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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.  

 
   

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. 
 

 
 

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: 
 

 
 
You may use this screen to navigate anywhere within the SPORTS software. 
 

 The "home" button takes you back to the logon screen 
 

 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. 

 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. 

 The "reports" button allows you to view the data that has been entered.  

 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. 

 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. 

 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. 

 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. 
 

Due on or before April 30

All data must be entered prior
to the Evaluator visit.

Use this menu to add or modify 
selected data after the progam has
been evaluated.

 
 
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." 
 

home project data entry participants reports download feedba

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

 
 
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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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. 
 

 
 

Text fields also contain suggested data entry formats. 
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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. 
 

 
 

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. 
 

 
 
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. 
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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.    
 
 

 
 
 
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: 
 

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

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

 
Example:  

 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
l operating hours of the program, and whose salary for those hours is paid by sources other than NYSP fu
nds. 
 

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

 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: 

 A police officer assigned to NYSP during their regular shift. 

 A lifeguard paid by the institution and assigned to guard during NYSP use of the pool. 

 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" 
 
 

 
 
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. 
  

 
 
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: 
 

 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; 
 

 if 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 " non-NYSP private" contribution. 
 

 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." 
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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." 
 
 

 
 
 
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. 
 
 

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

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

 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"). 
 

 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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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. 
 

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

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

Enter estimates for these amounts.

These amounts are entered
automatically from the data entered
in the Personnel section of the 
Application for Participation.
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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. 
 

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

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

 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). 

 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). 

 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. 
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11)   “Institutional Contributions" are entered on the screens illustrated below. 
 

 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. 

 

 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. 

 

 A Description will be required when an entry is made for „Other‟ facilities. 
 

Institutional Contributions

 
 
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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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. 
 

 
 
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! 
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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. 
 
 

home project data entry participants reports download feedba

 
 
 

New Items
not found

in the
Application

for
Participation

 
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. 
 

 
 
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. 
 

 
 
 
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. 
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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. 
 
 

 
 
 
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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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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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). 
 
 

 
 
 
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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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."  
 
 

 
 
The assumption for the contribution above is that Dr. Ferris works for a public health clinic, not a private 
practice. 
 
In the example that follows, Ms. Jensen is a public employee, probably a police officer with an office at 
the Public Safety Center. 
 

 
 
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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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." 
 

 
 
When "Add New" is selected, an entry screen appears.  Only numeric data can be entered in the 
"Acquisition Cost" and "Acquisition Quantity" fields. 
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Project Summary 
 
The "Project Summary" displays a summary of all data entered in the Visitation Report Form. 
 
 

 
 



 

Sports Program On-line Reporting and Tracking System (SPORTS) Manual - 2003 
Page 26 

Chapter 3 
The Participant Database 

 

home project data entry participants reports download feedba

 
 
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: 
 

 
 
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." 
 
 

 
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.  
 

 
 

Here is the result of the name change process: 
 

 
 

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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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. 
 

  
 
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." 
 

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

 
 
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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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.  
 

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

  
 
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. 
 

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

 
 
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. 
 
 

 
 
 
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 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 
 

 
 
 
Group Attendance Entry 
 
The recording of daily attendance of all participants, by name, 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.) 
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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. 
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Chapter 4 
Reports 

 

home project data entry participants reports download feedba

 
 

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. 
 

 
 
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. 
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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. 
 

 
 

 
 

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. 
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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.  
 

 
 

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. 
 

 
 

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). 

 

Participant Waiting List

 
 
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. 
 

 
 
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. 
 

 
 
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. 
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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.  
 

 
 

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.   
 

 
 
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).  
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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. 
 

 
 

 
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.  
 

 



 

Sports Program On-line Reporting and Tracking System (SPORTS) Manual - 2003 
Page 41 

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: 
 

 
 
The "Visitation Report Summary" displays data by section in each of the following: 
 
A.   Participating Youth - a listing to the projected enrollment, actual enrollment, 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. A listing 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. 
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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. 
 

 
 
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
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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. 
 

 
 
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. 
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Chapter 5 
Download, Feedback, News and Logout Menus 

 

home project data entry participants reports download feedba

 
 
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. 
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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. 
 

 
 
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." 
 

 
 
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. 



 

Sports Program On-line Reporting and Tracking System (SPORTS) Manual - 2003 
Page 46 

 
 
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." 
 

 
 
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." 
 

 
 
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." 
 

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

 
 
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. 
 

 
 
 
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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participants reports download feedback news

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

 
 
 
A confirmation screen will inform you of the successful submission of your request. 
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participants reports download feedback news logout

 
 
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. 
 

 
 
 

participants reports download feedback news logout

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

- End - 
 
 


