon. I just covered introductions. We’re going to take a look at a timeline for key dates that are coming up in the next few months, and then we’re diving straight into the demo of the new Data Submission System.
Yes, we are recording this. Yes, we will be making the recording available and the slides on the website as soon as we possibly can. That usually takes about a week for us to get those posted to the website. 
We do have time set aside at a couple of different points during our webinar today for any questions that you have about what the team covers in the demo. 
Here is the review of the timeline for the next two to three months. The new website is launching in just one week on January 17th. We’ll send you an email reminder of that with the link to the new website so that you can just click and go visit at your leisure.
On January 24th, you’re going to be receiving an email with instructions for setting up your new portal password and multifactor authentication. Liam is going to go over that process again today. 
On Wednesday, January 31st, the winter data submission window will open. Six weeks later exactly -- on Wednesday, March 13th -- it will close. 
Finally, we’re going to be introducing the new dashboard in early April. We’ll schedule a webinar for debuting that closer to April, so be on the lookout for more information on when that will be happening. We’ll probably be contacting you with that with a registration link sometime in March.
Before we do hit the demo, I want to briefly review this change that I mentioned in the December webinar that we just had together. This is a departure from how the submission window has been managed in the past. The submission window will close on Wednesday, March 13th, at 11:59 p.m. Eastern Time; and it will not reopen. ACF has determined that there will be no extension to the Winter 2024 submission window. As I asked you guys in December, please do not wait until Wednesday, March13th, or even the second week in March to begin submitting your data. Please log into the system on the day it opens -- Wednesday, January 31st -- and start familiarizing yourself. 
We’ve done our best to make the new system as easy to navigate and use as we can. You’re going to get to see that today. But it is a new system. The data submission window is six weeks to give you ample time to take it for a spin and successfully upload all of your data.
For those of you who have sub-awardees, “all of your data” means your data plus your sub-awardees’ data. You are ultimately responsible for the submission of your sub-awardees’ data. If you do encounter extenuating circumstances, please communicate those to your federal project officer as soon as you know about them.
Katherine Godesky from ACF has some additional information to share with you on this point, so I pass to Katherine.
[Katherine Godesky]	Hi, good afternoon, everyone, and thank you for joining us today.
Thank you, Sheila, you covered it very well. I just wanted to touch on a few points on behalf of FYSB and the Division of Positive Youth Development.
This is a change from how things have been done before, so I just wanted to emphasize the fact that there won’t be any extension to the six-week window. This is listed in the Notice of Funding Opportunity, and it’s also -- the requirement is further stated in every grant guidance document that’s distributed annually. So we want to just really emphasize this point.
In the event a grantee doesn't submit all of their data by the deadline, they will be considered not in compliance with collecting and submitting these OMB-approved measures and will receive a Corrective Action Letter notification in their electronic map file. If it does come to that point, the grantees will need to work with their federal project officer on a corrective action plan. So please, please be in communication with your project officer and let us know if you have any questions, if you have any trouble navigating or submitting your data. If you ever encounter any extenuating circumstances, communicate those as soon as you know about them to your federal project officer. Then we should all be fine.
Thank you so much. Now I’m looking forward to getting to the demo. Thanks, everyone.
[Sheila Cavallo]	Thanks, Katherine.
Guys, please, please, please log in and start your data submission effort as early in the window as possible. The more time that you give yourself to work through that new system, the more time we have at the Help Desk to support you with answers to any questions that you have or problems that you encounter. Our Help Desk Team is small. There are many, many, many, many more of you than there are of us; and we want to be able to provide you timely support. So please do log in early and start working through those processes so if and when you hit bumps, we’re able to be really responsive in a quick manner to help you get through those problems.
All right, let’s get this demo submission demo party rolling. I bet you didn’t know you were going to a party today, but you are. I’m going to pass this off to Liam to talk to us about setting up credentials and logging in.
Liam?
[Liam Fitzgerald]	Thanks, Sheila.
In today’s demo, I’m going to walk through the steps around setting up your account. So I’ll be showing signing in for the first time, setting up your password and multifactor authentication, as well as resetting your password. When your account is created in the system, you will receive an account set-up email, which I’ll show in a moment. That email will include all the necessary items to begin the process of signing in. So your user name will be listed, which is just the email address associated with your account. There will be a temporary password provided, as well as a link to the PREP portal site.
For your first time signing in, you’ll use your user name and temporary password from the email. Then, if successful, you’ll be prompted to set up a permanent password, which you’ll use for each subsequent sign-in attempt. Your password will need to meet the system requirements; and if it does, the next step is to set up your multifactor authentication.
So at this point, we’ll step through that process. Like I said, once your account is created, you’ll receive an email like this with the information I just went over. So the username is your email address. There will be a temporary password provided, and then as well as a link to the portal site. So I’m going to copy the password, navigate back here, and then enter my username, copy that password. You can take a look at it if you’d like, and then click “Sign In.”
So like I said, the next step is to set up a permanent password. A permanent password is what you’ll use for each subsequent log in, and your password must meet the following criteria: containing eight characters, at least one number, at least one capital letter, and then at least one special character. So I will enter my password and then make sure it matches. 
Once we’ve done that – you’ve created a password that meets the requirements of the system – the next step is to set up your multifactor authentication. At this point, I’m going to actually turn on my webcam to show this process.
Okay, so the system provides instructions for how to set up your multifactor application; and those instructions are you need to download an authenticator app of your choice. We recommend the Google Authenticator or the Microsoft Authenticator app. If this is your first time using an authenticator app, then follow the “Get Started” instructions within the app. Otherwise, select the “Scan QR Code” option and scan the code the portal provides.
Next, you’ll enter the verification code the app provides into the portal; and your account should be verified. So this is like we have in the instructions here. I’m going actually pull it up on my phone. So I’m using the Google Authenticator app. From here, we can see there’s an “Add Code” button, which I’ll select now. There’s an option to scan the QR code, which I will do now. Then, I’ll scan the QR code, and now it provides me with the verification code I need to enter. So I’ll do that next.
Click the “Continue” button. We’ve got the complete message, and that is what’s required to set up your account. Now, I’m in the Home page of the portal website.
At this point, I’m going to turn off my video and walk through the last step of my demo, which is resetting your password. At this point, I’ll sign out of the portal; and I’m back to the sign-in screen. 
For resetting your password, you can follow the “Forgot Your Password” link that’s available. From there, you’ll enter your email addresses your account is associated with. Then, the system will send a verification code to that email address. Once you receive and enter that verification code, you can create a new password; and that will be your permanent password moving forward. 
To demo that, I’ll click the “Forgot Your Password” link; I’ll enter my email address; click the “Send” button; navigate to my email. So you should receive an email just like this. The system will send you a reset code, which I’ll copy and enter here as my verification code. Then, it’s the same requirements for setting up a permanent password. So I’ll do that now. At that point, you’ll see a message that your password has been reset; and I’ll use that new password to just log in one more time. 
This kind of shows the process for subsequent logins. So at this point, I enter my multifactor authentication code. Once that’s verified, I’m back in the portal.
At this point, I’m going to stop sharing. I think we’re going to turn things over to – or open things up for Q&A for what I’ve just demo’d.
[Sheila Cavallo]	Thanks, Liam. We do have a few questions in the Chat. Let’s see. 
So if your email address has changed – let me back up for a second. If your email address has not changed, then your email address will stay the same. That is still your username – right, Liam?
[Liam Fitzgerald]		Yes, we’ll be taking accounts from the old system and creating those accounts. If that’s your email address in that system, we’ll be using that as the username for the new portal system.
[Sheila Cavallo]	Yeah, so what’s changing is your password and then setting up the multifactor authentication. So your email will stay the same; that will still be your username.
Katherine wants to know if they already have an authenticator app, can they use it for this too?
[Liam Fitzgerald] 	Yes, you should be able to follow the instructions on your authenticator app; but we just provide those two suggestions. But if you have one that you’re currently using, that should work for your multifactor authentication to the portal.
[Sheila Cavallo]	Then from Betty: “So I have to download the authentication app to my cell phone, correct?
Yes, Betty, you do.
[Liam Fitzgerald]		That’s correct.
[Sheila Cavallo]	Yes, Michelle, so if you had access to the old platform, access for that email, your email will stay the same. But in order to access the new platform, you will have to set up your new password and set up your multifactor authentication before you will be able to log in to the new system. So you’ll get that email on the 24th of this month with all of the directions that Liam just went through. That will come in the email, and you’ll do that. You’ll set up your new password; you’ll set up your MFA. Then once you have that, that’s what’s going to allow you to access the system on January 31st.
Your old log-in information – your old password, just your password – that’s not going to work. So that’s why you need to create the new password and go through setting up your MFA.
Okay, so we have a question about the process for adding additional users. Liam, I think we’re going to go through that when we pass the ball to Mike. Is that correct?
[Liam Fitzgerald]	Yes, that’s correct. Mike will show that process in the later part of the demo.
[Sheila Cavallo]	Awesome, so that’s coming in just a few minutes, guys – just a few minutes.
“Do we retain the multifactorial code for subsequent use, or is there a new factorial code each time?”
Liam, I believe that code changes every time you sign in, right? That’s what that app on your phone is for.
[Liam Fitzgerald]		Yep, so those apps – the verification code updates like every 30 seconds, so it would be a new code each time you sign in.
[Sheila Cavallo]	This is kind of like – my bank does this. So when I’m trying to sign in for online banking, same thing; it sends me a code. So if you have a banking system that does that kind of thing, it’s sort of similar to that.
“Do you need the list of people to obtain access to the portal system?”
So we will – Derinda, what will happen is if you have had access in the past and you have like sub-awardees or you have another staff member who needs to have the ability to upload data into the Data Submission System and they’re not – yeah, so you will get the notice on the 24th. You will update your credentials, and then you will add those people.
Liam, I’m not misspeaking, correct? That is how that will work?
[Liam Fitzgerald]		Yes, that’s correct.
[Sheila Cavallo]	Awesome.
So in the past – and I think this is – let me cover this because I think this is part of maybe the transition that we can clarify for folks. In the past if you needed to add people, you had to email the Help Desk which was tedious. So we didn’t want you to have to continue to go through that. So what we’ve done now is made it possible for you to add people. You can do that on your own. You don’t have to contact the Help Desk for that. That will be part of what you do on the front end this time around, and you’ll be able to do it going forward too. As you have new staff or new partners, you’ll be able to do that in the system going forward. But you will do that when you join the system in a couple of weeks.
“Who all will be receiving an account set up email?”
Jasmine, I believe that’s anyone who currently has one.
Is that correct, Liam?
[Liam Fitzgerald]		Yes, we’ll be creating – yes, grantee staff will be creating grantee accounts in the new system. I believe that for any provider users who need access to the new system, they will need to be added through the portal, like the “Add User” module.
[Sheila Cavallo]	So Derinda, when you have new employees, you will be able to do that yourself. So you won’t send the email addresses to the Help Desk anymore. You’ll be able to do that, and Mike’s going to show you how to do that in the demo in just a few minutes.
So if you have issues with two-stage authentication setup, Betty, you’re going to contact us at the Help Desk. On the final slide in the deck today, we have the email for the Help Desk; and we have the toll-free number for the Help Desk. That’s part of why we want you guys to go ahead and set up your new credentials. That’s why we’re sending it out a week early so you guys can get in there, give it a shot. If you do have a problem, you can email or call us; and we can get you up and running before the 31st. Absolutely, just contact us at the Help Desk; and we’ll help you with that.
Yes, so if you have the Microsoft Authenticator app, yes, it will work with this too. 
You can have multiple – I don't think “account” is the right name, Liam; but I know it works for me on several different platforms. I have several different things that I can connect to through Microsoft Authenticator.
[Liam Fitzgerald]		Yes, and I think most authenticator apps should work that way too. I know Google is the same type of thing. You can have multiple instances.
[Sheila Cavallo]	This is a great question from Celeste: “We enter all of our sub-grantees’ data and have been sharing an account. This practice preceded me. Should we have separate accounts in the new system?”
I believe that would be a, “Yes.”
[Liam Fitzgerald]		Yes, definitely.
[Sheila Cavallo]	Yeah we don’t – so sharing is caring except when it comes to credentials. Like you don’t (laughing) – oh, don’t share and care with your log-in credentials, right? Part of keeping the system secure and keeping everybody’s data secure is making sure that everybody has their own account and can log in with their own credentials and those things are secure.
So absolutely going forward, please, if you have other folks on your staff who need access, you can put those into the system; and then everybody has their own stuff, and you don’t share, right? Sharing is caring when you have cake. Sharing is not caring (laughing) when you’re dealing with the data submission portal. That’s a great question, thank you.
“What if we’re a new awardee and so you’ve not been in the old system? Who will receive the initial email before we then add people?
Stephanie, you will see at the end of this presentation – in fact, let me just go ahead and drop it in now. Let me see if I can pull that up. 
Guys, I’m going to drop in the email address for the Help Desk. Let me make sure I’m sending it to everyone so you can all see it. This is the email address right there in the Chat for the Help Desk. If you would rather call us and talk to us, there’s the toll-free number. If you get voicemail, leave a message; we’re going to call you back, okay? We try to answer that phone, but it kind of rings and it’s kind of quick. It’s really fast. It goes to voicemail sometimes before we can get to it. But, yeah, if you are new and you don’t currently have an account, email us.
“My evaluator is currently registered as a grantee staff. Since they put all the data in, will I have to reset them up; or will they get a direct account set up?”
So anybody who’s in the system now – right, Liam? Anyone who’s currently in the system should get that email.
[Liam Fitzgerald]		Yeah, so I think the grantee staff will get their accounts created in the new system.
[Sheila Cavallo]	Cool.
Yes, Tiffany, we are going to post the slides to the website so you can access them there. I believe Rick was saying that they are also available -- the slide deck, yep, is available for today’s presentation on the event on the Event Information page. I’m going to drop that in the Chat right now so you guys don’t have to scroll to look for it. 
If you were already added as a user on the old system as an external evaluator, do you need to be readded to the system...Liam?
[Liam Fitzgerald]		Um...
[Lara Hulsey]	This is Lara. If you have a grant-level account, the system doesn't necessarily know whether you were actually working for the grantee agency or for an evaluation agency. So if you’re an evaluator but you have a grant-level account, we will create a new grant-level account for you; and you’ll just have to go in and redo the password and the multifactor authentication.
[Sheila Cavallo]	Thanks, Lara.
[Liam Fitzgerald]		Thanks, Lara.
[Sheila Cavallo]	This is why I’m always so glad when Lara is on the phone. Because she has such a great body of knowledge, I feel completely confident that it’s going to be okay. She’s my wing woman. I love Lara.
Steven, you’re seeing the right slide. Right now we’re just before we’re going in. Actually, I think it just changed. Liam may have changed it back to screen sharing. But if what you were seeing was Demonstration, the Data Submission System, you were right. We’re fixing to go there with Mike.
[Marcy Gialdo]	Sheila, for the sake of time, maybe we can answer some of these in line in the Chat or just follow up so we can get through the rest of the demo. I do want to make sure we have time to show the next part.
[Sheila Cavallo]	Absolutely, that sounds great, Marcy.
So, guys, we’re going to do that. If you continue to have questions about log-in, go ahead and drop them in the Chat. If we don’t get to them today, you can always contact us through the Help Desk, which you’ll see again at the end of the webinar.
Mike, I think we’re passing to you. You’re going to take us into a demonstration of data submission.
[Mike Lightner]	Yes, all right, sounds good.
All right, so I’m going to also come here and sign in just because I want to show the full end-to-end workflow. I also would like to remind everyone that right now what you’re seeing is about 90%-92% complete. There’s still a few odds and ends we’re wrapping up – additional text and help bits that we’re still adding. So keep in mind that there will be some more information, even more details, in here than what you’re seeing right now.
So the first thing – of course we’ve already seen this part. We know how to sign in. We sign in and put in our MFA code. Now, one thing you’ll notice right off the bat that’s different is the capability for users to be assigned to more than one grant under a single account. So we were talking about sharing before. Definitely, sharing accounts is not good; but one person sharing across grants works.
We also have the ability to be assigned to one or more providers directly. For the purposes of this demo, we’ll be sticking with the grants; but your provider-based users can also be assigned to more than one provider. In here, I’m assigned to three different grants; so I’m going to select the first one at the top. If you’re assigned to only one grant, you won’t see this screen. It will just automatically put you in. But I’m assigned to multiples, so I’m going to see multiple.
So here we land into our Home page. We can see across the top that this is the grant that I’m in, the grant comprising multiple portions. For the purposes of this demo, we are showing you as you will see it when you start. So this is the Winter 2024 submission period. It affects the reporting period of July through December of 2023. That also means much easier forms with shorter forms, so hopefully that will help folks out too as we go to launch.
For a quick access to your other grants providers to which you may be assigned, you can use the “Grants Providers” list like at the top. That will bring up the same thing. It allows me to quickly switch between my different grants and providers. Help – again, we’re still just working on getting that quite in place, so that doesn't quite show what we want to show yet. Then, here is where your account settings lie. 
Now, this application as we come out of the gate doesn't have a lot of settings. There aren’t a ton of things that you can do, and over time well probably add additional things. But there are a few things you can do. For example, if you wanted to update your name, you have the ability to update your name. If you would like to change your password, assuming you’re already signed in – different of course from the Forgot Password feature where you’re not able to sign in. But if you’re already in the platform and would like to change your password, you have the ability to do it.
Of course a similar concept --similar interface that you’ve seen before where you enter the old password and then the new password and then reenter the new password. Same rules of course also apply.
Then of course if you wanted to change out your MFA device, you would have the same options, the same settings, that you saw before, the same steps. You would just make sure you have your app ready, take the QR code in here, use it in your app, put in the first code; and then you can change your device. I’m definitely not going to change that. The thing’s all set up on here.
So those are your user accounts. Of course if we’re over here, you can sign out as well. We also have it set up so that if you do close the tab, it will sign you out. So you can do either option there.
Coming down the Menu, it sounds like a very popular topic was user management. So I’m going to start there. I am of course in as a grant-level user; and for the flexibility of grants to manage their user base, we do have the flexibility right now where all users are able to perform certain functions – all grant-level users, I should say. Provider users don’t see any of this, but grantee users do see this; and from here, we can manage the other users. We can add new users. We can remove users. We can search for users. 
If I wanted to see how many times have I entered my own name, I can search for it right here. Of course there are certain types of users that if they haven't logged in for 60 days, they become inactive. We hide them; but you can show them very easily, and then you can get your full list.
Right now, I’m going to demonstrate adding a new user. It’s very simple. I click the “Add User” button. It brings me up to the “Add User” form. I select the role that I’m looking to add here. Am I adding another grantee user, or am I adding a provider user? If I add the grantee user, I simply just add my name and hit “Save” and then I’m done. If I wanted to add this as a provider user, then I have the ability to pick one of those providers. For those with large provider lists, this is an “Auto Complete” drop-down. So you can start typing if you know the name of the provider, and that will filter it out. Or I could just select it, and then it’ll just bring it up, drop it down, and I could select one from there.
Let’s see, I’m going to make this provider. So I’ll save this here. Boom, my user’s been added. It’s right here because of the way that I have things sorted. You can see that it’s pending. There’s a number of users pending. “Pending” means that they have received their invitation but they haven't signed in yet. “Active” means they’ve signed in; they’ve set up their MFA; they’ve gotten into the system at least once.
Through the list here, you can select users and perform basic actions. If a user is not signed in – of course if they’re, again, that pending user, it tells you right here. If you made a mistake in their name – like, oh, I misspelled the name -- you can come in here and change that for them. Through this interface, we also have the ability to remove users as well as reset their MFA. This is, again, just a real simple operation. It will confirm; and then you’ll hit “Yes,” and then their devices have been reset. All it does is basically prompt them when they sign in again for going through the process of setting up the MFA device.
If that’s ever hit accidentally -- again, it should be very easy for the user to do that -- their app should just let them add it again. They can remove the old one. So that shouldn't be too much of a concern. 
Of course if you want to remove a user, you would click your “Remove” button. Are you sure you want to remove them? You’d hit, “Yes,” and then they would be removed.
If a user belongs to more than one grant, then when you remove them you’re really removing them from the association to this grant. This won’t remove them and all of their associations from any other grants. So you can be rest assured of that. If this user is only part of your grant, if they’re only in this one grant, when you remove them that will remove them entirely from the system.
For users that are inactive – I’ll go over to my inactive view, yes, here we go. So if I click the “Inactive Users” here, it tells me that this user is currently inactive. I see that it’s locked. I can still do things, but they can’t sign in. If they try to sign in, it will just say, “Your account is disabled. Please reach out to support or your grant admin.” I don’t remember the exact message at this time but a message along those lines. Then of course you can click “Reactivate,” and they’ll be reactivated.
An important thing to note here, once they are reactivated they basically have the day to follow through on the procedures. They’ll receive an email letting them know that they can sign in again. They’ll need to provide a new password, and then they’ll be reactivated. If they don’t go through that process and wait till the next day, then they will be disabled again; and someone will need to reactivate them and repeat the process. That’s for security purposes but just important if you run into that situation.
For the purposes of time, I am going to keep moving. I do see that there are some questions here. But I’m going to get into the actual data entry. So some of this is going to seem pretty familiar to you, I imagine. Again, this is the winter one; so it’s very simple (laughing), one question. This is all you really have to provide is the value fund, “providers funded.” If I change this, I can save it; and then that’s it. There’s not really much to show. When we do the demo again for the summer version, there will be much more to go over in terms of navigation and progress and the various questions and such that we see here.
The story is similar with providers, but we’re going to see how we manage those as a whole. As a grant user, I can go down to my list of providers; and we can see what has been defined. Past providers will be brought in and be set as inactive. Inactive means that you cannot access the program models or edit the provider data. You can have them listed, but inactive means they’re not really counted for anything. If I activate it, then now I can edit those. Every year our plan is to migrate the providers who are in the grant into an inactive state for the new submission period so that you can come in at your leisure and activate or deactivate your providers and then edit as necessary.
I’m going to go into one of my providers here so we can see the very complex form for the winter. Of course not complex at all, it’s just a very simple question. Is it new? Did they serve you, yes or no? Then from there, if you do say, “No” – now of course this really is something that we’ll be working on, perhaps not doing for the winter because it may not be appropriate. But it is important to note that when we do say, “No,” here that we are working on ensuring that your program models also become disabled, things are a little cleaner, and then you won’t have to worry about your program models. I’m going to put it back to “Yes” here.
So, yeah, so very simple, and then there are a couple of different ways to access the program models. If you’re in your “Provider Data,” you can just click the “Program Models” button down here. If you’re in your “Providers” list, you can go to a given provider’s model list directly. Then of course it’s a very similar process. I can activate and deactivate these as well as going into an individual one and editing them.
Before I go into the program model, I probably should demonstrate adding a provider. I think that would be very good for everybody to see. Very simple, we simply ask for the name. We do make sure that we note that provider names cannot be modified after they’re entered. We kind of lock that down. So do make sure that you do have this set correctly and that this is accurate for what you need. In the event of an emergency, all is not lost. You can reach out to support. We can take care of the situation. But of course we encourage everybody to review it carefully.
I added my new demo provider here. When we add a new one here, it is marked as active by default when we have a new one; but those migrated ones are going to come in as inactive. Of course I have now an empty form; and if I want to here, I can start adding my program models. I add a new program model, exactly the same thing. We want to make sure that you review the name and that it makes sense to you because technically at this time users do not have the ability to modify the name.
From here then, from my “Program Models” list, I can go in and I can edit my program model. So this, again, the winter version. So in the summary, you would see three sections. Here we’re seeing two sections. Of course the key questions we ask at first are probably very familiar. Of course if we do say, “No,” well then that’s it. Then I can go over to here – ah, small bug – and then I can fill out the rest of my form here; and then I’m pretty much done. 
But if I say, “Yes,” here, then we have a little bit more; so we ask for more data. I’m going to add just a little bit. I don’t have to enter everything right now. I can save my changes, come back to it later; that’s fine. But you can see here again – remember the common measures? You’re probably very used to seeing numeric. For all of these, we are either asking for a numeric input or a specific “Yes” or “No.” We do want to make sure that we capture that. We’re going to assume that no answer/no answer, very easy. If you say, “No,” then you mean “No.” So that’s what we’re looking for, the clarity there.
Within this section, we do of course have the program model youth cohorts. We manage those in a semi-dedicated fashion. You’ll see the “Cohorts” list right now is empty; I’ve got nothing here. I have my “Add Cohort” button there where I could start adding cohorts. For cohorts, we don’t even ask for a name; we just ask for the hours delivered. So if you had five cohorts or three cohorts -- I’m going to add three -- you can see it just starts putting them through. If, oh, I made a mistake – if you make a mistake, it’s very easy. I can just go back and change that. 
If maybe you wanted to – you added too many or actually you only had two cohorts and it’s the first and the third, I could come in here and delete just this one. Am I sure? Yes, and boom, and it automatically renames them. So it just flows logically; however they’re listed, that’s how they’re going to display. Of course we are looking for and expecting at least one cohort as a minimum in order to be considered complete for the submission dataset. So that’s the program model data entry for the Winter 2024 submission period.
The last thing I’m going to show here is the Status Report. So this is an interactive report that shows you sort of the status of all of your sections. Now, I will admit that right now this is showing the summer version we’re still in. This is at 90% complete. We’re still wrapping up a few details, one them being only showing the ones here for the winter report. But in the summer report, you would see all by sections. You would see the data and whether or not the data is missing. So you would see those.
Then down here, we can see the “Provider Data” section, where we get a little more information about how many providers you’ve actually provided for lack of a better word – how many are actually listed within here that are active versus how many you’ve told us should be in there. Of course it is possible to not have that value and still add these right now at this time. We are working on adding some additional text and warnings so that it’s clear – hey, we need to make sure that these values are reconciled. In the event that you’ve not mentioned you’ve had any funded but you started defining these, you’ll see this in red. I’ll just point that out that, oh, maybe we need to go in and make sure that this value is updated.
Okay, and then down here we break down each provider. I’m going to enable another couple of these so you can see what it looks like. So this will, again, list all of the providers that have been defined. Then, we can go to these directly. We can go to the sections directly too, but that’s not as useful here in the winter mode. But I can go directly to those providers from the report. I can just go right to the link, fill out the data; and then you can see that some of these I haven't defined the program models yet. Some of these I’ve started to define the program models. I can click the “Program Models” as well and go directly in. It also will tell you at each section here, have you provided any data? Is the data missing, or is the data all set? Have you provided all the necessary values, in which case no data is missing? 
So we have those badges kind of all over the place letting you know each section whether or not there’s data missing. Again, you’re seeing kind of more of a summer view or summer calculations. We’re still wrapping up sort of reducing it for winter, but this is what you’d see. 
Then again, for your participant surveys, if you have not started, you’ll see that these are, again, not started. I’m a little unsure – oh, yes, and I would come in here and enter this, but I need to make sure that I have at least one program model that has the youth correct. I wonder what I did to do that. Okay, let’s see, and hurray! So you can see like I didn’t have any – all of mine were sort of empty; but once you have at least one provider and one program model that correspond to the requirements, you can see that you’re now able to upload.
If someone goes in and changes and tampers with things for some reason, you can see it lock down the uploading. Once I’ve reestablished that criteria, we’re back in play. This is this date that I was expecting. We have our Entry Survey here and our Exit Survey for our participant surveys, and this is the process of course that we’re looking to have everybody make sure they’re ready as soon as the window opens. This one I’ve already uploaded before. You can see I’ve uploaded it before. It was completed successfully. I can see the different attempts from uploading, all the successful and failed attempts and a bunch of metadata about those. 
I can of course start the process over again and replace the file; but in this case, I’m going to add it to this one. I click the “Upload File” button; I’m presented with a very simple space to send a file. If I use one here – let’s see, so I’m going to send a custom file over. I think we’ve talked before about there’s custom files and templated files, and we know folks are going to have custom files. We know folks are going to have custom files, so we’re going with that first because there’s a little more to it.
I hit “Upload Data.” It’s going to upload that file. It’s a very tiny file, so the upload just went like that; and now it’s just doing a quick scan for viruses and malware. We do that for all files that go into the system. We’ll just let that go in...bum, bum, bum, bum, bum. Appreciate everyone’s patience here as we’re bouncing around.
Okay, so successful, the file is uploaded successfully. It detected that it was a custom file, so it needs a little more information. So I’m going to say, well, of course the first row is where my header is. So I’ve sent that off; and now it’s telling me, okay, well now we need to map the columns. So this is where we can map the columns to the internal data fields. Yeah, okay, this is a file. I’ll just point out this is a file that technically has language in it that says, “Entry,” but we’re uploading it as “Exit” because at the end of the day, the questions of course are the same. It’s just the entry versus the exit. So I’m just going to quickly – the last time I did this, I think I went a little too fast, scared myself a bit; so I don’t want to go too fast.
But there are a lot of fields, and this is something that is kind of a piece of doing the – I don't think that that’s those mapped fields -- I think the fields are in a slightly different (inaudible). Well, all right, I’m just going to keep going. 
Then there’s some fields that aren’t in the file. If the field’s not in the file, then all you have to do is select that it’s not in the file. If you don’t have a certain one of these particular measures, one of these questions, it’s okay. Everything does have to have a selection, but not everything needs to be in the file.
So I’m going to upload this, see what happens. Okay, so in this case, this file has errors and warnings. So you can see that it tells me that I had ten total errors. Oh, that’s right, I am using the file that’s producing errors. Actually, that’s a good thing. I thought it was the other file. So this is the set of errors, and then this is the set of warnings. Errors must be resolved in order for you to complete the upload process. Warnings do not; warnings are something that’s more informational, something you can go back and resolve and reupload if you’d like but you don’t have to. 
Of course you can download the errors and warnings into a CSV file that you can then share with other people. I’m not sharing that at the moment, but it essentially presents you your rows of errors with the type and the message and then the warning and the message. A very simple CSV, but it gives you all of these broken down by error and warning. So that’s bad, right? So we don’t want errors and warnings. So instead, I’ll throw on a different file.
Okay, so now I’ll throw on a different file. I’ll start the upload process all over again. Now this file is slightly tinier. I don't think this is going to really make a difference unless I map it correctly. If you map it wrong, that can also be an issue; so you want to make sure that you’re paying attention to the mapping.
[Marcy Gialdo]	Actually, Mike, instead of doing this one, do we have a template file we could show?
[Mike Lightner]	Sure, I think we do.
[Marcy Gialdo]	I think for Entry Survey, we do. So what we just demonstrated is if you have a custom file; and then the other option is use the custom template, which is similar with a few less steps.
[Mike Lightner]	Let’s see here. It’s a much larger file.
[Marcy Gialdo]	Okay.
[Mike Lightner]	So it’s going to take longer to – here we can see it’s uploading. Okay, and it’s going to take probably a little longer to scan maybe
[Marcy Gialdo]	Okay.
[Mike Lightner]	But while this is happening, I think we could start answering questions, given the time.
[Marcy Gialdo]	Yeah, and this is Marcy. I’ve been trying to respond to many as we go. 
I think -- Lara, could you help with a question to provide a definition of a cohort? I know we just talked about this, but you have a deeper understanding.
[Lara Hulsey]	Absolutely.
So a cohort is a group of youth who are jointly receiving a PREP program. So if you’re in schools, you can think of a cohort as a class of students. However, it’s not necessarily a class. If you’re in other settings, it could be different groupings of students. It could even be just one person if your program is delivered as a one-on-one program. 
[Marcy Gialdo]	Thank you.
[Sheila Cavallo]	So, Lara, but if I go in and I teach in a school but I teach – like I teach second period, I teach fourth period, and I teach seventh period. Each of those periods with that group of youth – those are separate cohorts, correct?
[Lara Hulsey]	That’s right, exactly. So it may be all the same program, but it’s three different cohorts of youth.
[Sheila Cavallo]	Okay, great, thank you.
[Marcy Gialdo]	Just to clarify, there was a question: “All entry surveys are to be uploaded in one Excel, and all exits will be uploaded in another Excel. 
So that is still true. So all data for your entry surveys, regardless of how many providers you have or program models, all of that data would go into a single CSV or Excel spreadsheet – one file for an Entry Survey and one file for an Exit Survey. I think there was a couple different questions about that -- just scrolling through to see.
[Sheila Cavallo]	There is a question, Marcy, about, let’s see – so then you will only upload one file for each because program models is contained in the file. But for the attendants, you will need to report those data separately for each curricula. But since there is no column for curricula in the Sessions tool, a separate file will need to be stored for each curricula.
Time stamp is 2:52 p.m., and that’s Ted Burke. 
(Multiple voices)
[Lara Hulsey]	Yes, I think the underlying point here is that although we are shifting to individual-level data submission for the participant Entry and Exit Survey data, the attendance, reach, and dosage data are not changing. They will still be submitted at the program level. So the screens for submitting those attendance, reach, and dosage data will look very similar, as you just saw, to the way that it’s always been. 
The Excel tools, for those of you who use the optional Excel tools for attendance, reach, and dosage data, similarly they haven't really changed from previous rounds. They still would need to be – if you’re using the tools, they’d need to be done separately for each provider and program because when you log onto the system, you will be sort of drilling down through provider to the program level to submit the attendance, reach, and dosage data.
[Sheila Cavallo]	Thanks, Lara.
Okay, we do have – we have a couple of additional questions, I think, that we haven't hit yet. So the one I can answer very quickly: “Are we able to enter all entry surveys done before 12/31?”
All the entry surveys that are completed between July 1st and December 31, all those entry surveys, yeah, they go in in the winter data submission, right? But if somebody did their entry survey before December 31st but they’re going to do their exit survey in January 2024, the exit survey is not going to go to the data submission system until the summer reporting happens. So it’s when the survey is completed; that’s the period that it goes in.
Then there’s one immediately before that, Marcy. I don’t – about some—
[Marcy Gialdo]	Missing or duplicate data?
[Sheila Cavallo]	Missing or duplicate data, yeah.
[Marcy Gialdo]	Lara, I don't know if you can – if you see that one. It says: “Based on my experience with the summer reporting, the submission does not give room for missing or duplicate data. Looking at each survey from the school, for example, some students selected more than one race or more than one language they usually speak at home. Another example, they did not answer all questions from No. 8 through No. 14.”
So no answering questions, I think those should be left blank in the file upload. The system may flag if there’s a lot of missing answers for a particular question, but there may be a reason for that. So we usually call that a warning, where we just want to make sure that matches your expectation.
But the duplicate data, Lara, for more than one language at home or more than one race—
[Lara Hulsey]	Yeah, both the race question and also the language question are “Mark all that apply.” So you could indicate more than one race, and they could indicate that they speak more than one language. The files that you upload should accommodate that. The template that we have, the Excel template, has a separate column for each race; so it’s sort of separate variables for each of the different races. So they could have indicated “Yes” or “No” for any of them. Similarly for language, it’s the same way.
The language variable, in particular, was really tricky. Under the previous system where you were aggregating the individual-level data up to the program-level date to submit it. So hopefully now that you’re submitting the individual-level data, the language data won’t be so tricky to enter.
[Marcy Gialdo]	Thank you.
Just to cut back to Mike, I think what you had done is uploaded a template file; is that right?
[Mike Lightner]	That’s right. So I uploaded a file, again, at 90%. We’re going to make this look a little bigger, a little bolder. But the system has detected that I did in fact provide a templated Excel spreadsheet file. Because of that, I don’t have to go through the custom mapping process. I can just hit “Validate” and “Data,” and the system is going to validate my data and validate my data...validating, validating.
[Marcy Gialdo]	So the main difference, you’ll upload a file in the same way whether it’s custom or the template. You will validate your data the same way if it’s custom or template. It will generate warnings or errors the same way. The biggest difference is if you provide us your own template, you’ll have to tell us where to look for the data in your file versus a template we know where the data is to be found because it’s a template and it’s locked down. Then, you would go through this next process that Mike has here – again, in the same exact way.
[Mike Lightner]	We can see we have zero errors. This one had 50 warnings, but this is a case of there are missing values, just like what we were talking about. I can still download these if I want; but you can see because I have no errors, I can now complete the upload process. 
Of course – that was unexpected. That was not supposed to be what happens. What’s supposed to happen is it takes you back to the upload place. So it looks like there are a couple of tiny bugs as we get close to launch that we’re going to be addressing as we wrap things up, but that was the intent. You’re supposed to go back to the portal. You still have to return to here in the other grant. It’s supposed to return back to here, but it didn’t; so we’ll look into that.
[Marcy Gialdo]	Okay, I’m just looking through the questions. So tribal PREP does have different files to upload, but the file process is exactly the same. So you were provided specific templates to use, but you will upload your file. It will do the same validation. It will give you the same checks before you submit your data. So tribal PREP grantees were sent their files directly. The process is exactly the same; your template is just slightly different. So that’s the tribal question.
For the statement on flags or missing blank entries, the new (inaudible) requires the person entering the data to show a “No” for each entry they left blank or choose “All that apply” option on Q7. Okay—
[Lara Hulsey]	So I think I might be able to – the Excel tools are designed to gray out cells for variables that are not expected. So for example, if you’ve followed the skip logic – so to use a concrete example, if they checked “No” to “Other Language,” they say they didn’t speak another language, then the tool would gray out the cell for filling in what that other language was. However, the grayed-out cells don’t actually prevent you from writing something in. So if youths didn’t follow the way we expected – say they checked “No Other Language” but then they did write in another language, you can do exactly that in the Excel file. you can write that they indicated “No” for “Other Language” but that they then did fill in another language after all.
So even though a cell is gray, that just means we expect that the youth would not have filled that out based on a previous question; but you can still put data in that cell if that’s what the individual youth responded on their survey.
[Marcy Gialdo]	Thank you, Lara.
[Sheila Cavallo]	Then from Tiffany: “When you’ve completed all the components, is there a final “Submit” button or tab?
 I think that’s what Mike was just going over – unless I misunderstood.
[Mike Lightner]	This is the Status Report that shows you the status of each piece of data entry, but there is no final submit. There’s no last action. When I save the data here, when I save this, this is saved as my data on my grant. This is it. This is my grant; the data is in. There is no extra submission. So all you have to do is go through each of the corresponding sections – your grant, your providers, your program models, and your participant surveys. As long as you’ve completed those four steps and you’ve got greens -- of course, we’ll hide these. But greens -- green, green, green, green – as long as you’re green on all of these bits, then you’ve done everything you need to do.
[Marcy Gialdo]	All right, so I just saw I made a mistake here. So I should have copied questions and answers. I think we can follow up with questions and responses perhaps from this Chat, not realizing the questions only – not remember, I did know – that questions went to panelists, and then I was responding to everyone but not everyone saw the original question. So we can make sure that the questions and answers are provided with the materials from the webinar itself.
Deborah Scott is asking if she did not get a T-PREP file template – you can email the Help Desk as well. We have staff specifically ready to answer any T-PREP questions. But please email the Help Desk, and we’ll get you that file.
[Sheila Cavallo]	Actually, Deborah, I just dropped [Cass’s] email address into the Chat for you. She is doing TA specifically for Tribal PREP, and she should be able to get that to you pretty quickly. So if you can email her, her email there is in the Chat for you.
[Sheila Cavallo]	All right, we’re a little over. 
Rick, can you pass that to me?
[Caryn Blitz]	Before we go back, Marcy, I’ve sent a note to panelists. This is the last one. Did we talk about that or no?
[Marcy Gialdo]	We did not talk about that. 
So the question for printing your Status Report – and we can follow-up on that, Caryn, and provide instructions about that in the follow-up messages as well. 
[Caryn Blitz]	Okay, the reason I wanted to point that out to people was some folks are a little bit concerned about not hitting the “Submit” button. One thing you need to do or you can do is you can print the Status Page so that it shows that you submitted your data, everything looks good, and that way you have some confirmation. However, you have to once the data collection period or data submission period is over, you can’t print that; you can’t go back and print it. So when you’re done and everything looks good, please be sure to print that if that’s what you would like to do.
As Marcy just said, we’ll send out some more instructions.
[Marcy Gialdo]	Thanks, Caryn.
[Sheila Cavallo]	So just quickly, don’t forget, January 24th this email will be in your Inbox about setting up your credentials. It’s important because as I was mentioning earlier, we’re sending it a full week prior to January 31st so that you have adequate time. If there’s some sort of snafu, if it’s not working like it should for you, you can contact us at the Help Desk, right? Then that gives us plenty of time then to assist on that. We want to be able to provide you with the support that you need. So that will be coming a week prior to the data submission window opening.
You must have completed setting up your credentials to have access to the Data Submission System. Speaking of the Help Desk, this is how you reach us at the Help Desk. You can either email us at this email address – PREPPerformanceMeasures@Mathematica-mpr.com – or you can give us a toll-free call at 855-267-6270. We are here to help, and we look forward to being able to do that through this process.
All right, as soon as she can access the system, Katherine is going to be – you’re going to be able to update your credentials as of the 24th. The data submission part of it will not be open until January 31st. It will be open for data submission on January 31st. It will remain open until March 13th, and there will be no extension – six weeks, six weeks to get it all in there and get it done.
All right, awesome, thank you, guys, for being so active and sharing your questions and giving us the opportunity to support now on the front end. As I said, if you still have questions – we didn’t get to it or it wasn’t clear – please do email us or call us at the Help Desk so that we can get that information to you.
That’s it. That’s it for our webinar today. It has been recorded, and it will go up on the new website next week. So you will be able to see that recording there if you would like to review.
Thank you, guys, we appreciate you being here and your patience with us running over a little bit.
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