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Database Instruction Manual

Introduction

The Violence Against Women Act of 2000 (VAWA) provided for a change in accountability and
oversight. It requires grantees to “report on the effectiveness of the activities carried out,” and
to include such information as the number of people served and the number of people seeking
services who could not be served. As a result of VAWA 2000, all grant recipients are now
statutorily required to report on the effectiveness of their projects, and the Attorney General
then reports to Congress on the effectiveness of programs funded through the Office on
Violence Against Women (OVW).

The VAWA Measuring Effectiveness Initiative at the Muskie School of Public Service has been
working with the Office on Violence Against Women to develop a Semi-Annual Progress
Reporting Form for grantees to report on their grant-funded activities. The Grants to State
Sexual Assault and Domestic Violence Coalitions Program (State Coalitions Program)
grantees are required to submit the Semi-Annual Progress Report on activities engaged in
from the periods January 1 through June 30 and July 1 through December 31. This report will
be filed with the Office on Violence Against Women using the Office of Justice Program’s
Grants Management System (GMS).

This database application is specifically designed to collect the data for this progress reporting
form. This document provides detailed instructions for entering and editing data in the
database. This application collects information on specific activities and creates a summary
report of the data entered. Information is collected in the application using user-friendly
screens called forms and output is shown using printable reports. Itis NOT MANDATORY to
use this database to collect and report the data for the Semi-Annual Progress Reporting form,
and you will not be able to transfer data from the database to the GMS reporting system. As
such, any client identifying or any other confidential information will remain with the database
and will not be shared with either OVW or the Muskie School. Any grantee using a network to
house the database or sharing the database with other project partners must independently
ensure client confidentiality.

The database application was supported by Grant No. 2000-WT-VX-K002 and 2004-WT-MU-
K001 awarded by the Office on Violence Against Women, U.S. Department of Justice. Points
of view in this database application are those of the authors and do not necessarily represent
the official position or policies of the U.S. Department of Justice or of other staff members,
officers, trustees, advisory groups, or funders of the Edmund S. Muskie School of Public
Service.
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The application collects the data and provides reports on the following questions of the
reporting form:

Coalition Membership — (Q8)

Training — (Q12, Q13, Q14)

System Advocacy — (Q17)

Products — (Q20)

Technical Assistance — (Q23, Q24)

Systems Requirement:
o Windows operating system
o Access 2000

IMPORTANT: This instruction manual is specifically designed for the Database
Application. Refer to the instruction for the Semi-Annual Progress Report for additional
information on completing the actual reporting form.

Getting Started

To run the database application, use either Windows Explorer or My Computer to navigate to
the “STATECOALITIONSdb2.0” folder on your “C:\" drive of either the single user machine or
the client machine (network environment). Find the file named “statecoalitionsdb2.0.mdb”.
Double-click on this file to open the database application.

Throughout the database, there are a series of tools that can be used to help with data entry
and creating reports. The following tools will appear in the toolbar across the top of the
screen: Exit, Delete Record, Sort (lowest to highest/alphabetically), Sort (highest to
lowest/reverse alphabetically), Cut, Copy, and Paste. The toolbar options appear as follows:

VAW A MEASURING EFFECTIVEMESS IMITIATIVE - LEGAL ASSISTAMCE FOI

File Edit “iew Insert Fomat HBecords Toole  wWindow  Help
Exit | Delste Becord 2] 2] % B .

For Access 2007 users - Click on the Add-Ins tab to view the Custom Tool Bar

i

—-’J Home _reate External Data Database Toaols

Exit Application Delete Record 5§ 41

= |

i_ustom Toolbars

Exit — To close the entire application and exit Access. If you only want to close the
form you are in, do not click Exit.

Delete Record — This will remove all information from the database of any one
particular record. DO NOT DELETE anything from your Access file until you are certain
the information needs to be expunged. Unlike other software programs, Access does
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not have an Undo function. It does not allow you to retrieve any information or data that
has been deleted.

Sort Ascending (A|Z) — To sort the record in ascending order based on a particular
field. Place the cursor in the field in which you want the records sorted by and then click

8

this tool

Sort Descending (Z|A) — To sort the record in descending order based on a particular
field. Place the cursor in the field in which you want the records sorted and then click

&

this tool

Cut — This will completely remove selected information from a field. Use the mouse to

highlight the information you wish to move, and click on the Scissors button__#
Copy — This will allow you use information repeatedly without re-typing it. Use the
mouse to highlight the information you want to use again and click on the button
displaying 2 pages (to the right of the Scissors button).

Paste — After data has been either Cut or Copied, place it in a new field or application
using this tool. Place the cursor in the field where you wish the information to appear,

and click on the Clipboard button =)

Another tool provided on the data entry pages (forms) allows you to add records or browse
existing records.

Add Record

1 of 3 - Total records

Mext Record Previous Record

Close Form

This tool works as follows:
Add Record — This button opens the data entry page and allows you to enter new data.

Next Record/Previous Record — The database stores previously entered data; these
buttons will help you browse through existing records.

Close Form — This button closes the form you are working on and will return you to the
Open Forms screen.

When the database is opened, the following window appears. For the purpose of this
application, this window is called Main Window (Figure 1).
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Figure 1
Bl VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [MAIN WINDOW]

EEile Edit Wiew Insert Fommat Eecords Tools Window Help

e 0 - BrulEE= 2 AL =
Exit | Dielete Record £ %1 | 4 [ =
Institute Far Child and Farnily Palicy, Edrund S. Muskie Schoal of Public Service, University of Southerm Maine, PO BOK 15010, 400 Congrass Street,
VA A E Portland, ME 04112-5010 Tel:1-800-922 - AWA (3292) Fax207-730-5317 Website: htep:lfruskie usm maine edufv aveamei
DATABASE DESIGNED FOR
OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR
GRANTS TO STATE SEXUAL ASSAULT AND
DOMESTIC VIOLENCE COALITIONS PROGRAM

MEAS LRI
|J|||.L|V|N|-_'|$|N|I1-'\.III'|

Click on this Button to open Forms for adding new records or for editing or viewing records

| Click on this Button to open Reports,

Exit Application | edmund s. Muskie school of public service

uUniversity of Southern Maine

At this point, the user will decide between 1) opening forms for entering new records or editing
existing records or 2) opening reports. Click the button next to the preferred choice.
Instructions for opening the forms and opening the reports are detailed in this manual.

For Access 2007 users — Please note the Security Warning

x
< @ Security Warning Certain content in the database has been disabled Options... >

Institute for Child and Famlhr Policy, Edmund 5. Muskie School of Public X versity of Southern Maine, PO BOX 15010, 400 Congress Street,
" z ~7B0-5B17 Websitat hrtoy/muskie usm, maine. 2du/vawemal

DATABASE DESIGNED FOR
OFFICE

‘ MEAS URI NG
EFFECTIVEMESS INITIATIVE

.

The database application has several Visual Basic codes and macros. For the database to
function properly these codes and macros should be enabled. By default Access 2007 blocks
these codes and macros.

To enable these codes press the ‘Option’ button and the following “Microsoft Office Security
Options” window will appear

Microsoft Office Security Options

@ Security Alert

VBA Macro
Acress has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
File Path:

() Help-pretectme from unknown content (recommended)

. )¢——— To enable the content only once

To enable the content permanently

< Open ﬂweTrustCenDK I OK l [ Cancel
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To enable the content only once, click on the radio button next to “Enable this content”
and press the button “OK”.

To enable the content permanently, click on the “Open the Trust Center” and the
following “Trust Center” window will appear

Figure 4 _
Trust Center

Trusted Publishers

Trusted Locations

Trusted Locations : - x ” .
Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure that

Yo the new location is secure,
Path Description Date Modified
Macro Settings m
Mt 8/22/2008 11:00 AM
7/18/2008 2:18 PM
Privacy C 6/19/2008 3:25 PM

5/16/2008 9:53 AM

Path: SWMUSKIELMSPS1PROJECTSNCFE534564 - NRCODMRCOIContactDBY,
Description:

Date Modified: 5/22/2008 11:00 AM

Sub Folders: Allowed
dd newlocation.Wﬁemove l [ Modify...

Allow Trusted Locations on my network (not recommended)
|:| Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted,

- Click on the “Trusted Locations” and then press the button “Add new location”. This will
bring the following window in your screen

Microsoft Office Trusted Location

Warning: This location will be treated as a trusted source for opening files. If you
change or add a location, make sure that the new location is secure.
Path:

Browse,..

[] subfolders of this location are also trusted
Description:

Date and Time Created: 9/23/2008 8:52 AM

[ OK, l[ Cancel ]

- Press the button “Browse” and locate the folder where you have installed the database.
The default folder for the database is “C:\\ STATECOALITIONSdb2.0". Press the “OK”
button to add this new location.

- You will see this new location added to your “Trust Center” window.

- Press the “OK” button on the “Trust Center”.

- Press the “OK” button on the “Microsoft Office Security Options” window.
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- Exit the database application and your settings will be saved.

**NOTE**
The database is sent to you without any records in it. The first time any of the entry forms are
opened, they will be blank windows, such as the example in Figure 2.

Figure 2

VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [PRODUCT DEVELOPMENT]
CPfe Bt View lnset Fomet Recods Tools Window Help Type a question for help ol Mg

E)_dtDeleteEecord%liljéﬁ'E:I Tdhoma -8 < BIUIEEZE|Q-A- 4| -,

PRODUCTS

Complete this form For products developed by grant-funded staff, or f
grant funds directly supparted the development, revision, or distribution of
praducts.

There are no records. Click on Add record to start. Close Forn

NOTE: Throughout the database application, there are fields that collect data that is not
required for the semi-annual progress reporting form. These fields are provided for
internal use and are referred to in this manual as “optional.” For example, in the
Technical Assistance section of this database, there is a field provided to enter the
name of the technical assistance recipient. You do not have to report the name of
technical assistance recipients on the reporting form, but including a name in the
database will help you locate the recipient should you need to review, edit, or delete
information entered about that recipient.
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PART I
DATA ENTRY

From the Main Window click on the Open Forms button to open the window shown in Figure 3.
This window is called the Open Forms Window.

Figure 3

YAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [OPEN FORMS]

File Edit Wiew Insert  Faormat  BRecords  Toals  Window  Help
Exit | Delete Becord %l El 3 B .

GRANTS TO STATE SEXUAL ASSAULT AND DOMESTIC VIOLENCE
COALITIONS PROGRAM

OPEN FORMS

Training {12, Q13, Q14)

System Advocacy (17)

Products {20}

Technical Assistance {23, Q24)

Open Main Window Exit Application

By clicking on the appropriate button, a user can:
1) Open a desired Form;
2) Open the Main Window; or

3) Exit entirely from the Database Application.
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Coalition Members (Q8)

Figure 4

YaWh MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [COALITIONS MEMBERS DATA]
File  Edit \Wiew Insert Format  Records Tools  Window  Help

Exit = Delete Record %l El 4 -

COALITIONS MEMBERS Add Record |

Loakup Mamber | ] 1 of 4 - Total records

Mext Recard Previous Record |

Cloge Form |

Date Member Joined: {required) 11 1998

First bame:  [ann | LastMame: [ann |

Agency/Organization Mame: |Inl:|ian agency |

If the above member is not an Organizational Member, select Individual Member in the Membership Type below.

Membership Tvpe: (required) |Tri|:ua| wickim services agencies ;l
Is this Member ™ Ves & Ma

Ackive? (required)

Ernail: | | Telephone (OFfice): |:|

Figure 4 is an example of the form used for identifying and collecting the number of
organizational members and individual members.

To enter a New Coalition Member:

1.

2.

Click on the Add Record button.

Enter the date the member joined the Coalition. When entering this data for the first
time for existing members, the user can use the first day of the current reporting period.

If the member is an individual, enter their name. This will enable you to locate the
member from the pull-down menu in the Lookup Member field. If the member is an
organizational member, the user can also enter the contact person for that organization.
These fields are optional and this information will not be in the output summary.

If the member is an organization, enter the organization name. This will enable you to
locate the member from the pull-down menu in the Lookup Member field. This field is
optional and this information will not be in the output summary.

Use the mouse to click on the arrow at the end of the Membership Type field to open
the pull-down menu. Click on the organization type that best describes the member. If
the member is an individual, click on “Individual Member.”

Indicate whether the member is active or not by clicking on the appropriate answer.

Enter the email address of the member. This field is optional and the information will
not be in the output summary.
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8. Enter the telephone number of the member. This field is optional and the information
will not be in the output summary.

9. When complete, click on Save this Record.

10.To continue adding more members, click on Add Record. To finish, click on Close Form
to return to the Open Forms Window.

To edit or review an Existing Coalition Member:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Member
field to open the pull-down menu listing all previously entered members. Choose the
member you want to review or edit. This will fill in the data for that specific member.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make necessary changes.

3. When finished, either choose another member to review or edit, or click on Close Form
to return to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2 and
3 in Method 1 above.

*While editing existing data, the application will automatically save the changes you
make.**

To delete an Existing Coalition Member:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Member
field to open the pull-down menu listing all previously entered members. Choose the
member you want to delete. This will fill in the data for that specific member.

2. Click in the Date Member Joined text-box and click Delete Record on the toolbar.
Note: DO NOT DELETE anything from your Access file until you are certain the information

needs to be expunged. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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Figure 5
YAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [TRAINING]

Exit

File Edit Mew Insert  Format  Records  Tools  window  Help

Delete Record %l El c‘,% ﬁ -

TRAINING i Racord

Complete this form For all training provided by grant-funded staff
or directly zupported by grant funds.

Lookup Training Event | ;I

Drate of Training Event 6/30/20023(  Mame of Training Event |F|:|ren$i|: Evidence |

Mumber of Hours Type of Training: |W|:urkshcups.-"seminars ;l Specify if Other: | |

1 of 5 - Total records

Mext Record Previous Record

Cloze Form

If the Training waz STATEWIDE, select the Focus [ Sexual azzault [ Domestic/Dating violence  [] SA/ADW

If the Training was REGIOMAL, zelect the Focus Sexual azzault [] Domestic/Dating violence  [] SAADW

IF the Training was COMMUMNITY-BASED, select the Focus [ Sexual assault [ Domestic/Datijng violence [ SA/DY

L AT LI B To: A

Figure

5 is an example of the form used to track the training events provided by grant-funded

staff or directly supported by grant funds. The user can choose between reviewing the
information or previous training events and entering new training event information. This
portion of the database collects information on the dates and names of training events; a
description of the people trained; the number of people trained; and the content of the training

event.

To enter a New Training Event:

1.
2.

Click on the Add Record button.
Enter the date the training event occurred.

Use the Tab key or the mouse to move through the fields during data entry. For
instance, to move from Date of Training Event to Name of Training Event, press the Tab
key on the keyboard.

Enter the name of training event. This field is optional.
Enter the number of hours the training event lasted.

Using the pull-down menu in the Type of Training field, select the type of training event.
If the type of training is not listed in the pull-down menu, select “Other” and describe it in
the space provided.

Indicate whether the training event was statewide, regional, or community-based and
the focus of the training event by clicking on the appropriate box. .
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8. Enter the number of people attending the training event, using the category that is most
descriptive of the people attending.

9. Use the mouse to select the content area (topics) covered in the training event. Select
all that apply under each heading. If a topic is not provided, select “Other” and describe

the topic in the space provided.
10. When complete, click on Save this Record.

11.To continue adding more training events, click on Add Record. To finish, click on Close
Form to return to the Open Forms Window.

To review or edit an Existing Training Event:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup Training
Event field to open the pull-down menu listing all previously entered training events.
Choose the event you want to review or edit. This will fill in the existing data for that

training event.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make necessary changes.

3. When finished, either choose another training event to review or edit, or click on Close
Form to return to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2 and
3 in Method 1.

**While editing the existing data, the application will automatically save the changes
you make.**

To delete an Existing Training Event:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup
Training Event field to open the pull-down menu listing all previously entered training
events. Choose the event you want to delete. This will fill in the existing data for

that training event.
2. Click on the Date of Training Event text-box and click Delete Record on the toolbar.

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be expunged. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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System Advocacy (Q17)

B VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [SYSTEM ADVOCACY]

£ [ | 72hora 7 s zul===|a-lA- L [F][=).
E File Edit WView Insert Format ERecords Tools Window Help
Exit Delete Becord 2 21 % iz
SYSTEM ADVOCACY Add MNew Meeting
Complete this form for every meeting covened or attended by grant-funded stalf. 2 of & - Total records

Lookup by meeting COMNYERED DATE and AGEMCY |

;I Mext Meeting

Lookup by meeting STTEMDED DATE and AGEMCY | ;I

Agencyforganization (required): |Batterer intervention program ;I

Describe, if other: | |

Previous Meeting |

Close Form |

Date on which this meeting was Convened: | ?,I'E|||'2EII33| O |5&><ua| Assaul | |Domestiu: Vinlence |

Date on which the meeting was Attended: | | O |5e><ual Assault | O |Domestiu: Yinlence |

Figure 6 is an example of the form that will track information on system advocacy meetings
that were convened or attended by grant-funded staff or directly supported with grant funds.
System advocacy is activity intended to affect policy and/or procedural change in order to
improve institutional response to sexual assault and/or domestic violence.

Enter a New System Advocacy Meeting:

1.

2.

Click on the Add New Meeting button.

Use the mouse to click on the pull-down menu at the end of the Agency/organization
field. Select the type of agency/organization that was the primary attendee of the
meeting. If the meeting was attended by multiple agencies and/or organizations, select
“Multidisciplinary Group/Task Force.” If “Other” is selected, describe the agency in the
space provided.

For meetings convened, enter the date the meeting was convened, and use the mouse
click on the appropriate box(es) to indicate whether the focus was on sexual assault,
domestic violence, or both.

For meetings attended, enter the date the meeting was attended and use the mouse
click on the appropriate box(es) to indicate whether the focus was on sexual assault,
domestic violence, or both.

When complete, click on Save this Meeting and Enter Other Information.

To continue adding more meetings, click on Add New Meeting. To finish, click Close
Form to return to the Open Forms Window.
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To review or edit an Existing System Advocacy Meeting:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup by
Meeting CONVENED DATE and AGENCY field or Lookup by ATTENDED DATE and
AGENCY field to open the pull-down menu listing all previously entered meetings.
Choose the meeting you want to review or edit. This will fill in the existing data for that
meeting.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want edit
and make necessary changes.

3. When finished, either choose another meeting to review or edit, or click on Close Form
to return the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record buttons and follow steps 2 and
3 in Method 1 above.

To delete System Advocacy Meetings:

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup by
Meeting CONVENED DATE and AGENCY field or Lookup by ATTENDED DATE and
AGENCY field to open the pull-down menu listing all previously entered meetings.
Choose the meeting you want to delete. This will fill in the existing data for that
meeting.

2. Click on the Agency/organization text-box and click Delete Record on the toolbar.
Note: DO NOT DELETE anything from your Access file until you are certain the information

needs to be expunged. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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Products {Z20)

Figure 7

VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [PRODUCT DEVELO
E File Edit Wiew Insert Fommat ERecords Tools WWindow Help

Exit Dielete BEecord %‘I, E‘L o = .

L e -ls - mzsau

&-a-lL- =]

P RO D U CTS Add Record |

Complete this form for products developed, substantially revised, used, and/or 1of6 - Total records
distributed by grant-funded staff, or directly supported with grant funds.

Mext Record | Prewvious Record |

Clase Form |

Tvpe of Product |Eir0chures - I Describe if Other || |

Zantenkffocus

Title |Resources For wickimsfsurvivors of sexual assault |

Topic |rescn.|l:es For victimsfsurvivors of sexual assault |

Intended Audience |victims,l'surviv0rs of sexual assaulk |

Language Developed/translated In |

Date Developedfrevised S125/2003

Murnber Used or Distribubed

Date Mumber Used or Distribuked —

[ 11jzofzo03] s00 |

Figure 7 is an example of the form used to track products developed, substantially revised,
used, and/or distributed by grant-funded staff or directly supported with grant funds.

To enter a New Product:

1.

2.

Click on the Add Record button.

Using the pull-down button, select the type of product developed or substantially
revised. If itis not listed, select “Other” and describe it in the space provided.

Enter the title of the product.
Enter the topic of the product.
Enter the intended audience.

Provide the various languages (other than English) in which the product was developed
or translated.

Enter the date the product development or product revision was complete.
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8. Enter the date the product was used or distributed, and how many were used or
distributed.

9. When complete, click on the Save this Record button.

10.To continue adding more products, click on Add Record. To finish, click Close Form to
return to the Open Forms Window.

To review or edit an Existing Product Entry:

1. Inthe green area, use the Next Record and Previous Record buttons to browse through
previously entered products.

2. To edit, use the Tab key on the keyboard or the mouse to select the field you want to
edit and make necessary changes

3. When finished, choose another product to review or edit, or click on Close Form to
return to the Open Forms Window.

**While editing the existing data, the application will automatically save the changes
you make.**

To delete an Existing Product Entry:

1. Inthe green area, use the Next Record and Previous Record buttons to browse through
previously entered products.

2. Click on the Date Developed/Revised text-box and click Delete Record on the toolbar.

To delete an Existing Used or Distributed entry for a specific Product:

1. Inthe green area, use the Next Record and Previous Record buttons to browse through
previously entered products.

2. Click in the field containing the information you want to delete under Number Used or
Distributed and click Delete Record on the toolbar (Figure 8). This will delete the
information in that field but not the product record.
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= VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [PRODUCT DEVELO]

S g |- |=]

Complete this form for productsdeveloped, substantially revised, used, and/or 1 of 6 - Total records
distributed by grant-funded staff, directly supported with grant funds.

Tvpe of Product  [Brochures i Describe if Other || |

Conkentffocus

Title |Resources For wictimssurvivors of sexual assault |

Topic |resouces For wictims)survivors of sexual assault |

Intended Audience |\-'ictims,|'sur'-.-'i\-'0rs of sexual assault |

Language Developedftranslated In |

Dake Developed/revised Sfesfz003

Murmber Used or Distributed

. Click here to delete this entry

. Click on the Delete Record
Date Mumber Used or Distributed —] button on the Toolbar

at—

[ 11/z0/z0035] s00 |

Note: DO NOT DELETE anything from your Access file until you are certain the information
needs to be expunged. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.
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Technical Assistance (23, Q24)

Figure 9
E VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [TECHNICAL ASSISTANCE]
s v - BIUEEE &-A- -] =)
E File Edit WView Insert Format Records Tools Window Help
Exit Delete Record %l El é{, E -
TECHNICAL ASSISTANCE Gele [ REERET |
Complete this form for each technical assistance activity provided by grant- 4 of & - Total records
funded staff, or directly supports with grant funds..
MNext Recipient Prewvious Recipienk |
Lookup TA Recipient -
= S | —I Close Form |
Mame of the Ta Redpient  [District Court
Type of TA Recipient (required) |C0urt {skate or local) ;I

If Other Decsribe | |

I Site Wisit  Technical Assiskance Consultations |

Enter the date for each site wisik, seleck the topic, and indicate whether the Focus was sexual assault, domestic violence, or both, To
add a new site wisit for this individual, agency, or organization click Add Mew Site Yisit,

Date: 7 i6 2003 Add Mew Site Visit | 1 of 3 - Site visit records Mexk Sike Visit | Previous Site Yisit |

| TA topic Specify, IF Other SA | DY =]

Zourk response - O

=

Figure 9 represents the portion of the database that collects information related to technical
assistance provided to individuals, agencies, and/or organizations. Complete this form for
each technical assistance activity supported by grant-funded staff or directly supported with
grant funds.

To enter a New Technical Assistance Recipient:

1. Click on the Add New Recipient button.

2. Enter the name of the agency, organization, or individual requesting the technical
assistance. This field is optional.

3. Using the pull-down menu, select the type of recipient. If the type of recipient is not
listed, select “Other” and write a brief description in the space provided.

4. Click on Save this Recipient and Enter Other Information. This will expand the form so
you can enter additional information.

5. Click on the Site Visit tab and then click on Add New Site Visit. Enter the date of the
site visit, use the pull-down menu to select the topic of the site visit, and indicate
whether the focus was sexual assault, domestic violence, or both. When finished, click
on Save this Record.

6. Click on the Technical Assistance Consultations tab and then click on Add New TA
Consultation. Enter the date of the technical assistance consultation, use the pull-down
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menu to select the topic of the consultation, and indicate whether the focus was sexual
assault, domestic violence, or both. When finished, click on Save this Record.

7. To continue adding technical assistance recipients, click on Add Recipient. To finish,
click on Close Form to return to the Open Forms Window.

To review or edit an Existing Technical Assistance Recipient, Site Visit, or Consultation:

Method 1

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup TA
Recipient field to open the pull-down menu listing all previously entered technical
assistance recipients. Choose the recipient whose record you want to review or edit.
This will fill in the existing data for that recipient.

2. To edit the name or type of recipient, use the Tab key on the keyboard or the mouse to
select the field you want to edit and make necessary changes.

3. To review or edit a site visit, click on the Site Visit tab. Use the Next Site Visit and
Previous Site Visit buttons to browse through the previously entered site visits for that
recipient. To edit, use the Tab key on the keyboard or the mouse to select the field you
want to edit and make necessary changes. To add a site visit, click on Add New Site
Visit.

4. To review or edit a consultation, click on the Technical Assistance Consultations tab.
Use the Next TA Consultation or Previous TA Consultation buttons to browse through
previously entered consultations for that recipient. To edit, use the Tab key on the
keyboard or the mouse to select the field you want to edit and make necessary
changes. To add a consultation, click on Add New TA Consultation.

5. When finished, choose another recipient to review or edit, or click on Close Form to
return to the Open Forms Window.

Method 2

In the green area, click the Next Record or Previous Record button and follow steps 2
through 5 in Method 1 above.

To delete a Technical Assistance Recipient:

Note: If you delete the Technical Assistance recipient, all the data (i.e. site visit and
technical assistance consultations) for that recipient will be automatically deleted.

1. Inthe green area, use the mouse to click on the arrow at the end of the Lookup TA
Recipient field to open the pull-down menu listing all previously entered technical
assistance recipients. Choose the recipient you want to delete. This will fill in the
existing data for that recipient.

2. Click on the Name of Recipient text-box and click Delete Record on the toolbar.

To delete a Technical Assistance Site Visit or Consultation:
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1.

In the green area, use the mouse to click on the arrow at the end of the Lookup TA
Recipient field to open the pull-down menu listing all previously entered technical
assistance recipients. Choose the recipient record you want to edit. This will fill in the
existing data for that recipient.

Click on the Site Visit tab. Click on the Next Site Visit or Previous Site Visit buttons to
select the site visit you want to delete. Click on the Date text-box and click on Delete
Record in the toolbar. This will delete only the selected site visit activity and leave the
recipient in the database. Note: This will automatically delete all technical
assistance topics for that site visit.

Click on the Technical Assistance Consultations tab. Click on the Next TA Consultation
or Previous TA Consultation buttons to select the consultation you want to delete. Click
on the Date text-box and click on Delete Record in the toolbar. This will delete only the
selected consultation activity and leave the recipient in the database. Note: This will
automatically delete all technical assistance topics for that consultation.

To delete a Topic from a Site Visit or Consultation:

1.

In the green area, use the mouse to click on the arrow at the end of the Lookup TA
Recipient field to open the pull-down menu listing all previously entered technical
assistance recipients. Choose the recipient record you want to edit. This will fill in the
existing data for that recipient.

Click on the Site Visit tab. Click on the Next Site Visit or Previous Site Visit buttons to
select the site visit you want to edit. Click on the topic you want to delete and click on
Delete Record on the toolbar. This will delete only the selected topic for that site visit
and leave the site visit and recipient in the database. Note: If you have entered only
one topic for a site visit, deleting that topic will not automatically delete the site
visit. To delete the site visit, follow the above instructions under “To delete a
Technical Assistance Site Visit or Consultation.”

Click on the Technical Assistance Consultations tab. Click on the Next TA Consultation
or Previous TA Consultation buttons to select the consultation you want to edit. Click on
the topic you want to delete and click on Delete Record in the toolbar. This will delete
only the selected topic for that consultation and leave the consultation and recipient in
the database. Note: If you have entered only one topic for a consultation, deleting
that topic will not automatically delete that consultation. To delete the
consultation, follow the above instructions under “To delete a Technical
Assistance Site Visit or Consultation.”

**While editing the existing data, the application will automatically save the changes

you make.**

Note: DO NOT DELETE anything from your Access file until you are certain the information

needs to be expunged. Unlike other software programs, Access does not have an Undo
function. It does not allow you to retrieve any information or data that has been deleted.

State Coalitions 09/23/08 19 OF 21



Part Il
Getting Reports

This portion of the manual provides instructions for generating output reports that summarize
the data entered into the database.

1. From the Main Window click on the Click this Button to open Reports button on the Main
Window (Figure 10).

Figure 10

B VAWA MEASURING EFFECTIVENESS INITIATIVE--STATE COALITIONS - [MAIN WINDOW]
E File Edit View Insert Format Records Tools Window Help
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I“J F I?‘Csl.' HV’I‘ENEHS INITIATIVE DATABASE DESIGNED FOP\
OFFICE ON VIOLENCE AGAINST WOMEN
SEMI-ANNUAL PROGRESS REPORT FOR
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DOMESTIC VIOLENCE COALITIONS PROGRAM

| Click on this Button to open Forms for adding new records or for editing or viewing records

Click on this Buthon to open Reports.
Exit Application | edmund s. Mmuskie school of public service T
university of Southern Maine

This will open the following page (Figure 11):

| 4

Figure 11
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Open Main Window Exit Application
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2. Click on the button next to the Start Date field to choose the date from which the report
should start or type the Start Date in the text-box.

3. Click on the button next to the End Date field to choose the date from which the report
should end or type the End Date in the text-box.

4. Select the desired report from the list by clicking on the appropriate button.
5. The selected report will appear automatically. The user can print the report, close the

report to return to the page above, or click Exit to close this application. Choosing Exit
will close the entire application.
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