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TTA Programs: Data Entry Guide

GENERAL OVERVIEW

This Data Entry Guide will provide you with an overview of the Substance Abuse and Mental
Health Services Administration’s (SAMHSA’s) Performance Accountability and Reporting
System (SPARS) online data entry and reporting website. Topics include logging into SPARS;
adding, viewing, deleting, and editing data; downloading data; logging out of SPARS; and how
to contact the SPARS Help Desk.

The Technology Transfer Center Tools have been re-named to the Training and Technical
Assistance Tools. The process below applies to all Technology Transfer Center (TTC) Best
Practices grantees and non-TTC grantees.
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SECTION A: TTA DATA ENTRY

Step 1: Log In to Access the TTA Data Entry System

From the SPARS home page, select the Data Entry & Reports tab. Hover over for TTA
Programs, and click on TTA Data Entry.

& SAMHSA gov

©iSPARS

Home Data Entry & Reports Training Technical Assistance Help
- for - - for - - for - -for -
CSAT Users CMHS Users CSAP Users TTA Programs

TTA Grant Users

Select and click on one of the buttons below to access data entry tools,
or download your data, or run reports using your data.

For more information visit Training and Technical Assistance Programs o

TTA Data Entry

Search Data Collection
Tool Resources

Alternatively, you can also select TTA Programs under the Quick Links section on the SPARS
home page.

©iSPARS -~

Home Data Entry & Reports Training Technical Assistance Help

| Welcome to SPARS
SAMHSA'’s Performance Accountability and Reporting System

The Substance Abuse and Mental Health Services Adminisiration (SAMHSA) is proud to provide the SPARS website - an online data entry,
reporting, technical assistance request, and training system to support grantees in reporting timely and accurate data to SAMHSA.

Learn More € |

Coming Up — CSAP DSEMRT Tool Changes and Training SPARS CSAT
Sessions Enter data for Center for Substance Abuse Treatment grants
DSP-MRT training sessions are scheduled for Monday,
217122 and Tuesday, 2/8/22 SBARS GRS

Enter data for Center for Mental Health Services grams
CSAP DSP-MRT Tool Data Eniry Expires on 1/31

Please complete DSP-MRT data entry for FY2022 Q1 data SPARS-CSAP

by 1/31. Enlry not available after 1/31. Enter data for Center for Substance Abuse Prevention grants
SPARS Help Desk Holiday Schedule TTA Programs

The Help Desk will be closed on 1/17/2022 for the Martin New!

Luther King Jr. heliday Enter data for Training and Technical Assistance (TTA) Events
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To access the Data Entry section of SPARS, you will be required to enter your username and
password.

Log In

Username or email

Password

Forgot username or password?

Once you have logged in, you will see the Data Entry overview screen. To enter data, select Data
Entry from the left hand menu.

y‘x Training and Technical Assistance (TTA) Programs
: SPARS -
BV

User: Lauren Friedman

*rink

President Obama signed into law the Government Performance and Resuits Modernization Azt of 2010 on January 4, 2011,
The GPRA Moderization Act updated some aspects of the Govemnmeant Pedformance and Results Azt (GPRA) of 1823, which
astablished strategic planning. performance planning, and performance reporting as ways for federal agencies to
communicate progress in achieving their missions.

The mission of the Government Performance and Results Medernization Act of 2010 is o improve the confidence of the
American people in the capability of the federal government by holding all federal agencies accountable for achieving
program results. As part of this federal mandate, a2l SAMHEA graniees are reguired to coflect and report performance data

using approved measuremant fools.

All SAMHEA grantees must comply with the Government Performance Results and Modemnization Act of 2010, Tools are
available for 2l Training and Technical Assistance programs to collect GPRA Modemization Act dats.

Faor more information, please contact the SRARS Help Desk.
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Step 2: Find a Grant

If you have access to multiple grants, you will see the Grant Selection screen. TIP: If you leave
the Grant Selection form blank and select the Find button, the system will display a list of
all grants that you can access.

Other ways to find a grant include the following:

e To search by Guidance for Applicants (GFA), click on the GFA name in the GFA
box on the left, and then click on the “>" button to move the desired program from
the GFA side to the Selected GFAs side. If the incorrect program was chosen, click
the “<” button to move it back. After your program(s) has been selected, click the
blue Find button at the top of the screen, and the appropriate grant(s) will appear in
the grant list. TIP: hold down the Ctrl key on your keyboard (for Windows
users) or the Command (or Cmd) key (for Mac users) while clicking GFAs to
select multiple GFAs at once.

e You can also search for a grant by Grant #, Grantee Name, City, or State by entering
this information into the appropriate boxes and then clicking Find. SPARS will list
all records that match the criteria you entered.

8 r
Grant Selection
GFA Selected GFAS
Addiction Peer Recovery Center of Excellence
Centars of Excellence for Behavioral Health Disparities n
Comprehensive Addiction and Recovery Act: Building C
Expansion of Practitioner Education H
Family Suppart Technical Azsistance Center -
Grant # Grantee Mame
City State w

e N N U O
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Step 3: Create a TTA Event

To create a TTA event in SPARS, on the Grant Summary page, select the TTA Event hyperlink
from the Select an Event Form Type field, and then select the Add New Event hyperlink.

B Print

Grant Event and Targets Summary
Summary
Grant Number:
} Reporis

Program Event Target: Participant Target:

Data Download Annual Event Targets: Y2019 Y20200 Y2021: Y2022 Y2023

Annual Participant Targets: ¥2019: Y20200 Y2021 Y2022 Y2023

Event Target-to-Date: Participant Target-to-Date:

Select an Event Form Type

Current (as of 7/1/2022)

Previous (prior fo 7/1/2022)
TTA Event TTC Event
Meetings

Trainings

Technical Assistance

Events using the new TTA instrument are displayed here. To view past events enterad using the old instrument, please click on the appropriate
event type (TTC, Meeting, Training, or Technical Assistance) of the previously completed event.

m Event Code Event Title Event Date

The Add New Event hyperlink opens the Event Description Form.
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Grantees can enter information about the event here. To see additional information and definitions
of terms used, grantees can click on the blue information buttons next to individual questions. Once
grantees have completed the form, they can click Finish to submit data. The Print button allows for
records to be printed. An event must be entered and saved into SPARS before creating a participant
ID number and entering a participant’s corresponding post-event and follow-up evaluations.

= Print | X Cancsl | W Finish

Event Information

Grant Mumber

Evert Code €
Date
Event Title

Event Format Virtual hd

Other (please specify)

Event Type i) Presentation or Training w*

Primary Audience Selected Audience(s)

Professionals or arganizaiions

Students t
Evert Primary Audience €9 Com:.mitn','r 1‘:;‘::: ﬂ
American Indian and Alaska Native ™
Hispanic and Latine Communities ﬂ
Rural Communities
Additional Information
BEP Code
Total # of participants € Contact Hours
Total # of participants
consenting to follow-up
Participants
T N T N
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To edit an event after it has been entered into the system, select the Edit hyperlink for the event
found in the Actions column on the Grant Summary page. Neither you nor the SPARS Help
Desk can edit the event code number or the date from the Event Description page. If you need
any of these data changed, please contact the SPARS Help Desk with the request to remove the
event so that you can reenter the event with the correct data. To remove an event, the SPARS
system will need to remove all corresponding participant post-event and follow-up evaluations
as well.

Select an Event Form Type

Current (32 of 7/1/2022) Previous {pror to 7/1/2022)
TTA Event TTC Event

Mestings

Traimings

Technical Assistance

TTA Events Add New Event

Ewents using the new TTA instrument are displayed here. To visw past events entered using the old instrument, please click on the appropriate
event type (TTC, Meeling, Training., or Technical Assistance) of the previously completed event

Event Code Event Tifle Event Date

» Edit | Participant Records | TTATrain SPARS Training Ewvent Gi21/2022

Diedate
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Step 4: Enter Post-Event and Follow-Up Forms

After an event is created, select the Add Post Event for New Participant hyperlink in the Event
Description screen to begin entering or modifying a participant record. For information about these
evaluations, please review the Frequently Asked Questions (FAQs) and Question-by-Question
Guides located on the Resource Library on the SPARS website.

Event Information

Grant Mumber

Event Code € TTATrain

Cata 82112022

Event Tille SPARS Training Event
Event Format Virtual v

Other (pleaze specify)

Event Type i) Presentation or Training
Primary Audience Selected Audience(s)
Comnmmunity members Professionsls or organizations

Amencan Indian and Alaska Mative © Students or educators
Hispanic and Latine Communities

Rural Communities n

Event Primary Audience 0

Additional Information

BF Code SMOE1721

Total # of participants a 50 Contact Hours | 100.00

Total # of participants

44
consenting to follow-up

Participants I Add Post Event for New Participant «

Person ID Post Event Follow-Up

734036172BR Wiew | Edit | Delete Add Mew
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The system will then display the Post-Event Evaluation data entry screen.

-
= Frint | ¥ Cance m
= Data Entry

Summary . R
Post-Event Evaluation: Section 1
~TTA
Post Event Personzl Code

» Reports Uppercase letfers only. Provide the isst 2 digitz of your personal 2ip code; iast 4 digifz of your phone number, 2 digit birth yesr; firsf 3 leffers of
prefemed name. Ex. 7340236172

Data Download
1. What do you consider yourself

W
fo be?
Other (pleas i
er (please spacify) Not Applicable
2. Are you Hispanic, Latino/a, or o
Spanish origin?
Select all that apply Ethnic groupds) selected
Central American
What ethnic group do you Cuban ﬂ
consider yourself? Dominican
Maxican
Puerto Rican ﬂ
South American v

Other (pleass spacify) Not Applicable

The Print button allows for records to be printed. The Next button allows grantees to advance to the
next section. Once grantees have completed the form, they can click Finish to submit data.
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Add Follow-Up Evaluations: To add a follow-up evaluation, select the Add New hyperlink in the
Follow-Up column. Grantees can only enter a Follow-Up Form after they have entered a Post-Event

Form for a participant.

—Event Information

Grant Mumber

Event Code ﬂ
Date

Event Title

Ewvent Formnat

Other (please spacify)

Event Type i ]

Event Primary Audience [ ]

TTATramn

82112022

|SF‘ARE Training Event

| Wirtuad w

Presentation or Training w* |

Primary Audience

Selectad Audience(s)

Commmunity members

£mmerican Indian and Alaska Mative
Hispanic and Latine Communities

Rural Communitias

Professionals or organizations ~
Students or educators

—Additional Information

BPF Code
Total # of participants i}

Total # of participants
consenting to follow-up

SMOE1T21
= |

E |

Contact Hours | 100.00

Participants

Person ID

T3403817ZBRI

Post Event

‘few | Edit | Delete

10

Add Post Event for New Participant |
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The system will then display the Follow-Up Evaluation data entry screen.

—Follow Up-Event Evaluation: Section 1

1. Pror to participating in this event. | felt there was a need for me, my organization, and/or my community | - |
to make a change related to the topic of the event

2. The information from this ewent has benefited or met a need for me, my family and’or community. | - |
3. The information from this event has benefited me professionally. | fu |
4. | have used the information gained from this event fo make changes in my practice or to help my family | o |
andfor my comnmunity.

5. | expect to continue using the information from this event in the future. | fu |
6. | hawe shared the information gained from this ewvent with my family, community, or colleagues. | " |

11
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Step 5: Find a Participant Record

The Event Description screen is the main screen for entering and modifying a participant record.
This screen is accessed from the Grant Summary page, where you can add or edit an event and
select participant records entered under an event. The Event Description screen will allow you to
add a new participant (by entering post-event evaluation data) and view all existing post-event and
follow-up evaluations associated with a participant.

Event Information

Grant Mumber

Ewvent Code ﬂ TTATrain

Diate 42172022

Event Title SPARS Training Event
Ewent Format Wirtual hd

Other (plesse spacify)

Event Type (i} Presentation or Training s
Primary Audience Selectad Audience(s)
Community members Professionals or organizations

American Indian and Alaska Mative ™ Students or educators
Hispanic and Latino Communities

Rural Communites H

Event Primary Audience G

Additional Information

BP Code SMoB1721

Total # of participants ﬂ 80 Contact Hours | 100.00

Total # of participants
consenting to follow-up

Participants Add Post Event for New Participant

T T

T34035172BR \iew | Edit | Delete Add Mew '

All participant data entered in SPARS can be modified before a record is saved. After a record is
saved, all data can still be edited. To change a record on the Event Description screen, click Edit. If a
participant record was mistakenly entered under the wrong event, please contact the SPARS Help
Desk with the request to remove the record. You will then need to reenter the participant record
under the correct event.

12
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Step 6: Enter Data

This section describes how to enter participant data in the TTA tools for the post-event and
follow-up evaluations. Once you select which evaluation you are entering, SPARS takes you to
the appropriate data entry screens and questions.

There are several data entry screen features that allow for easy use and quick data entry.

The header summarizes important information. For easy reference, the text in the header just
above the data entry screen includes the Grant # Event Date, Event Code, and Description.

TTA Event

#= Frint | 3 Cance m
Summary
Post-Event Evaluation: Section

~TTA

Post Event Personal Code
» Reports Uppercase letfers only. Provide the iast 3 digitz of your personal zip code; iast 4 digits of your phone number; 2 diigit birth pear; firef 3 lefters of
preferrad name. Ex. 73402617 2ERI

Data Download

1. What do you consider yourself
to be?

Other (pleas i
Other (olesse spacify) Not Applicable

The current screen location is bolded—the name of the screen in which data are being entered
will always appear in the menu bar highlighted on the left side of the screen. For this example,
Post Event is bolded.

The SPARS screens match the TTA Tools—SPARS screens match the sections and the fields
on the Best Practices tools. For this example, the section being entered is Post-Event
Evaluation: Section 1.

13
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Controls—there are many different types of fields or controls on each data entry screen.

Textbox—textboxes are designed to allow you to enter data and participant comments
manually.

Dropdown box—a dropdown box is used where only one entry may be selected from
a list of values.

Mover box—a mover box is used where more than one entry may be selected from a
list of values. Selections are made from one box and moved to another box by using
arrows. Items may also be deselected.

Required data entry fields are highlighted—fields highlighted in yellow are required. The system
will not allow you to proceed to the next screen until all required fields are entered.

Missing data—SPARS allows the missing response option to be entered for any question that was
not answered by the participant. Every question in the TTA Tools can therefore be answered in the
data entry system even if an answer is left blank by the participant. A missing response option is
not available for questions answered directly by grantee staff (i.e., questions in the Event
Description screen or the post-event Personal Code assigned to participants).

Command buttons—command buttons are in the upper right portion of the screens. The following
buttons are available:

Next—select to move to the next data entry screen.
Previous—select to move to the previous data entry screen.

Finish—saves the record and brings you back to the Event Information screen; only
applicable in the Summary screen at the end of your data entry.

Print—prints the current page.

Cancel—cancels your entry when creating a new record; cancels changes made since
the last save. You will receive the following prompt: “Are you sure you want to
cancel?”

Error messages: required fields left blank—the system will not allow you to move to the next
screen until information is entered in required fields; if a required field is left blank, an error
message appears in red at the top of the screen.

Error messages: inconsistent data—if inconsistent data are entered, an error message appears in
red at the top of the screen.

14
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Both types of error messages are shown in the examples below.

TTA Event

« Data Entry

Summary

~TTA

Post Event

Data Download

¢ Reporis
_ Personal Code

B Print | X canesl m

= 'Person ID¥ is a required field.

Post-Event Evaluation: Section 1

Uppercsze lefters only Provige the la=f 3 digits of your personal zip code; [sst 4 digite of your phone number; 2 digit birth year; first 2 lefters of

preferred name. Ex. 734038172BR1

1. Wh ) ider yours
at do you consider yourself Male -
to be?
Cther (please specify) Mot Apglicable
2. Are you Hispanic, Latina'a, or
'
Spanish origin? o2

TTA Event

« Data Entry

Summary

~TTA

Post Event

&= print | X Cancel m

= Please enter a valid Personal code.

Post-Event Evaluation: Section 1

» Reports
_ Personal Code 555

Data Download

Upparcase lefters only. Provide the la=f 3 gigits of your personal zip code; szt 4 digite of your phone number; 2 digif birth year; first 2 leffers of

prefermed name. Ex. 734036172E8R

1. W, ¥ ider yours
at do you consider yoursslf Male -
to be?
Cihear (please specify) Mot Applicable
2. Are you Hispanic, Latinofa, or
W
Spanish ongin? 1

Summary—SPARS displays a summary review sheet once all data are entered for a client.
You can make changes to the online TTA Tools by clicking the Previous button at the top of
the screen. Once changes are made, it is important to select the Finish button to save the

record.

15



TTA Programs: Data Entry Guide

The Summary page can be printed if you wish to retain a secure paper record.

5
wmman TTA Post Event Summary
T TTA Post-Event Evaluation: Section 1
Post Event

Personal Code T240361726RI

¢ Reports
Upparcsse leffers only: Provide the lasf 3 digits of your personal zip code; Isst 4 digitz of wour phone number; 2 digit birth year; first 2 letfers of
preferred name. Ex. T34036172E8R1

1. WWhat do you consider yourself
to ba?

Male

Cither [please specify) Mot Applicable

2. Are you Hispamic, Latino/a, or Ma
Spanish onigin?

Select all that apaly Ethnic group(s) selectad

Central American

What ethnic group do you Cuban
consider yourself? Domninican
Mexican
Puertc Rican H
South American -
Other [please specify) Mot Apgiicabie

SPARS will automatically log out a user after 20 minutes of inactivity. When entering data, it is
important that you complete and save the record, or the data will be lost when SPARS times out.

SPARS will not save partial records.

16
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Step 7: Download Data (Optional)

To download data for a grant, select Data Download from the left menu bar, below Data Entry.
You are not required to download data; this feature is available as an option should you wish to do
your own data analysis.

Project directors, alternate project directors, and grantee staff can download data. Your access to
data through the data download function on SPARS is related to your role. CSAT staff cannot
download data.

A codebook for the TTA Tools is available in the Resource Library via the SPARS website. The
codebook can be used to understand the variable names and coding of downloaded data.

If you have more than one grant, select the grant for which you want to download data. To select a
grant, either type the grant number in the Grant # field or select the button next to GFA Search and
then select the GFA(S) from the GFA box. Click on “>” to place the selected GFA(S) in the Selected
GFAs box. Click Find in the top right corner. The grants you have access to will appear in the table
at the bottom of the page.

Grant Selection

e

Data Entry
Grant Selection
» Reports

(_» Grant Number Search

Data Download

Grant #

(@ GFA Search

GFA [Select 1) Selacted GFAS
Addiction Peer Recovery Center of Excallence Technology Transfer Centers
Centers of Excellence for Behavioral Heslth Disparities
Comprehensive Addiction and Recovery Act: Building C
Expansion of Practitioner Education H
Family Suppaort Technical Assistance Center -
Grantea Mame
City State w

Continue to Download

I S S =N CTR

Select the grant for which you want to download data, and then click the Continue to Download
hyperlink.

17
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Once you select a grant and Continue to Download, the system will display the download
criteria screen. On this screen, you can choose to download data for a specific data collection
point, event type, Federal Fiscal Year (FFY), Federal Fiscal Quarter (FFQ), and Month. You also
have the option to download the data in either Excel or HTML format. The criteria you can
select are the following:

e Select a Data Collection Point—There are six available data collection points: event
description, post-event, follow-up, Best Practices event description, Best Practices
post-event, or Best Practices follow-up. The first three data collection points include
the data collected from the old Best Practices tools used prior to September 30, 2019.

e Select an Event Type—There are three event types: Technical Assistance (TA),
Meeting, or Training.

e FFY—This selection produces data for a particular FFY or for all the years available.

e FFQ—This selection produces data for a particular FFQ or for all thequarters
available.

e Month—This selection produces data for a particular month or for all the months
available.

e Select Download Format—This selection produces the data download in either
Excel or HTML format.

Select the criteria you want, and then click the Download button.

& - [ D

Data Entry

Select a Data Collection Point: TTA Event Description ~
» Reports
Select an Event Type: TTA w
Data Download
EEX: All Years A FEQ: All v Month: All Months
Select Download Format: Excel v
_ cranm Gm‘ "D _m
Rural Opiocids Utah State University | TI081890 Aclive

Technical Assistance
Grants

The system will display the number of records to be downloaded and require you to respond “Yes”
or “No” before proceeding to the data download.

You may Print or Save the data output as desired.

18
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Step 8: Log Out

To exit SPARS, click on the gear icon in the top right of the screen, and select Log out.

r \: Training and Technical Assistance (TTA) Programs
¢ SPARS -~ =
5‘4 L My Profile
Change Password
Training and Technical Assistance Grants Los out I
og ou

= Print

For security reasons, it is important to log out of SPARS while away from your desk.
Logging out of SPARS will block unauthorized users from viewing or modifying data.

ACCESSING HELP
For technical support or questions about SPARS, please contact the SPARS Help Desk.

Telephone: 800-685-7623
Email: SPARSHelpDesk@mathematica-mpr.com

Hours: Monday to Friday, 9:00 AM-8:00 PM (EST)

19
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