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Introduction to the NYSP Software for 2003

The Sports Program On-line Reporting and Tracking System (SPORTS) for 2003 has been enhanced to
incorporate recommendations made by program personnel in 2001 and 2002. The National Youth Sports
Corporation (NYSC) remains committed to assisting projects in the National Youth Sports Program
(NYSP) by providing a user friendly mechanism for recording the data required for compliance with the
NYSP Guidelines. The system is designed to minimize the time required for data entry and to reduce
redundancy.

Browser

The SPORTS software has been developed using Microsoft web development tools. To assure proper
performance of the software, please use Internet Explorer® as your web browser. Internet Explorer can
be downloaded free of charge.

-y

I

Internet Explarer

Overview

Go to www.nysponline.org to access the SPORTS website. Four institutional user names* and
passwords have been assigned for each institution. These user names are for the: 1) Project
Administrator; 2) the Activity Director; 3) the Computer Specialist; and 4) General. The first three user
names and passwords permit data entry. The forth user name (General) provides access on a "Read
Only" basis. All user names and passwords are case sensitive. Be sure to enter the user name and
password EXACTLY as provided, paying particular attention to uppercase and lowercase letters.
Programs may use all three data entry user names simultaneously when entering large quantities of data
(i.e. initial entry of participants or when entering participant attendance data). However, only one person
can be logged on with each user name.

* User names for 2003 are the same as those issued for the 2002 program. Please contact the NYSP
office (317/829-5777) if you cannot locate your user name/password.

National Youth Sports Program N SP

NYSC
Feedback
FAQ

user name [ NG
password [ N

click here to change wour passwan

Use the "NYSC" button on the NYSP Home Page to go to the home page for the National Youth Sports
Corporation. The "Feedback" button is an email link to the NYSP national office. Use the feedback
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button to report problems with the software. The "FAQ" (Frequently Asked Questions) button provides a
quick reference point when problems with the software occur. Check FAQ before submitting a feedback
request to determine if the answer to your question is already available online.

When you have successfully logged on, the following screen will appear:

National Youth Sports Program

home project dataentry participants reports download feedback

You may use this screen to navigate anywhere within the SPORTS software.
e The "home" button takes you back to the logon screen

e The "project data entry" button takes you to all screens that permit data entry. Your access to data
entry screens is controlled by the national office and are available in a set sequence. Initial access is
only to those screens required for the Application for Participation. Once you have entered the
required data, submitted your Application for Participation and approval is granted by the national
office, access to the Visitation Report Form and the Final Report Form screens will be available. See
Chapter 2 for more information regarding the use of the "project data entry” screens.

e The "participants" button takes you to data entry screens that allow you to record information about
the participants in your program. See Chapter 3 for more information regarding the use of the
"participants" features.

e The "reports" button allows you to view the data that has been entered.
e The "download" button takes you to a listing of forms and informational items that complement the
program. Examples include the NYSP Guidelines, sample letters, definition of terms related to

NYSP, off-campus activity form, etc.

e The "feedback" button was mentioned earlier in the introduction as a means to report technical
problems with the software. The "feedback" button is available in literally every screen within the
program. Use it for reporting technical problems only.

e The "news" button (not displayed in the illustration above) takes you to a site where current news
about NYSP is displayed. Check this site regularly for the latest updates about NYSP.

e The "logout" button (not displayed in the illustration above) is used to terminate your session.
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Timeline for Completion of Data Entry

Access to www.nysponline.org will be available on March 17, 2003. This will provide projects with over
6 weeks time in which to enter the data required in the Application for Participation. Projects will not have
access to the Visitation Report Form and Final Report Form until after the Application for Participation has
been submitted, reviewed and approved at the national office.

Once the Application for Participation has been reviewed and approved, projects will no longer have
access to the Application for Participation menu. Projects may, however, make additions or modifications
to selected sections of the software by using the Visitation Report Form or Final Report Form menus.

All data for the evaluation process must be entered in the Visitation Report Form menu prior to the

evaluation visit. Once the evaluation is complete, changes can only be made by using the screens
available on the Final Report Form menu.

Project Maintenance

Application For Participation <—

Project Maintenance

Visitation Report Form «———
Final Report Form >

Instructions for the use of each of the menu items noted above are provided in the following sections of
this manual.

Technical Assistance

Questions regarding use of this software should first be addressed to the evaluator assigned to your
program. Contact information for your evaluator was provided at the National Workshop. If the evaluator
is unable to provide the information you need, they will refer you to the national office at 317-829-5777.
Every effort will be made to respond to your questions in the shortest time possible.
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Chapter 1
Application for Participation
The first portion of the NYSP software that must be completed and submitted electronically to the national

office is the Application for Participation. The Application for Participation must be completed and
submitted prior to April 30, 2003. To complete the Application for Participation, follow these steps:

1) Logon to www.nysponline,org using one of the user names and passwords which permit data entry
(Project Administrator, Activity Director or Computer Specialist).

2) Click on "project data entry."

project data entry

3) When you click on "project data entry," the Application for Participation selection will be displayed.

project data entry

Project Maintenance

Application For Participation »

4) Clicking on "Application for Participation” will display a list of items where data entry is required.
These items include:

Project Organization
Community-Action Agencies
Personnel

Activity Programs

Education Programs

Direct Costs to be NYSP Funded
Institutional Contributions, and an
Application Summary
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Project Maintenance

Application For Participation

APP Project Maintenance

Project Organization
Community Action-Agencies
Personnel

Activity Programs

Education Programs

Direct Costs to NYSP Funded
Institutional Contributions
Application Summary
[Submit Application to NYSC

5. Click on "Project Organization" to enter data concerning the organization of your program. Each
field has a suggested data entry format displayed to the right of the field (although some computers may
display the format below the field). For example, the date fields ask for a format in which 2 digits are used
to designate the month, the day, and the year. April 9, 2003 would be entered as 04/09/03.

Application Date "mamiddfyy"
Estimated Start Date | "smiddin"
Estimated End Date "yl

Text fields also contain suggested data entry formats.

Ship Address "123 Main St"
Ship Address2 "Box 456"
Ship City "Metropolis"

Ship State [ "Iv

Ship Zip I "46240-1840"

Congress District | "Sth"
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Some fields contain data entry examples that mirror requirements of the NYSP Guidelines. For example,
the NYSP Guidelines require a program to meet for a minimum of 25 activity days (although NYSP funds
can be expended for up to 30 days), a minimum of one (1) day for staff orientation or participant
orientation must occur prior to the first activity day of the program, and each participant must receive at
least 120 minutes (2 hours) of sports activities each day (in a minimum of 2 distinctly different physical
activities daily). The total hours of operation are not dictated by the NYSP Guidelines, but must be
sufficient to include the required number of activity and educational hours, passing time between periods,
and time spent for meals.

DAYS, HOURS, AND TIMES OF OPERATION

Total Funded Activity Days I_ e
Total Staff Orientation Days Iﬂ_ Dy
Total Participant Crientation Days |D— Dy
Sports Activity Hrs per Day |— D3

Total Daily Hours of Cperation I—
(Excluding Transportation) "5

Time of Day First Activity Begins | am & pm & "08-00"
Time of Day Last Activity Ends | am 2 pm O "05-00"

The number of meetings required by the NYSP Guidelines includes at least one weekly staff meeting, and
at least one Advisory Committee meeting before, during and after the program.

MEETINGS
Mumber of Staff Meetings Scheduled During Project: | nan

Number of Advisory Committee Meetings Scheduled
Before Prujectl "7t During Prnjectl mjr After Project |— 0w

Information related to nutritional services is also required within the Project Organization section. The
date format is the same as that required in sections noted previously, with drop-down menus being
available for the type of meal, and text entry used to describe the location, preparation and service of the
meals.

NUTRITION
Date of Application to USDA | "mmiddin"
USDA Regional Office Location | "Indianapolis"
1st Meal Details 2nd Meal Details 3rd Meal Details

Type of Meal :] Type of Meal :] Type of Meal :]

Location of Meal I— Location of Meal I— Location of Meal I—
Prepared by |— Prepared by |— Prepared by |—
Served by |— Served by |— Sernved by |—
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[SavEI [Backl

Be sure to "Save" data that is entered!

6. Click on the "Community-Action Agencies" button to enter data related to the community action
agency(ies) that assist your project. This is the first year that this screen appears in the software (it was
previously information that was mailed or faxed to the national office). Up to three (3) Community-Action
Agencies can be submitted using this form (although only 2 are displayed below). If more than 3
Community-Action Agencies assist the program, please fax the entire list of agencies to the NYSP
National Office at 317-829-5779.

Community-Action Agencies

The Federal gowvernment requires that the NYSP national office retain a list of community-action agencies serving areas
participating in the National Youth Sports Program. Please complete the infor mation below and return to NYSP by April 20,
2003, with NYSP application for participation.

Please provide name(s), address(es) and telephone number(s) of community-action agency(ies).

Agency |

Contact name |
Address |

Telephone |

Agency |

Contact name |
Address |

Telephone |

[submit] [back]

7) Entering "Personnel” in the database can be accomplished in two (2) ways. If the staff member
worked in your NYSP program in 2002, the information can be copied from last year. If the staff member
is new to NYSP or did not work for your NYSP program in 2002, they can be added as a new staff
member.

To copy data for a staff member who worked in your NYSP program in 2002, click on the "Copy From
Last Year" button, select the staff member, and click "Copy Staff."

To add a new staff member, click on "ADD." When you add a new staff member, your first required
action will be to select their personnel type from the drop-down menu. Please note that personnel who
are not paid by NYSP are also entered here, such as members of the Advisory Committee, your Project
Administrator, and your institution's President or Chancellor. In addition, any staff member paid by non-
NYSP funds who works in your program or who volunteers in your program should be entered in the
Personnel section. The amount of non-NYSP pay and the estimated value of a volunteer's time must be
entered in the personnel section if the institution is to receive credit for these contributions.
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A volunteer is any individual who contributes time to NYSP. In order to receive credit for a volunteer, the
program must:

e Enter the person, with supportive information (address, phone numbers, gender, etc.) under the
appropriate personal category in the NYSP database.

e An estimated value for the volunteer's service must be entered in the appropriate category in the
personnel database (private, public, or institutional).

Example:

e A person who is otherwise not being paid by any agency or entity during the time when he/she works
with NYSP, i.e. a parent of a participant who is unemployed, or an individual who works during hours
other than those during which the NYSP is in session.

An individual paid by non-NYSP funds is any individual who works for NYSP in any capacity during norma
| operating hours of the program, and whose salary for those hours is paid by sources other than NYSP fu
nds.

e Enter the person, with supportive information (address, phone numbers, gender, etc.) under the appr
opriate personnel category in the NYSP database.

e An actual or estimated value for the individual's service must be entered in the appropriate category i
n the personnel database (private, public, or institutional).

Examples:

e A police officer assigned to NYSP during their regular shift.

o Alifeguard paid by the institution and assigned to guard during NYSP use of the pool.

e A professional staff member whose salary for services to NYSP are paid by the athletic department or
the academic department in which they are employed.

An individual who contributes their time as a speaker for the education program is not considered to be eit
her a volunteer or an individual paid by non-NYSP funds (credit for their services to the program are docu
mented in the "Credits and Contributions"” sections of the Project Visitation Report. See Chapter 2).

To add someone to the Personnel roster, click on "ADD," select the personnel type from the drop-down
menu, and click "Add"

Select Personnel Type: _[Mﬂ || Back]
Advisory Committee

Auxiliary Staff
Chancellor
Fiscal Officer
President
Professional
Project Admin
Project Aide
Supporting Staff

When the "Personnel Type" has been selected, a data entry screen will be displayed. The fields
required for data entry will vary by personnel type. For example, no salary data is required for members
of the Advisory Committee. An email address is required for the Project Administrator and Activity
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director, but not for Project Aides (however, please enter if available). An example of the data required for
a Professional staff member is displayed below. Required fields are marked with an asterisk.

Professional

Continue

Some personnel screens ask for data in different ways. The "NYSP Activity" for a Professional staff
member (above) is selected from a drop-down menu. The "NYSP Activity" for a Project Aide is entered
as a text field. In all instances, enter the data if available, even though the field may not be required.

Communication is a key to success in NYSP. To facilitate communication, please try to enter all
information related to each staff member. Enter the phone number where the staff member is most likely
to be reached during the business day (Phone 1 or Phone 2 depending on your local preference). Use a
fax number for the NYSP office, or the office closest to NYSP for each staff member paid by NYSP funds
(if they do not have a personal fax machine). Encourage inclusion of email addresses for all staff (NYSP
does not, and will not, share these addresses with any outside vendor. They are for use by the NYSP
National Office and NYSP Evaluators ONLY). Consider using the local NYSP office phone number as a
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contact number if the staff member has only a home number. Use the local NYSP office phone number
as Phone Number 1 if the staff member has no home phone number.

The location in which Salary information is entered may not be clearly identified on the entry screen.
Salary information begins with "NYSP" immediately below the "Gender" field. If a staff member is paid by
NYSP funds, enter the amount in the "NYSP" field. Enter a zero ("0") in all other salary fields. For the
permissible range of salaries paid from NYSP funds, see the "download" menu and select "Questions and
Answers." For staff paid by non-NYSP funds, or for those who are volunteers, enter the value of their
time in the appropriate salary field and enter a zero ("0") in all other salary fields.

For volunteers and staff paid by non-NYSP funds, two (2) factors must be considered: the amount and
the source. Determine the amount by taking the person's regular salary and applying it to the number of
hours they work with NYSP. Determine the source by considering:

o if they work for a tax-supported agency such as the police department, the fire department or city
government, and their participation in NYSP is during their normal working hours, the contribution is a
" non-NYSP public" contribution;

o f they work for an agency that does not receive tax support, such as the local grocery store, a private
attorney, a banker or a beautician, and their participation in NYSP is during their normal working
hours, the value of their time is a " hon-NYSP private" contribution.

o if they work at your institution, and their participation in NYSP is during their normal working hours,
the contribution is a "non-NYSP institutional" contribution.

NOTE: If a person who works for a public or private agency, or your institution volunteers to work with
NYSP during their non-work hours, the value of their time is recorded as a "volunteer public”, "volunteer
private”, or "volunteer institutional" contribution. Example - a nurse who works at the local private hospital

at night, works at NYSP during the day. The value of her time is listed as "volunteer private."

Lastly, combinations of salary sources are a possibility. For example, if a policeman works a portion of
his or her regular shift with NYSP, and returns during non-duty hours to volunteer with the program,
salary data can be entered in both the "non-NYSP Public" and "Volunteer Public" fields.

Projects are encouraged to do their best to generate salary data that they can justify during the evaluation

visit or during an audit.

"Date Terminated" is to be used ONLY WHEN A STAFF MEMBER IS TERMINATED PRIOR TO THE
LAST DAY OF THE PROGRAM. If a staff member works for the entire program, leave this field blank.

When data for the Personnel screen has been entered, click on "Continue.” You will have an opportunity
to edit your information before submitting it. If you wish to make changes, click on "Make Changes." If the
data is acceptable, click "Submit Entries."

Sports Program On-line Reporting and Tracking System (SPORTS) Manual - 2003
Page 11



8) Entering "Activity Program" data is accomplished by clicking on the "Add New" button. Select the
activity from the drop-down menu, indicate whether or not the activity is co-educational, estimate the
percentage of time to be dedicated to instruction and completion, and provide a description for the activity
if "Other" was selected from the drop-down menu. When finished, click on "Save."

Activity Program: [ Badminton % ]
|s this a COED activity? ® Yes O No
Percent of Time for Instruction |_

Percent of Time for Competition |_

Description (Only used for type "Cther") |

9) Entering "Education Program” data is accomplished by clicking on the "Add" button and selecting the
appropriate program type from the "Education Program Type" drop-down menu.

Educational Program Type v Alcohol & Drug |
Career & Education

Lzl D Math/Science
Total Hours per Topic per Participant Nutrition & Health
Other

Senior Program
Total Hours of Hands-On/finteractive Instruction: |0 - | 00 % |

Total Hours in Small Groups per Participant:

Use the "Description" field for educational programs designated as "Other" on the drop-down menu (see
illustration at the top of the next page).

e Enter the number of hours and minutes - to the nearest 15-minute increment - that this topic will be
presented to each participant.

e Enter the number of hours and minutes - to the nearest 15-minute increment - that this topic will be
presented to groups of 35 or less ("small groups").

e Enter the number of hours and minutes - to the nearest 15-minute increment - that this topic will be
presented using hands-on/interactive instructional methods.
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Educational Program Type [ Other - ]

Description |The Political Process

Total Hours per Topic per Participant |1 .
Total Hours in Small Groups per Participant: |U .
Total Hours of Hands-On/fInteractive Instruction: |U -

10) The "Direct Costs to be NYSP Funded" screens are used to enter and edit the expenditures which
will be funded by your NYSP Grant. Staff Wages & Salaries will automatically transfer from the Personnel
section of the Application for Participation (if you have entered Personnel in the database). For this
reason, it is suggested that you enter personnel in the database before entering other data in the "Direct
Costs to be NYSP Funded" screens.

e Enter your estimate for the amount of NYSP funds to be expended for Staff Benefits.
e Enter your estimate for the amount of NYSP funds to be expended for Medical Services.

] Direct Costs to be NYSP Funded - Microsoft Internet Explorer

National Youth Sports Program

home projects participants  reports download feedback logout

State Uni
Direct Costs to be NYSP Funded

|A. Staff Wages & Salaries

1. Auiary Count: 6  Amouar 240000 These amounts are entered

2 Professional  Count5  Amouns [450400 automatically from the data entered -
3 Project Aide  Count8 Amount [350300 in the Personnel section of the

4 Supportng  Count'S Amouns [B00000 Application for Participation.

Total: |16407 00
B. Staff Benefits

a FICA  Amount D i}

1 Amount: [154.00 \

Total: |454.00 Enter estimates for these amounts.
C. Medical Services /

01 Amount [0.00

Asnount |555 oo
I |
|@ Daone lilili B Intemet |
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The following illustration is a representation of the “Direct Costs to be NYSP Funded” screen that will be
used to enter and edit the budget estimate information for the Application for Participation.

e This example shows sections “D” through “F”, or Insurance through Miscellaneous. Section G —
Transportation — is not displayed.

e The Insurance cost will be calculated by the system, based on the information previously entered for
projected enrollment and personnel.

e Enter your estimate for the amount of NYSP funds to be expended for Operating Costs (Facilities
Restoration, Nonexpendable Equipment, Expendable Supplies, Extra T-Shirts) and Miscellaneous
(Nutrition and Miscellaneous Expenses).

e The program will calculate a Grand Total that represents the total costs that have been entered and
are to be NYSP Funded. The Balance Remaining is calculated by subtracting the Grand Total from
the Grant Amount (these three fields are not displayed in this manual, but occur in the software at
the bottom of the page, immediately after the entry for Transportation).

e The "Save" button should be selected after all information has been entered. The "Back" button will
return you to the Application for Participation Main Menu WITHOUT saving the information that has
been entered on this screen.

5 Direct Costs to be NYSP Funded - Microsoft Internet Explorer

| File Edit View Favortes Tools Help \

J#-.-»-s@fﬁﬁ|@@é3 >
top Home

Back Forward Print Refresh Search Favorites History
J Address I@ http: / Avew. aretesw.comsnysp/BudE stNYSPE xt. asp Pvif=0 ;l PED
D. Insurance =
. Amount [49725 Automatic calculation
Total: |497.25

|E. Operating Costs

1. Facilities Eestoration Arnount: |5|]III,UD
2. Nonexpendable Equipment Amount: IGDDADD
3. Expendable Supplies Amount: |33DU.EIEI
4. Extra T-shirts Amount: IESEDU .
Enter estimates for these
Total: [4652.00 expenses

F. Miscellaneous

1. MNutnition expenses Anount: IU,D[]

2. Mhscellaneous expenses Amount: I?ZQE‘DD =
4] | »|
|&] Done |_|_|' Internet i
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11) “Institutional Contributions" are entered on the screens illustrated below.

e The entry screen has five sections (Facilities, Non-Expendable Equipment, Project Administrator’s

Salary, Supporting Services, and Other) and is represented in this manual with the following three

illustrations.

e The Total field in the far right hand column is calculated based on “Qty” times “Days” times “Cost per
day.” Therefore, if you have a situation where you only want to enter the Total Cost, you can enter a

value of 1 for both the Qty and the Days, and your total cost in the Cost per day field.

e A Description will be required when an entry is made for ‘Other’ facilities.

Facilies

a. Football Field IU—Q‘“"‘“W I%_EYE I%U_HPEF day ol

b. Baskethall Court IU_OI-Iantity: I[;_EE I%U_StPer day: " Total:

c. Tennis Court IU_QI-Iantity: I[E)J_EE I%U_StPE’ day: . Total:

d. Badminton Court IU_GLIantity: [;a 5 I(E]U_StPer day: . Total:

8. Valleyball Court IU—Q“"”“W: Days I%U_HPEF day: ot

f Bwimming Foal Iu_Ouantlty: [EJ]a 5 I%U_StPE’ day: " Total:

g. Track = Quantity: [;a 8 I%U_StPEf day: . Total:

h. Gymnastics Izantity: Days Cost per day: Tatal:

Room I[]— 0 |0_P 0

i. Soccer Field IU_QLIantity: [EJ]a 5 I%U_StPE’ day: . Total:

j. Other IU_Q“a”ml": [E)]a S I%U_StPET day: . Total: Description: I—
k. Other IU_QUEHHT}': I[;_aﬁ I%'-"_StPer day: . Total: Description: ||
| Other IU_Q“’"”“W [;3 s: I%O_STPEF day: , Totak Sentites

The illustrations on the following page display the data entry format for Non-Expendable Equipment,
Project Administrator’s Salary, Supporting Services, and Other Contributions.

The Estimate in the far right hand column of the section on Supporting Services is calculated
automatically by taking the Hours per Week times the Hourly Rate times the Number of Weeks.
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a. Depreciation Costs Amount: |U
b. Repair Costs Amount: |U
c. Replacement Costs  Amount: |U

a. Salary  Weekly Cost: [0 Number of Weeks: [0 Amount: 0

a. Secretarial Hours per Week: [0 Hourly Rate: [0 Number of Weeks: [0 Estimate: 0
b. Medical Hours per Week: [0 Hourly Rate: [0 Number of Weeks: [0 Estimate: 0
c. HR Payroll Hours per Week: [0 Hourly Rate: [0 Number of Weeks: [0 Estimate: 0
d. Custodial Hours per Week: [0 Hourly Rate: [0 Number of Weeks: [0 Estimate: 0
e. Fiscal Officer  Hours per Week: [0 Hourly Rate: [0 Number of Weeks: [0 Estimate: 0

a. Cafeteria Quantity: IU_Days: IU_Dain Cost: IU_ Total: 0
b. Offices Quantity: IU_Days: IU_Dain Cost: Iﬂ_ Total: 0
c. Training Room Med Center  Quantity: [0 Days: [0 Daily Cost: [0 Total 0
d. Phones Quantity: IU_Days: |U_Dain Cost: Iﬂ_ Total: 0
e. Faxes Quantity: Iﬂ_Days: Iﬂ_Dain Cost: IU_ Total: 0
f. Copiers Quantity: [0 Days: [0 Daily Cost: [0 Total: 0
g. Printers Quantity: [0 Days: [0 Daily Cost: [0 Total: 0
h. Postage Quantity: [0 Days: [0 Daily Cost: [ Total: 0
I Utilities Quantity: [0 Days: [0 Daily Cost: [O  Total: 0
J- Apparel Quantity: [0 Days: [0 Daily Cost: [O  Total: 0
k. Transportation Quantity: [0 Days: [0 Daily Cost: [0 Total: 0
. Vehicles Quantity: IU_Days: Iﬂ_Dain Cost: IU_ Total: 0
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12) The following illustration is a representation of the “Application Summary” screen that is used to
display and print a summary of the information entered on the Application for Participation.

Project Organization Estimated Costs to be NYSP funded Estimated Institutional Contributions
Estimated Start Date: A, Staff wiages & Salaries_ $1,000.00 Athletic Facilities_ $0.00

Estimated End Date:_ E. Staff Berefits _ $0.00 Honexpendable Equiprment_ $0.00

Estimated Number of Boys:_ 20 C. Medical Services _ $0.00 Praject Administrator Salary_ $0.00

Esti mated Number of Girls:_ 20 D. Insurance _ $0.00 Supporting Services_ $0.00

Projected Enrollment:_ 40 E. Operating Costs _ $0.00 Other Cortributions__$0.00

Estimated ADA;_ 22 F. Mizcellaneous _ $0.00

Estimated NYSP Inst Staff:_ 1 5. Transportation: _ 0,00

Estimated Participant-Staff Ratio: 32.0 Ta 1
Estimated Srant Amourt:__$50,000.00
Total Funded Activity Days:_ 0
Sports Activity Hrs per Day_
Staff Meetings Scheduled:
Advisory Committes Meetings Scheduled
Before Project:_
Ouring Project:_
After Project:_

TOTAL: $1,000.00 COUNT: 0 TOTAL: $0.00 COUNT: 0

Personnel

fdvisory Committes 1] a 1] ] $0.00
Axiliary Staff o o a u] $0.00
Chancellar 0 a 1} 0 $0.00
Fiscal Officer 0 a 1} 0 $0.00
Fresident 1} a 1} 0 $0.00
i il o 1 il $4,000.00
o o a o $0.00
o o a o $0.00
u] [x] a u] $0.00

Activity Programs Education Programs

_ o

Activity Programs Entered: Education Programs Entered:_ O
COED:_ O Total Hours Per Topic Per Participart:_ 0

feverage Competition Tirme  0.00% Taotal Hours in Small Sroups Per Participal

When you have entered and proofed all required information, Submit your Application for Participation by
clicking on the "Submit Application to NYSC" button. The deadline is April 30!

APP Project Maintenance

Project Organization
Community Action-Agencies
Personnel

Activity Programs

Education Programs

Direct Costs to MYSP Funded
Institutional Contributions
Application Summary

[ Submit Application to NYSC]
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Chapter 2
The Project Visitation Report

Once a program has completed initial data entry and has selected "Submit Application to NYSC," the
Application for Participation will be reviewed by NYSP national office staff. The Project Administrator will
be contacted if additional information is required, or if modifications are requested. If no additional
information or modifications are required, the application will be approved. The approval process does
not involve any formal communication with local program staff. A program can verify whether or not the
Application for Participation has been approved by logging in to the NYSP site ( www.nysponline.org )
and viewing the "project data entry" menu.

When programs are approved, access is granted to two additional data entry screens under the "project
data entry" menu. The screens are the Visitation Report Form and the Final Report Form.

project data entry

Project Maintenance

Visitation Feport Form

Final Report Form Ky IS4 Ella ChElIE:
Project Organization

-| Project Dates

New Items H Medicallnformation

not found Personnel
Inthe | activity Programs
Application .
for Education Programs

Participation Direct Costs to NYSP Funded

-| Credits and Contributions

J Equipment
Project Summary

The Visitation Report Form (VRF) includes 4 new menu items (see illustration above), as well as
additional fields under Project Organization.
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Under Project Organization, a new field for Method of Certification has been added. Projects need to
use this field to indicate the method by which they verify the eligibility of participants, i.e. letter from
Community-Action Agency/target areas, income statements, etc.

PROJECT ORGANIZATION AND SCHEDULE

Method of Certification |

Additional fields have also been added under Project Organization with which to indicate if the program
plans to provide additional program days, and to indicate the estimated number of participants that are
transported daily.

DAYS, HOURS, AND TIMES OF OPERATION
Additional Days [ "2

Estimated Mumber of Participants I_
Transported Daily "50"

Project Dates

The system will use the starting and ending dates entered in the Application for Participation to develop a
listing of all available program dates. Program staff must select the "Project Dates" menu item and
indicate the dates on which the program will meet.

[ check All|[ Uncheck All || Finish | | Back

Please check the dates scheduled for this program
6212003
6/3/2003
6/4/2003
6/5/2003
6/6/2003
6712003
6/8/2003
6/9/2003
6/10/2003

Rl Kl OO K K K K E
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Medical Information

A new menu item for "Medical Information" is also available. This menu includes data on the number of
medical examinations submitted (an automatic calculation based on data entered in the "participant”
database - see Chapter 3), as well as the number of medical examinations that were paid for with NYSP
funds (Paid) and those that were administered at no cost to NYSP (Free). These numbers also carry over
from the "participants" database.

This menu is also used to indicate the estimated value of each medical examination (the amount of
money that a physician or clinic in your area would normally charge for a medical examination of this
type). The "Total Estimated Monetary Value for All Examinations" is computed automati-cally, as is the
"Total Amount of Donated Monies for Examinations." Projects must enter the "Total Amount of NYSP
Funds Spent on Examinations" (not to exceed an average of $7 per examination). The "Actual Cost Per
Medical Examination" is computed automatically.

MEDICAL INFORMATION

Medical Forms Submitted: 22
Number of Examinations Administered to Participants:  Paid: 0 Free: 20 Total: 20
Estimated Value Per Medical Exam: | L To b

Total Estimated Monetary Value for All Examinations: |— "1000.00"
Total Amount of NYSP Funds Spent on Examinations: l— "500.00"
Total Amount of Donated Monies for Examinations: | "1000.00"
Actual Cost Per Medical Examination: [ooo” | "7 50"
Do examinations exceed the minimum requirements? O yes ® no

If yes, list the item(s): |

Projects must indicate if the medical examinations exceed the minimum requirements of the NYSP
Medical Examination Form (see Medical Examination Form on the "download” menu). If "yes"is
indicated, a short statement describing the manner in which the exam exceeds minimums is to be
entered.

The remainder of the Medical Information section asks for a numerical summary of the types of pre-
existing medical conditions identified during the administration of the medical examinations, as well as an
indication of the number of parents who have been notified of pre-existing medical conditions and the
number of medical follow-ups that have been performed. The Medical Coordinator is the staff person
from whom this information is to be obtained. Projects are asked to use the categories included in the
software. Any conditions that do not fit the categories listed should be totaled and entered under "Other."
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Summary of Pre-Existing Medical Conditions

Condition Number of Problems
ADD: 0 L
Allergies: 0 L
Asthma: [0 nym
Autistic: 0 L
Blood Pressure: |0 L
Vision Problems: |0 oL

Number of parents notified of "1o"
pre-existing medical conditions:

Number of medical follow-ups performed: "10"

Personnel

The Personnel section of the database can only be modified in certain ways. Staff paid by NYSP Funds
are "locked" by the system when the Application for Participation is approved. Any changes for staff paid
by NYSP funds (i.e change of salary, hiring of additional staff paid by NYSP funds, etc.) must be
approved by the national office. Other staff (Advisory committee members, volunteers, or staff paid by
non-NYSP funds) can be added or modified at any time. The Personnel portion of the Visitation Report
Form functions the same as the Personnel section in the Application for Participation.

Activity Programs

The Activity Programs portion of the Visitation Report Form functions the same as the Activity Programs
portion of the Application for Participation. Use this section to add, delete or modify the list of activities
offered in NYSP.

Educational Programs

The Educational Programs portion of the Visitation Report Form functions the same as the Educational
Programs portion of the Application for Participation. Use this section to add, delete or modify the list of
educational programs offered in NYSP.

Direct Costs to be NYSP Funded

Data entered in the Application for Participation is displayed in the "Direct Costs to be NYSP Funded"
summary screen. The summary screen reflects the estimated expenditure of NYSP funds for items
related to the conduct of NYSP (see "Est Total" on the illustration that follows).
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C. Medical Senvices . 2000 0 NYSP Medical Examiations

D Insurance . 40 63 B0.13

E. Operating Costs 1. Facilities Restoration 0 0
E. Operating Costs 2. Monexpendahle Equipment 0 1]
E. Operating Costs 3. Expendahle Supplies 95 0.95
E. Operating Costs 4. Extra T-shirts 342 342

F. Miscellaneous 1. Nutrition expenses 434 434
F. Miscellaneous 2. Miscellaneous expenses 500 434 Sports Equipment

To record an actual expenditure of NYSP funds, click on the item in the "Group" column that corresponds
with the expense (Miscellaneous in this example). Enter the data in much the same way as you would
write a personal check. Click save. The amount of the expense will now be displayed in the "Total"
column of the summary screen (see illustration above).

Category [F.Miscellanenusi’ Suh-Calegnry[Z.Miscellanenus expensesil Date Paid|5:3m2003

Paid to |Hensley Products AmnunlISUU

Sports Equipment |
Description =

[ save] [Add Annther] [ hack]

Credits and Contributions

Contributions to the program are documented by adding new program contributions or by modifying those
contributions anticipated during the Application for Participation process.

To modify a previously recorded contribution, click on the "Subgroup” and change the amount. In the
example that follows, the institutional contribution of a basketball court was modified from the "Est Total"
of 5625 to a "Total" of 5650 by clicking on "A. Athletic Facilities b. Basketball Court" and changing the
amount when the entry screen was displayed.
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[ RETURN TO FUNCTION MENU | [ ADD |

The following Credits and Contributions have been previously entered:

A Athletic Facilities a. Football Field 0 0
A Athletic Facilities b. Baskethall Court 5650 o625
A Athletic Facilities c. Tennis Court 0 0
A Athletic Facilities d. Badminton Court 1500 1500
A Athletic Facilities e. Volleyball Court 6250 6250
A, Athletic Facilities f. Swimming Pool 6250 6250

To add a new contribution, click on "ADD" (see illustration above). An entry screen similar to that
illustrated below will appear. Select a Category (Institutional, Public or Private), and a Sub-Category
(Cash Donation, Equipment, Facilities, Nutrition-USDA, Nutrition-Other, Other, Speaker, Supplies, or
Transportation). Enter the date that the contribution was received, indicate who the contribution was
received from, the actual or estimated amount of the contribution, the address of the person from whom
the contribution was received, and a brief description of the contribution. When all data has been
entered, click "Save."

Category [ 3.Public Contributions +] Sub-Category| Other Date Received [6/1/03

=]

Amount |2500

g

[ove]

The assumption for the contribution above is that Dr. Ferris works for a public health clinic, not a private
practice.

Received from |Dr. Mark Ferris

Address |1 23 Elm Street, Downlown

Medical Examinations
Description

In the example that follows, Ms. Jensen is a public employee, probably a police officer with an office at
the Public Safety Center.

Category [ 3. Public Contributions i’ Sub-Categnry[ Speaker

ﬂmountlEUU

g

[save] [mmher] [hack]

K

Date Received |6/30/200

Received from [Betty Jensen

Address |Public Safety Center

Education session - [-Jrug Awarenessi
Description

A summary of the contributions donated by institutional, public and private sources is displayed when
"Credits and Contributions" is selected from either the Visitation Report Form or the Final Report Form
menus.
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F. Speakers a. Speakers 200 5000 Education session - Applying for Financial Aid

Speaker 200 Education Session - Drug Awareness

Speaker 200 Education session - Saving for the Future

Equipment

When "Equipment" is selected from the Visitation Report Form menu, the following summary screen is

displayed. Equipment obtained in previous years and entered in last year's NYSP database can be
copied to the current year by selecting "Copy from Last Year." To add new equipment or to add
equipment not entered in the previous year's inventory, click on "Add New."

[Return To Function Menu|[Add New| [Copyfrom Last Year|

The following Equipment has been previously entered:

Equipment Type Description Serial Mumber Acquisition Date Acquisition Quardity Condition Location Institutional Contribution

When "Add New" is selected, an entry screen appears. Only numeric data can be entered in the
"Acquisition Cost" and "Acquisition Quantity" fields.

[Save] [[‘.Ielete] [Back]

Equipment Type [ Basketball il

Description of Equipment |Eia||5 donated by MNYSP "volleyball nets"
Serial Number | MIA "ABC-54321"

Acquistion Date |4/15/2003 "mm/dd/yy"

Acquisition Cost |0 "20.00"

Acquistion Quantity [12 "2

Condition |New "good"

Location |Gym Storage Room #1 “locker room"

Is this equipment an
institutional contribution? Yes © No ®

[Save] [ Delete] [ Back]
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Project Summary

The "Project Summary" displays a summary of all data entered in the Visitation Report Form.

Project Organization Actual Costs to be NYSP funded Actual Institutional Contributions
Actual Start Date:__6/2/2003 A. Staff Wages & Salaries__$11,500.00 Athletic Facilities__$50,625.00

Actual End Date:__7/3/2003 B. Staff Benefits __$1,234 00 Nonexpendable Equipment__ $5.00

Actual Number of Boys:__10 C. Medical Services _ $2,000.00 Project Administrator Salary__ $2.500.00
Actual Number of Girls:__10 D. Insurance __ $40.63 Supporting Services__$14,030.00

Actusl ADA:__18 E. Operating Costs __$437.00 Other Contributions:

Actual NYSP Inst Staff:__2 F. Mscellaneous §1 434 .00 Speakers__$200.00

Actual Participant-Staff Ratio:__ 8.0 To 1 3. Transportation: 35,494 87 Msc Contributions__$0.00

Actual Grant Amount:__$50,000.00
Total Funded Activity Days:__ 26
Additional Days:__
Sports Activity Hrs per Day__3
Staff Meetings Scheduled:_ 256
Advisory Committee Meetings Scheduled
Before Project:__1
During Project:__ 1
After Project:__ 1

TOTAL: $52,140.50 TOTAL: $78,810.00

Personnel

Advisory Committes 2 1 il o $0.00
Auxiliary Staff 7 2z o 2 $8,500.00
Chancellor 1 1 0 1] $0.00
Fiscal Officer 1 1 [} o $0.00
President 1 o o a $0.00
Professional 3 2 1 2 $5,000.00
Project Admin 0 ] o u} $0.00
Project Aide 1 ] 1 o $3,000.00
i 1 1 1) 1 $6,000.00

2
3
g

Activii Pmirams Education Proirams Eiuiiment
Activity Programs Entered:__ 6 Education Programs Ertered:__ 4
COED:_6 Total Hours Per Topic Per Participant:__17 Equipment tems Enterad:__1
Ao e Co ition Time__20.00% Total Hours in Small Sroups Per P ant:__1E
Back
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Chapter 3
The Participant Database

participants

The Participant Database is used to prepare documents required for compliance with the NYSP
Guidelines, as well as assist projects in maintaining an accurate record of participants and their
attendance. There are five functions on the Participants Menu:

Participants Menu

Participant Maintenance
Farticipant Groups
Group Assignment Utility
Daily Attendance Sheets
Daily Attendance Entry

Participant Groups

Although not the first item on the Participants Menu, one of the first considerations suggested for
organizing your participants is to decide how they will be divided into groups. You can create groups
manually, or you can use the "Group Assignment Utility" to have the computer create groups for you. The
"Group Assignment Utility" will be described later in this chapter.

If you plan to manually assign participants to groups, decide how many groups you will have and what the
name of each group will be. In the example that follows, six (6) groups are anticipated and the groups are
identified with the names of animals. Groups are created by typing the name of the group in the "Group
Name" field and clicking on "Add."

Participant Group Maintenance
ProjectID |268

School ID TEST SCHOOL 16

Froject Year |2003

Group Name* || |

[ Return To Participant Menu]

The groups identified on the "Participant Groups" menu will appear in drop-down menus when
participants are actually entered in the "Participant Maintenance" section of the database.

Group names can be changed and groups can be deleted. In the example below, the group name
"Tigers" is being changed to "Tiger Cubs." To change a group name click on the name of the existing
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group and edit the group name in the "Group Name" field. Click on "SAVE CHANGE" to complete the
process.

Participant Group Edit

Project ID |268
School ID |TEST SCHOOL 16
Project Year |2003

Group Nam} Tiger Cub

| DELETE || SAVE CHI;;NGE

* This is a listiny of the Groups that currently exist:

Bears

Here is the result of the name change process:

* These Groups already exist. To EDIT one select from this list:
Lions

Tiger Cubs
Bears

Groups can be added, modified or deleted by using the "Participant Groups" menu.

Participant Maintenance

The "Participant Maintenance" menu is used to enter participants in the database, to modify information
related to a participant, or to perform searches and sorts. Participants who were enrolled in NYSP at your
site in the summer of 2001 or 2002 can be "copied" to this year's participant directory. When copying
participants from one year to another, verify that addresses and phone numbers are still accurate, as
some participants may have relocated since participating in last year's program.

When you select "Participant Maintenance," the following "Find Applicant/Participant" screen will appear.
An "Applicant" is a child for whom you have either an NYSP Application or an NYSP Medical Examination
Record form, or both. An "Applicant" does not become a "Participant” until you have both an NYSP
Application and an NYSP Medical Examination Record form and the child has attended NYSP for at least
one (1) activity day.
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Find Applicant/Participant

Search

String ‘IEDDE

Search In [ Project Year = I

Sort By [ Last Name - I

|Search|

If you were to click on "Search" on the screen above, you would get an alphabetical listing of all
applicants who have been entered in the 2003 database, sorted by last name. If you wanted to find a
child named Anderson, enter Anderson in the "Search String" field and select Last Name in the "Search
In" field. You can have the results of your search sorted by any of the available fields: Last Name, First
Name, Zip Code, Age, Group or Project Year.

The result of a search for participants with the last name of Benson, sorted by First Name is shown below.

i i . . .~ ApplicationMedical
Year Group Last Name First Name Birthdate Age Gender Approved Form

2003 101 Benson Garreth 3/6/1988 15 i1 Yes Yes
2003 101 Eenson Janet 6/5/1987 15 F Yes Yes

When entering participants in the database, you might first do a search for an applicant by last name,
sorted by first name. The result of such a search (all previous applicants with the last name you selected)
can assist in data entry. You can copy this person from a previous program year to the 2003 roster by
clicking on "Copy" in the participant's record.

You can copy multiple participants by clicking on the "Copy Multiple Participants" selection (see
illustration below). The result of this action will be an alphabetical list (by last name) of all previous NYSP
participants. Check the participants you want to move to the current year and click "Copy."

Participant Maintenance

Add New Applicant to add a new individual for the current year
Copy Multiple Participants to copy multiple participants from previous year
Delete Multiple Participants to delete multiple participants from current year

You can delete multiple participants, for instance, all applicants who submitted applications but did not
follow through and either obtain a medical examination or attend the program. Clicking on "Delete
Multiple Participants" will result in an alphabetical listing, by last name, of all applicants in the current
(2003) database. Check those you wish to delete and click on "Delete Selected Participants” (see
illustration on the following page).
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Prince, Andy %) 2003
Prince, Candy U 2003
Prince, Mandy A 2003
Eennes, Sarah I:l 2003
Williams, Jessica %] 2003
Wood, Dawnd [ 2003

Delete Selected Partigipants || Go Back
k:

Adding a New Participant:

To add a new participant, simply click on "Add New Participant." The following screen will appear:

PARTICIPANT DIRECTORY

* indicates required field
Project ID 268

School ID  TEST SCHOOL 16
Project Year 2003

*Bith Date | | "mm/ddfin"

Age

* Last Mame |— * First Name |— .1 |_

* Gender [ ¥ ] Group * Previous Years in NYSP E]

Application Completed? 4 Medical Form Submitted? [+
Lives In Target Area? [W Economically Disadvantaged? [+

Medical Examination: Free ™ _OR- Paid with NYSP Funds =

Phone | Address |
City | State [ | Zip |
Parent's Mame | Home F"hune| Work Phone |

Emergency
Contact Name | Home Phone | Work Phone |
Relationship |

[Save Changes][BACK]

Begin by entering the participant's date of birth. The system has been designed to determine if a child is
within the acceptable age range when the date of birth is entered. A child must be within the age range of

10 to 16 years of age. If a child turns 10 on or prior to August 30 of 2003, they are eligible for the
program. If a child turns 17 on or after June 1, 2003, they are eligible for the program.

Examples of birth dates that fall outside the acceptable range, and the resultant alerts, are shown on the

following page.
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PARTICIPANT DIRECTORY

. o . =——— Internet Explorer Script Alert
* indicates required field E E

Project I 268 . .
Applicant is too young.

School ID TEST SCHOOL 16 bp young

Project Year 2003

* Birth Date |1 223093 | "pemald "
Age

* Last Mame | * H

PARTICIPANT DIRECTORY

. . =——— Internet Explorer 5cript Alert
* indicates required field E E

Pl L s a Applicant is too old.
School I TEST SCHOOL 16
Froject Year 2003

* Birth Date IUEIEEIEE “mm/ddhn"
Age

* Last Mame | *F

If an
applicant is within the acceptable age range for the program, continue to enter data. Last Name, First
Name and Middle Initial (MI) are added as text fields. Gender, Group and Previous Years in NYSP are
drop-down menus. You may select an item from a drop-down menu or strike the key that corresponds
with the first letter (or number) of your desired entry. For example. entering "F" in the "Gender" field will
automatically select "Female." Striking a "T" in the "Group" field will automatically select "Tigers" as the
group. Typing the number "2" in the "Previous Years in NYSP" field will place a 2 in the corresponding
box.

* Last Name | * First Name | M.I.
* Gender - Group * Previous Years in NYSP |C2y

!—II

Phone | Ad

:::Ie bmpleted? [ Eg::: itted? [ ?
Cives In Target Area? [ Giraffes vantaged? A 2
Medical Examination:  Free | Jaguars NYSP Funds O 3
Zebras 4

S

6

Some fields in the participant entry form are check boxes or radio buttons. All check boxes are
"checked" as the default. To "uncheck" a check box, click on the box, or hit the space bar when the
check box is highlighted. A radio button allows only one selection in a series to be chosen. The selection
choices for the "Medical Examination" section are "Free" or "Paid with NYSP

Funds." "Free" is the default selection. To change the selection, simply click on "Paid with NYSP Funds"
or hit the space bar when the "Paid with NYSP Funds" button is highlighted.
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Medical Examination:

Application Completed? M Medical Form Submitted?
Lives In Target Area?

M Economically Disadvantaged?

M
M

Free ® -OR- Paid with NYSP Funds O

When all data for a child has been entered, click on "Save Changes" at the bottom of the entry screen.

Phone |
City |

Address |

State I_ Zip |

Parent's Name|

Home Phone | Work Phunel

Emergency |

Contact Name

Relationship

Home Phone | Work F’hnnel

[Save Changes”BACK]

The data will be displayed for review, along with access to additional "Fields for Special Usage." To
access the special use fields, click on "Fields for Special Usage" at the bottom of the entry screen.

Emergency
Contact Name

Relationship

fLucille
|Sister
QFields for Special UsageD

| Save Changes|'Add Another || BACK]

The program includes 15 "Fields for Special Usage." Entries are limited to 20 characters per field.

Home Phone |234-5678 Waork Phone|

Special Usage Fields for F Green
Field 1: [Bus#2

Field 2:
Field 3:
Field 4:

|[Works on Tuesdays
|Meds at 10:00 daily
|Sister in Lions

Field 5: |
Field 6: |
Field 7: |
I
|

Field 8:
Field 9:
Field 10: |
Field 11: |
Field 12: |
Field 13: |
Field 14: |
Field 15: |

Group Assignment Utility
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The "Group Assignment Utility" can be used to divide your participants into groups of a select size based

on age, gender and age, or in random order. If you select this function, ALL PREVIOUSLY ENTER
GROUPS WILL BE LOST.

This Utility will DELETE all existing groups and all existing group assignments
and then will create new groups and assign the participants to the new groups based
upon the criteria selected.

Group Size[o
Using | AllApplicants | #
Method | By Birthdate 3

[Cl'eate Gl'uups] [Heturn To Participant Menu]

To use this utility, select "Group Assignment Utility" from the participant menu and indicate both the
desired size of your groups and the criteria for placement. In the examples below, All Participants have
been selected for assignment to groups of 20 based on age (By Birthdate).

Group Size [20

Using v All Applicants
Participants Onl
MEtth Oy D11 ulur:..u.: y - ]

[Ereate Gruups] [Heturn To Participant Menu]

Group Size [20

Using All Applicants + |

Method + By Birthdate
- - By Gender,Then Birthdate
@ Random (Sorted By Last Name)

Group Attendance Sheets

Group attendance sheets can be printed for each group by selecting "Group Attendance Sheets" from the
"participants” menu. The attendance sheets facilitate recording up to 6 days of attendance on one group
attendance sheet.

The group attendance sheet is provided for the use of NYSP staff in conducting manual counts of
participants. Daily attendance must also be entered in the NYSP software using the "Group Attendance
Entry" process described on the following page.
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Group Attendance Sheet

[Skip to grnup:l Lions = I

Last Name

First Name |1

=3
Lad

IES
L
L

Benson

(Farreth

Benson

Janet

Brown

James

Brown

Jenmfer

Brown

Terry

Colins

Ray

Gray

Jolinda

Oreen

Fred

Green

sandra

Greene

Mick

Hanson

Andy

Fennes

Sarah

Group Attendance Entry

The recording of daily attendance of all participants, by nhame, is an NYSP Guideline requirement. To
facilitate verification of daily attendance, each participant's attendance is to be entered into the computer
daily. This process is facilitated by use of the "Group Attendance Entry" process. To enter this section of
the software, select " Group Attendance Entry" from the "participants” menu. Select the date for which
you want to enter attendance data and click "CONTINUE." (If your actual program dates differ from those
you anticipated when you submitted your Application for Participation, use "Change Dates" to enter the

actual dates for your program.)

Daily Attendance

Project ID 268
ocheol I TEST SCHOOL 16
Project Year 2003

Date

| Day 1-6/2/2003 3|

Change Dates

[ CONTINUE || Return To Participant Menu |
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A listing of all participants in your database will be displayed, sorted by group and alphabetized by last
name. You may choose to "Check All" participants as being present, and then proceed to uncheck those
absent, or you can "Uncheck All" and check those that are present. Be sure to "Save" your data prior
to leaving this screen.

Check All || Uncheck All I[ SAVE | | BACK |

%;1;1; Last Name First Name Present
Bears | Green Gary [
Bears | Green IMandy [
Bears | Hanson Sandy ]
Bears | Jackson Harold L]
Bears | Jones Jenmfer ]
Lions | Benson Janet L]
Lions | Brown James [
Lions | Brown Terry [
Lions | Collns Ray [
Lions | Gray JTolinda [
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Chapter 4
Reports

The "reports" menu provides you with an opportunity to review data that was entered using the "project
data entry" screens. The "reports” menu is divided into three sections: participant reports, personnel
reports, and project reports.

Participant Reports

There are seven (7) report formats that allow you to view data you have entered related to the
participants in your program. Each report is described below.

Reports Menu

FParticipant Summary

Group Attendance Summary
Farticipant Attendance Summary
Export Participant Data
FParticipant Directory

FParticipant Waiting List
Individual Attendance Report

The "Participant Summary" report displays a breakdown of all participants that have been entered in the
database. The report displays the participants by age, gender and returnee status.

Total Percentage
Ages Males  Females Totals Returnees of
Retwrnees**
9* 0 0 0 nfa nfa
10 1 0 1 nfa nfa
11 1 0 1 1 100.00%
12 1 2 3 2 66.67%
13 3 0 3 3 100.00%
14 1 5 6 6 100.00%
15 3 3 6 6 100.00%
16 0 0 0 0 0
Grand Tetals: 10 10 20 18 94.74%
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The "Group Attendance Summary" permits selection of a specific date, followed by a display of the
number of female and male participants indicated as being present in each group on that day. A summary
of the total number of males and females present on that day is also displayed.

Daily Attendance By Group
Date [ Day1-6/2/2003 %]

["d’iew Hepnrt”Mﬂin Menul

Group ID Females Males Total

Bears 2 2 4
Lions 5 4 9
Tigers 3 3 6
Total Females 10

Total Males 9

Total for 6/2/2003 19

| Select a different date [Main Menu

The "Participant Attendance Summary" provides an alphabetical listing of all program participants
followed by the number of days they have been recorded as being present.

Last Name First Name Days Attended
Benson Garreth 1

Green Sandra
Hanson Andy

Benson Janet 1
Brown James 2
Brown Jennifer 2
Brown Jerry 2
Collins Eay 2
Givens John 2
Gray Jolinda 2
Green Gary 2

2

1
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The "Export Participant Data" menu permits you to export selected data fields. A detailed description of
the use of this menu item is included in Chapter 5 - The "Download" menu.

Download & Export Menu

Export Participant Data
Export Personnel Data

A complete list of all participants in the database can be viewed by selecting "Participant Directory." To
view participants, indicate the project year you wish to view, as well and the manner in which you would
like to sort the participants. A printer friendly version of the report is available, and should be used to print
the list of program participants.

Participant Directory

Froject Year|v Sort By |54
2001 Last Name
2002 Age
2003 Group

view report

A "Participant Waiting List" is created automatically and contains a listing of applicants who have
submitted an Application and a Medical Form, but who have not yet attended the program for at least one
(1) day (according to the NYSP Guidelines, an "Applicant” does not become a "Participant” until they
meet three (3) criteria: a complete Application, signed by a parent or guardian is on file, the child has
been seen by a medical professional and the NYSP Medical Examination Record is completed, and the
child has attended a minimum of one program day).

Green Fred 101101930 1 | True True False
Green Larry 1202311989 13 | True True False
Green Mandy 120231988 14 F True True False
Greene Larry 120231989 13 MW True True False
Greene Mick 1oMMgss 14 M True True False
Wood David B/23M1989 13 M True True False

An "individual attendance report" (no illustration provided) displays attendance for each individual
participant.
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Personnel Reports

The "Personnel Reports" menu allows you to view data entered in the "Personnel” section of the
Application for Participation, the Visitation Report Form, and the Final Report Form.

PersonnelReports
Staff-NYSP Funded

Staff-Mon-MNYSP Funded and Volunteers

Export Personnel Data

Fersonnel Summary

Personnel Summary by Fosition

The "Staff-NYSP Funded" report provides a summary list of the number of males and females in each
staff category that are paid by NYSP funds.

Staff-NYSP Funded:

Auxiliary Staff 2
Professional 1 1
Supporting Staff 0 1

The "Staff-Non-NYSP Funded and Volunteers" report provides a summary list of the number of males and
females in each staff category that are paid by Non-NYSP funds or those who volunteer their time to
assist with NYSP.

Staff-Non-NYSP Funded and Volunteers:
StaffType ~ Females Males
Advisory Committee
Auxiliary Staff
Chancellor

Fiscal Officer
President
Professional

Project Admin
Froject Aide
Supporting Staff
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The "Export Personnel Data" menu permits you to export selected data fields. A detailed description of
the use of this menu item is included in Chapter 5 - The "Download" menu.

Download & Export Menu

Export Participant Data
Export Personnel Data

The "Personnel Summary" provides a listing of all personnel entered in the system, including those
entered as paid by NYSP Funds, those paid by Non-NYSP Funds, and those who volunteer with the
program. The illustration below includes a sample view of the report, showing only the first 10 columns of
the report.

HON HNON

NON NYSPF = e  YVohmtes Yohmiesr Vilhumibear
N NYSP Fnsiibdional Diof NYSP 4 o fional Public Povate Cenda  Tifle
PAY T FRibhic Fovale . w7 v v . — —
PAY public Prvale pav FAY  PAY

James 0 0

=
=
=
=
=

IMale Fresident

Abbott

Glona Adwnsory
Barnes 0 0 0 0 0 0 0 Female Committes
Jerry Fiscal
Bartling 0 0 0 0 0 0 0 IMale Officer

Data in the personnel summary can be sorted by clicking on the title at the top on each column. The
figure above shows personnel sorted by last name (Name). The figure below is sorted by NYSP Pay.
Clicking on a column title a second time will reverse the order of the sort (i.e. a sort from A to Z will
become Z to A with the second click).

WON HON
e wysp NONNNSP yyop pyyep sdlumieer —Sohunieer Vohmicer o
Donald Avsaliary
Peterzon 45000 0 0 0 0 0 Male Staff
Donna 500 0 250 250 0 0 0 Female Professional
Dunn
g::teslaban 500 500 500 0 0 0 0 Male Professional
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The "Personnel Summary by Position" displays staff in groups based on their personnel category. The
figure below shows the first 6 columns in the "Personnel Summary by Position" report.

[Abbott  |[James [0 [ o (o |
[Dunn  |[Donna [[500 [0 250 250 |
\Gottsleben|[Dave  |[500 (/500 500 o |
[Boots  |[Dave [0 [[2500 o o |

Project Reports

The "Project Reports" menu contains reports for information not displayed in the participant and
personnel reports noted above. Some of the reports below must be submitted electronically to the
national office prior to established deadline dates. Please review the NYSP Guidelines and other
program materials to insure compliance with all report submission deadlines.

Reports Menu

Equipment Summary Report

Froject Visitation Summary

Froject Visitation Report (Table of Contents)
Freliminary Attendance Report

Final Personnel Koster

Final Attendance Report

Final Financial Report

Final Financial Audit Schedules

Evaluation Keport

General Project Information
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The "Equipment Summary Report" displays a listing of the equipment entered in the Visitation Report
Form and/or the Final Report Form. The summary displays as follows:

Equipment Type Description Serial N\umber Acquisition Date Acquisition Quantity Location Condition Institutional Contrib
Basketball Basketballs - from NYSP N/A 2/2/2002 6 Gym # New  No

Baskethall  Slip-On Jerseys N/A 6/1/2000 24 Gym # Good Yes

Football Flag Football belts/flags  N/A 6/1/1999 24 Field # Good Yes

Basketball Cones N/A 6/1/2000 10 Gym # Good No

Football Footballs - from NYSP  N/A 6/1/2002 6 Field #1 New No

The "Visitation Report Summary" displays data by section in each of the following:

A. Participating Youth - a listing to the projected enrollment, actual enroliment, average daily attendance
and the returnee rate.

B. Project Personnel - including the number of staff paid in each category by source of funds, the
participant:staff ratio, the adjusted participant:staff ratio, and the number of former participants.

C. Data related to the project schedule

D. Alisting of the activities in the Activity Program with an indication of the availability of lesson plans,
unit plans, skill tests and whether or not the activity is co-educational.

E. A listing of topics included in the Education Program with the number of hours recorded per
participant, the number of hours in small groups, the number of hours in which hands-on interactive
activities are used, and the availability of lesson plans and block plans.

F. Information regarding the nutrition program.

G. A summary of medical information, and

H-K Information about institutional and financial contributions and resources.

The "Project Visitation Report" can be viewed by section using the "Table of Contents" option. All report
sections are available by clicking on the corresponding section title in the table.

Reports Menu

View Report As Single Page

Project Visitation Report Cover

Section A - Project Schedule

Section B - Participating Youth

Section C - Project Organization

Section D - Personnel Directory (NYSP)
Section E - Personnel Directory (Non NYSP)
Section F - Nutrition

Section G - Medical Services
Section H - Activity Programs

Section | - Education Programe

Section J - Financial Resources
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The "Preliminary Attendance Report" must be submitted within 10 calendar days after the beginning of
the project (see NYSP Guidelines - Section L. Application and Reporting Procedures.) The illustration
below shows the general layout of the report and the types of data requested (the numbers used in this
illustration are fictitious and were used only for software testing.) Data is entered in the Visitation Report
Form and in the Participants menu.

Project Administrator __

1. Project Schedule: Dates of operation _6/2/2003 - ¥/3/2003

2. Enrollment:

(a) Projected: Boys _20 Girls _20 Total _40

(b) Projected Average Daily Attendance _32

(c) Actual enrollment to date: Boys _15 Girls _11_Total _26
(d) Actual Average Daily Attendance: _20

3. Total Medical Screenings: _23  Medical Forms Submitted: 23

4. Staff Members: Professional M _0 F _1 Project Aide M _0 F_0_

Auxiliary M _2 F _0 SupportingM _1 F _0 Total 4

5. Actual participant-to-staff ratio: _20.00 to _1

Attendance For First 5 Days
Date DMales Females Total ADA (Up to and including this day) Staff on this day Ratio

6/2/2003 9 10 19 19.00 1 19.00
6/3/2003 13 8 21 20.00 1 20.00
6/4/2003 12 8 20 20.00 1 20.00
6/5/2003 11 10 21 20.00 1 20.00
6/6/2003 11 9 20 20.00 1 20.00

The "Final Personnel Roster" must also be submitted within 10 calendar days after the beginning of the
project. A portion of a report is illustrated below. To submit the report, click on "Submit ."

Final Personnel Roster
Staff Paid by Grant Funds Amount
Bruce Fischbach F2,000.00
Donald Peterson F4. 500 .00
Total: 2 Staff Members of type Auxiliary Staff $6,500.00
Donna Dunn FE00.00
Dave Gobsleben FS00.00
Total: 2 Staff Members of type Professional $1,000.00
Submit]|
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The "Final Attendance Report" is due 10 calendar days after the completion of the project.

The "Final Financial Report" and "Final Financial Audit Schedules" are due no later than November 1,
2003. The "Final Financial Report" consists of numerous pages, ending with a summary page (see
below). To review your data entry, click on "Financial Report Review." When you are confident that your
report is accurate and complete, click on "Submit Financials." The "Final Financial Audit Schedules"
carry over entries from the "Application for Participation,” the "Project Visitation Report Form," and the
"Final Report Form." Any data that appears to be missing from the report is entered using one of these
reports (the "Project Visitation Report Form" can be used if the entry is made prior to the evaluation visit.
The "Final Report Form" is used for data entry after the evaluation and prior to November 1.) The "Final
Financial Audit Schedules" are submitted automatically when the "Submit Financials" button is clicked.

[Suhmit Finam:ials] [Finam:ial Report Fleview] [Batk]

RECAPITULATION
Total NY 3P Grant: £50,000.00
Part I Direct Costs $52,143.75
Part IT. Total Institutional Contribution £80,960.00
Part IIT. Total Other Public Contributions $200.00
Part IV. Total Private Sector (Nonnstitutional) Contribution $200.00

GRAND TOTAL $133,503.75

Certified by an mternal auditor, CPA, university busmess manager or controller.

04 The Fiscal Officer has reviewed and approved this report for submittal. (Please enter the name)
|Jonathon Fredricks

04 The Project Administrator has reviswed and approved this report for submuttal (Please enter the name)
[James D. James |

[Suhmit Financiﬂls] [Financial Report Heview] [Back]

The "Evaluation Report" displays the "Project Assessment Report" checklist (completed manually during
the evaluation visit exit interview and entered in the database by the program evaluator after the on-site
evaluation).

The "General Project Information” report provides an on-line record of the date reports were submitted, as
well as a summary of Credits and Contributions and the number of NYSP Applicants/Participants. The
illustration below shows a portion of the "General Project Information" report.

Submitted Forms and Reports

[10/25/2002 [10/24/2002
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Chapter 5
Download, Feedback, News and Logout Menus

download

The "download" menu provides access to both program data and documents that are required for the
NYSP program. The menu also includes items that clarify program requirements, and that simplify
different aspects of the program. A sampling of download items is illustrated below.

Download & Export Menu

Export Participant Data
Export Personnel Data

Off-Campus Activity Form - *PDF

Timetable of Printed Material - *"PDF

Application for Participation Checklist - *PDF
Sample Mayor's Letter - *PDF

Guidelines for the Program - *PDF
Medical Examination Record - *PDF

Questions and Answers - *PDF
Participant Application

Activity Lesson Plan
Activity Block Plan
Education Program Lesson Plan

Ay~
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The menu includes three different types of data/documents.

1) The first section (Data Exports) facilitates the downloading of data for either participants or NYSP
personnel.

2) Menu items that are followed by *PDF are documents created using a computer program titled Adobe
Acrobat. Acrobat documents can only be read by using the Acrobat program or by downloading
Acrobat Reader. Clicking on the icon at the bottom of the menu will begin the process of
downloading a free copy of Adobe Acrobat Reader.

3) Items that are not followed by *PDF are generally Microsoft Word documents. These items can be
downloaded and modified for individual program use.

To export participant data, first select "Export Participant Data" from the "download" menu.

Download & Export Menu

Export Participant Data
Export Personnel Data

The following table will then appear, allowing you to select the fields you wish to download. You may
select items individually or you may select all fields by clicking on "Check All." The default data source
will be data in the current year, and the default format will be as a comma delimited file. Indicate your
desired year and format, select the fields you wish to download, and click on "Download."

[check An| |[uncheckAll| [Download| [Back]

Select Fields For Download

year: | currentyear ¢ format: | comma delimited | ¢ |

Last Name [ Age O Group [ School Usage2 [ School Usagell [
First Mame [ Application [ Parent]l Name [ ScheelUsage3 [ Schoel Usagel2 I
Middle Initial [1 Medical Form [0 Parent] Phonel (1 Schoel Usaged [ Scheel Usage13 [
Address [0 Medical Exam [0 Parent] Phone2 [1 School Usage5 [0 School Usage14 [
City [ Farticipant [0 Farent? Name [ School Usaget [ School Usagels [
State [ Fhone [ Farent® Phonel [d School Usage7 [0 Date Added |
Zip Code [ Yrs m Program [0 Parent? Phone2 (1 Schoeol Usage® [0 Date Changed [
Gender [0 Target Area [ Relation [0 School Usage9 [0 Added By [
BirthDate [0 Econ Disadv. [0 School Usagel [ School Usagel0 [ Changed By |

[check Al [uncheckAll] [Download| [Back]

You will now get a screen that displays your data. In the illustration that follows, the Last Name, First
Name, Address, City, State and Zip Code were selected for the download.
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Be ER Yow Fapwntis Lok Bp

deteck » = ¢ (Y 1) O Dreach (duravoss @rede (F| e
Agdress li] TSt i, e COn TN Tages sts JOckiarS (08 £t

Lrbs §)Custoreon ks @ JUT0 - Comeasing Serdoes 45| Dast of the Web  §]Ch

Benson, Garxech, Evergreen Apt ¥z, Berestord, 3D, 57004
Benson, Janet,567 Hanson Street, . Vermillion,SD, 57063
Brawn, Jurax, 39 Palace Court, Vermillion, 3D, 57068
Brovn,Jennifer, 34 Paloce Couwrt,Vermillion, 3D, 57069
Drown,Jercy, 34 Palsce Court,Vermillion, 30, 57068
Collina, Pay, 456 Formaxt Drive, Irene,Sb, S74644
Givens,John, 444 Elw, Vermillion, 82, 57609
Gray,Jolinca,24¢ Clogate,Vermi llion, 5P, 57069

To save this data, select "Save As" from the "File" menu. Note the location to which you are saving the
file. Name your file and click "Save."

Saven | Devktop > o« @Y

My Doouments

[ Computer
My Netwoek Placss

@" Fie pame JYS P Kadsl ot

Dazkbop

Saveastyps:  |Tex File [* fxf)

Lef Led Lo

Ercodng I'Westem Europesn fairdows |
My Documenis

Minimize the screen and open your spreadsheet software (MSExcel). Go to the "File" menu and select

"Open." Locate your data file (.txt file). You may need to change the location and the file type, i.e. ".Text
Files" or "All Files."

Lockin: |7 pesiton i

. My Dacumerts

u l My Computer

Histoey N FR e

[Eavse kst
A Typet Text Dacumert
: Sz=: 1.19¢B
My Docaments

:—zl File pame: |
DasHoD  TRlsof pa: Al Fles % )

Select the name of the file and click "Open." Excel will walk you through the export. Sample screens
from a Windows version of Excel are displayed on the following pages.
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Be sure "Delimited" is selected and click on "Next."

Text Import Wizard - Step 1 of 3 d |

The Text Wizard has determined that wour data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes wour data,

riginal data type
Chonse the file bype that best describes vour data:
v ] - Characters such as commas ot tabs separate each Field,
e i - Fields are aligned in colunins with spaces between each Field.

Start impork ak row; |1 5“ Fil= arigin: I 437 1 OEM United States j

Preview of File CiiDocuments and Settingstgwiedow\DeskkopiMySP KidsList, bxk,

|11 Benson, Garreth, Evergreen Apt #Z,Beresford,SD, 57004 ﬂ
|2 Benson, Janet , 567 Hanson Street Vermillion, 3D, 570563

|2 Browvm, James=s, 34 Palace Court , Wermillion, Sk, 57059

|4 Browm, Jenni fer 34 Palace Court,Wermillion, 3D, 57053

|E Browm, Jerry, 34 Palace Court , Wermillion, Sk, 57083 -
[ 2

Cancel = Back | Mext = I Finish |

Be sure both "Tab" and "Comma" are selected and click "Next."

Text Import Wizard - Step 2 of 3 7| x|

This screen lets wou set the delimiters wour data contains, ‘fou can see
R yaur ket is affected in the preview belaw,

elimiters . .
. [ Treat consecutive delimiters as one
¥ 1ab ™ Semicolon

[T Space [ Other: I Texk gualifier: " il

rDaka preview

Eenson [Farreth wergreen Apt f#7 PEeresford PBD 5004 ﬂ
Eenson [Jahet &7 Hanson Street Mermillion BD IE70ES
Erown [James 4 Palace Court rermillion [BI 57065
Erowrn (JTennifer [3d4 Palace Court Mermillion [ED IE70ES
Erown Jerry 4 Palace Court Fermillion [BD IE0ES -

K I
Cancel < Back | Mext = I Einish |
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Review your data.

Text Import Wizard - Step 3 of 3 d |
This screen lets vou select each column and set alurn data Farmat
the Daka Format, {* Gereral

‘General' converts numeric walues to numbers, date " Text
walues ko dates, and all remaining values to bext, (" Date: |MDY -

fdvanced. .. |

™ Do not import column (skip)

Dakta preview
epersll Ceperal
Eenson [Farreth wergreen Apt #Z PEeresford
Eenson [Jahet 57 Hanson Street Mermillion
Erown [James 4 Palace Court ffermillion
Erowrn Hennifer [34 Palace Court fermillion
Erowt: Herry 4 Palace Court rermillion
KIs

Cancel = Back

Select "Finish." You now have your data in a spreadsheet.

Using this data to create mailing labels and letters can be accomplished by using Microsoft Word and
using the wizards for mailing labels, envelops and letters. See the "Tools" menu for options, and follow
instructions in the documentation that accompanies your Word software.

To export personnel data, first select "Export Personnel Data" from the "download" menu. Follow the
same instructions as those provided above for exporting participant data.

Download & Export Menu

Export Participant Data

@xmrt FPersonnel Data)

The downloading of documents on the remainder of the download list is accomplished simply by clicking
on the name of the document you wish to download. Again, Adobe Acrobat Reader is required for all PDF
files, and Microsoft Word is used for the remaining text files.
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feedback

The "feedback" menu is used to report problems with the software. Provide as much detail as possible
and click on "Submit."

This feedback mechanism should be used for technical questions ONLY, not general inguiries.
Your e-mail |

Institution |

Contact Name |

Pririy E—

Subject |

UEL of page this is m reference to (if applicable) |

For bug reports, enter the line number |
where the error occured (if known)

Please enter any other text you would like to send to NYSF:

A confirmation screen will inform you of the successful submission of your request.

Thank you for submutting vour feedback to Y SF.
If your feedback requires our response, we will get
back to you as soon as possible.

wincerely,
NYSF Staff
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Clicking on the "news" menu provides access to the most recent news and updates regarding NYSP.
The file format for NYSP news may be either PDF or Word.

Select the links below for news from the NYSC National Office.

Click here to view all news items.

\

News for 11/26/02
News for 11/15/02
News for 11/06/02

The "logout” menu is used to terminate your session and returns you to the NYSP On-line Home Page.

- End -
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