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GRL Training Document
General Information

The first part of understanding the GRL Cleaning Proces know WHAT the GRL is and
HOW it works.

GAIN Record Log (GRL)

The purpose of this file is to help local sites/agencask participants who have been entered
into the study and are being assessed using the Global Agmflisdividual Needs (GAIN).
This document also helps local sites track the tredtparticipants receive, other assessments
and surveys that are required for each participant, astas the conversion of data from the
GAIN instrument into GPRA format that is used to submihedata record to the Government
Performance and Results Act (GPRA).

GRL-What?
The GRL is an MS Excel Version 2000 (created in 9.0.3821 Sibbook consisting of 4
sections and a total of 14 worksheets or tabs that will:

1. Identify site-specific information for multi-site dysis and/or Assessment

Building System (ABS) software preparation,

2. Track GAIN initial and follow-up interviews for each peipant,

3. Track treatment received by each participant,

4. Convert GAIN items into the format requested for repgivia the GPRA

website without the need to ask the full GPRA instrumentdition to the
GAIN.

GRL-Why?

Each section of the GRL has a specific purpose fosithe and local data managers. In general,
the GRL.:

o Provides site information in a single location thatisn used in reports throughout the file.

o Provides information about local site and staff idensfievhich assists in preparing ABS for
use by the local site and preparing a study-specific appendix.

o Tracks the date of intake, the dates and current staitialSSGAIN intake and follow-up
interviews and additional study questionnaires, and providedlat can be easily entered
on the GPRA website for each participant.

o Produces a site-specific report summarizing status andlebomprates by interview wave
across all participants.

o0 Tracks treatment levels of care received for eachcgzant, including admission and
discharge dates, referral source, discharge destinattbimaudes an identifier indicating an
admission type for all participants across all lewdlsare.

o For GRL inclusion guidelines please use the definititaldished by your project (example:
ART, EAT, SCY, TCE, TCE/HIV, Earmarks) and/or yourBRIt is possible to include
anyone who is being treated through the project and formyou have GAIN data--even if



it is just GAIN-I and no Follow Up is planned, and thésewhom you have only GPRA
data. The information on the GRL (specifically thathe 2.2 Follow-up Log) is used by
CHS to determine which clients should have GAINs inddk&a submission. For the
Treatment Transition Log (TTL), all clients who aneluded in the study for your project
should be entered (i.e. GAIN or GPRA is completed anldWweup is planned for the client).

o Produces a site-specific report summarizing referral sasite and level of care, current
treatment site, length of stay and level of carghdisge status, and site and level of care.

0 Accepts GAIN data (in order by GAIN item) and convedsleGAIN Assessment
automatically into GPRA items (in order by GPRA itefor) use by the site when entering
data on the GPRA website.

o Provides a backup record of data entered using the camveosil. (NOTE: This does NOT
replace hand entering data on the GPRA website!)

Navigation and General Notes

0 There are several ways to move through the GRL. Tomen@on ways are:
1. Using tabs at the bottom of the screen

2. Using blue links from the Introduction Tab. To use tipBom — you need to be inside of
the Introduction Tab.

o In general, color on the Follow-Up Log (FUL) or Treatm&ransition Log (TTL) indicates
a potential problem. Please check the appropriate Kegfiomation about the meaning of
any color-coding on the FUL or TTL.

0 Be sure to enable macros upon opening the GRL. This alleasuttons that sort, save, and
initialize the data to work. Be sure that the macnohis file are not disabled by your e-mail
security system or by Excel. In Excel, click Tools, ke and Security and make sure the
Security Level is set to Medium instead of High. Masbsuld be run ONLY by using one
of the buttons at the top left of the tabs.

Background Colors

o Never make any changes or entries in the gray-cobknesl

o Data may be entered in areas highlighted yellow (1. $etdlh), white {(2.2 Follow-up Log
Tab (FUL)} except columns that capture due dates, Intake MLTKDT), and last revised
date. Likewise, data may be entered in all fields or8tBelreatment Transition Log Tab
(TTL) except the revised date column and green fieldh®IGAIN-In tab are also read only.
The columns with exceptions are either generated witdidonal formatting/embedded
formulas or looked-up.

o0 Yellow areas (Set Up Tab) are used for items thdtngid to be entered one time only and
changed as necessary when there are staff changes.

Sending a GRL to CHS

GRL'’s are transmitted to and from Chestnut by a faasfer protocol (FTP) web site. All
GRL'’s are Password protected for electronic transmmsi@ to the confidential nature of the
information contained within the GRL. Please seelxéia Submission Memo for more
information.



Expectations

What is expected of each local site

1)

2)
3)

4)

5)
6)

7

Submit the GRL each month by the assigned due date.rdRestdomitted each month
will include all data completed through the end of the jpevimonth. For example, if
your submission is due on th& &f the month and this is May, then the submissioh wil
include all records completed through Aprif’30

Complete the Follow-up Log tab as interviews are caeducDoing this regularly
ensures an easy and on time submission to Chestnut 3gatdms each month.

Use the Follow-up Key (and this document) to understanditn@omplete the Follow-
up Log.

At the end of each month, check the Follow-up Repuatithe Treatment Transition
Report to see that none of the values in column @iakébold type. If they are, check
the appropriate column of status data that coordinatecthégtpink/bold type. This will
ensure that all interview status variables have been dnieneg valid codes. If you have
trouble determining what is causing the problem, ask fipr fnem
datasubmit@chestnut.org

Respond as soon as possible to questions from CHStabdtllow-up Log and
Treatment Transition Log.

Complete the Treatment Log tab as participantadmatted, discharged, or change level
of care. Doing this regularly makes for an easy andhas submission each month.

Use the Treatment Key (and this document) to unders@mndo complete the Treatment
Log.

What is expected of CHS

1)

2)
3)

4)
5)

6)

Update and return the GRL on a monthly basis. If tleea@ update to the GRL, the data
managers e-mail lists (e.g. SCY DM, EAT DM, etc.)lnekceive notification prior to the
end of the month. The notification will instruct siti® submit the GRL as usual, but not
enter any additional information into the file untiéthhave received notification from
CHS that the updated GRL has been posted to the FTP/¢itlein 1-2 days of
submission, sites should expect to either receive thaegh@RL or receive a data
clarification question. If there is an update, site&siastructed to submit the GRL even if
the GRL has not changed from last month. Doing sibewsure that each site has the
most recent file.

Respond to site questions about how to complete theaRdIthe TTL.

Receive FUL and TTL files from each site on a mgnblaisis. Copies of each file will be
retained for at least 3 months in case any questiores aris

Check the data receipting database to see that tieene anexpected values in the
comments field or elsewhere, and work with the site Gatson to correct any problems.

Copy column B from each site’s report into the appadgrcolumn in the FUL and TTL
Reports File.

When all sites have submitted the FUL and TTL ferrttonth, save the FUL and TTL
Reports as .pdf files and send the information to edelasd to CSAT as soon as
possible following receipt of all files, or at minimum the end of the month.
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7) Compare the FUL expected totals per wave with the la&Bfa data received.
Getting Help

First, check the Introduction tab, the 2.1 Follow-Up kay, the 3.1 Treatment Log Key tab,
instructions at the top of the 4.1 GAIN-In tab, this doeatrand the GRL FAQ document
(Word). If your question has not been answered, pleasaatddata Submit at
datasubmit@chestnut.orBlease include your program, site prefix, and city irstligect line of
the email so that we may process your question efflgien

GRL Sections

Structure of the GRL- the 4 Major Sections
1. Set-Up — where project and site specific informaisoentered
2. Follow-up Log (FUL) — where recruitment and follow-aperviews are tracked

3. Treatment Transition Log (TTL)- where treatmemereed including discharge and intake
information as well as treatment type and dischargeraakie levels of care are tracked.

4. GPRA Conversion Tool — where GAIN data is converted@R&RA format for entry on the
GPRA website

Structure of the GRL- 14 tabs

o Introduction(Information Only) — Basic information about the filaqiuding the
date/version number) and specific information about astductions for the use of each
section. It is important to read this tab first. Tpage includes contact information,
instructions for submitting the file, and hyperlinks (blue/ufided) that take the user to the
tabs of interest.

o0 1. Set-Up(Accepts Data Entry) — Basic site information is exdeone time and updated as
needed.

0 2.1 Follow-up Key(Information Only) — Definitions of and codes for tt#2 Follow-up
Log” tab items, explanation of error checking colodiog and contact information.

0 2.2 Follow-up Log (FULYAccepts Data Entry) — Log of interviews conducted or doe; o
row per participant used to track interview status acrd$siaderview waves until the 12-
month follow-up and one supplemental instrument, thef&atisn Index (TxSI).

0 2.3 Follow-up Repor(Perform Calculations) —Summary of site data providethe FUL.

o 3.1 Treatment Log Kefinformation Only) — Definitions of and codes for the2'T.reatment
Log” tab items, explanation of error checking colodiog and contact information.

0 3.2 Treatment Log (TTL{Accepts Data Entry) — Log of treatment provided undegthaet;
one row per participant per level of care in treatnused to track treatment services
received including origination and destination pre and peatrtrent.

o 3.3 Treatment RepofPerform Calculations) — Summarizes site data providatem TL.

0 4.1 GAIN-In (Accepts Data Entry) — Step one of the GPRA tool; degdilled by ABS (in
GAIN order) for each GAIN interview to convert GAIN dab GPRA variables.

0 4.2 GPRA-OutPerform Calculations) — Step two of the GPRA teohtains converted data
for entry on the GPRA website (in GPRA order).
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o0 4.3 Data(Perform Calculations) — Backup copy of GAIN-In and GPB&- data for site use
only.
0 4.3.1 Data ArchivéPerform Calculations) — Tab created when GPRA chamgtdiments

or when a site filled up the original 4.3 Data tab. Theag also be a 4.3.2 Data Archive
tab.

0 4.4 LookupgInformation Only) — Provides labels for values enddrg the user or looked up
by the reports. Used primarily in conjunction with the-@etab and the GPRA tool.

0 4.5 Documentatiofinformation Only) — Provides information about the GAINGPRA
conversion process as well as a place for somammtaiculations used in that process.

Specifics on the Tabs
1. Set-Up Tab

o Enter Info OnceThe Set-Up tab is used to enter site information thakpected to remain
constant and/or that will be used by other tabs in tRe.CGEnter site information once and
update as needed throughout the study. Be sure to let CHSfkyanw Data Manager or
Principle Investigator changes.

o If No Site ID:If you do not yet have a Site ID, then please contecData Management
Team atdatasubmit@chestnut.otg obtain this information.

0 Yellow vs. Gray CellsFor the top section, read the description in colummdenter
information in the yellow areas in column C. Gepaces will be looked up and entered
automatically as earlier spaces are completed, se h@o need to enter data in any grey
cells.

0 Years Reportedn the date fields, make sure the years reported amdthect years; this has
implications for the Recruitment Status sectiorhef2.3 Follow-up Report tab. Pay
particular attention to the grant start, grant enchuigment start and recruitment end dates.

o Changing Instrument Usedfou are able to adjust the GAIN Instrument you are using
(FULL vs CORE) on the Set-Up Tab. Cell C14 is a drop-dbax that will need to be set to
set according to the GAIN instrument used by the local dityou click on the cell, there
will be a box with a down-arrow on the right sidetlodé cell. Click this arrow to show the
other choices and select (click on) the instrumentishappropriate for your site.

o0 Forthe Local Site ID and Local Staff ID lists
= Read the instructions and enter the site and stafyoDs site will be using.

= Any Local Site IDs (XSITEa) or Staff IDs (XSID) musé numeric rather than
alphanumeric (text).

= To add extra rows, position the cursor where you wanhéw rows, highlight the
number of new rows you would like to add and click the maatton labeled
“Add new rows above cursor”. This button will run a MAGRhat will
automatically add the number of rows you have specified.

= Never re-assign, reuse, or remove a local Site IDaff B code once it has been
assigned. New sites or staff should be assigneddteirunique code. If a staff
member leaves their current position, their name anchliBt remain on the set-
up tab of the GRL.
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o Other Tabs Use the Set-Up Infbhe other parts of the GRL file will look-up data such as
site ID (XSITE) or start or end dates from this tabvoié the need to reenter this
information on those separate tabs.




Example of the GRL Set-Up Tab:
Eile Edit “ew Insert Format Tools Data Window Help

0= &[4 ;S B < ) 55% = ®| Times Mew Roman ~ 12 =
Al | = Zet Up information

A B [ 1 E
(M| Set Up infFormation

Flease read the itemnz lizted under ‘Dezcription’ and enter your site's responses in the yellow highlighted area under "Answer'. IF available,

¢ |enter the zite number az=zigned first and it will prefill what we have, Questions that have been answered will be grayed out as you will anly

e L e A oy ST SO aiT S e e Gav'a e i

d S el Shaaied et A9 e e
5 S e S el SASEEG e A e B -
3 i Answer

“SITE Zite 1D azzigned by the cross-site data coordinating center See Site Listin "4.4 Lookups" table or contact
7 or 333333 far ather, datasubmiti@chestnut.ong
3 WSITEY | Site city [will be looked up)
g HEITEM | Zire'z local praject name
10 Grant | Site grant number [For site. Will be looked up)

Program | Mame of the Funding program [Will be calculated using ART for Adolescent
Residential Treatment, SCY For Strengthening

1 Communities—"'outh, RCF For Feclaiming Futures,
1z | Contract | Pregram contrack number [Will be looked up)
1z YEAR | Federal Frthat grant was funded [will be loaked up)
14 GAIN | GAIM type bo be uged A Full Select type from drop-down b,

15 GStart | Grant [For site] start date [mmdddiyyyy)

1 GEnd Grant [Far site]) end date [mmdddiyyyy)

Target | Target number of peapls bo be recruibed over the tokal
17 duration of the project

1% FiStart | Date recruitment iz expected to start [mmdddiypyy)

19 FREnd Diate recruitment is expected to end [mmiddivgyy]

FFM | Expected number recruited per month Will be caleulated when targer number and
20 [Targett Truncated[[Rend-Fstart)30) recruitment dates are added.
FEnd Date Follow-up iz cxpected to end [FRend + 12 months) Will be calculated when recruitment end date is
21 [Thiz will be calculated from recruitment end date.) added.
LFUF | Last Follow-up [30 days befare contract end). IF site Wil be calculated when grant end date is added.
conducts follow-ups after this, simply change the status on
2z the follow-up log from 2 ko the correct value,
Diata Mame and contact information of the primary perzon whe IF you change this, please be sure to mention it when
lanager will b submitting data and of wham clarification questions Yo e-mail the File.
o3 might b asked
FIFDO | Mame and contack infarmation of the principal investigator, IF you change this, please be sure to mention it when
project director, andtor ang ather dag-to-day manager yau e-mail the File.

whe zhould Be c2'd an any communications with the
EL] databaze linizon,
1

z5 [Local Site Codes [XSITEa]
Pleaze enter your local sive ids and associated locations as you plan to use them for ¥ESITEa or in the Treatment Log. These values can be uged to
load the Site 10 lookup table inyour ABS system. They will also be uzed bo create an overall Study Specific Appendis. To add extra rows, position the

cursor in column A below the last entry, highlight the number of rows toingert [For 1row, just pogition the cursor), and click, the "Inzert Mew Row(s).."
” buttan [macros must be enabled) - Inzert new row(s] above cursor |

7 |Cmdas Lucal Sits Hams[ISITEa)lIntsrvisu Lucatinn

28
4 4 » M} Introduction % 1.Set Up/ 2.1 Folow-up Key £ 2.2 Folow-up Log 4 2.2 Follow-up Repart £ 2.1
Draw [:3 futoShapes - &vﬁv&vf E.@,

==t I




2. Follow-up Log (FUL) Section

PurposeThe purpose of the Follow-up Section in the GRL is tepkigack of the due dates,
interview dates and current status of each interview wabgs section will describe the FUL
section, how to complete it and how data will be &kédcand reported.

FUL Section in GRL File:

The section includes 3 tabs: 2.1 Follow-up Key, 2.2 Felipw.og, and 2.3 Follow-up Report.
(If you are unfamiliar with tabs, you will find these éb on the lower left side of the file, click
on the name of the one you wish to view.) The follmywlescribes each tab and what is
expected.

Update Set-Up Tab FirsBefore you start to work with the FUL section of tBBL file, please
enter the necessary information about your site anmat grahe Set Up section.

2.1 Follow-up Key Tab

What is on the Follow-up Key Talihe Follow-up Key Tab has all of the information nektie
fill in the FUL Tab. This includes a definition of éacolumn, valid response codes where
applicable, a definition of color-coding for automateaechecking, and information on
submitting the file. Make sure to read this tab thoroughlyreedatering data in the FUL Tab
and refer to it if any questions about the FUL Tab shatigk. The Key also gives contact
information if any site has questions about the FUle (®&vs 77-85). Sites should use this key
to understand what is to be entered, determine valid codes) attempt to answer questions
before contacting CHS staff.

Color for Error Checking - Why are there colors on the log? — Check the FUL Key Tab.

Automatic Error Checking

Red/bold - In XPID indicates that there are 2 records fordgame client. Each client should have one anc
ONLY one FUL record.

Orange/bold - TxSI status: indicates that you have entered a val@dafrecords where 3 is not a valid
option. 3 should be us€aNLY if FUPLAN=2. If FUPLAN=0, leave TxSISTAT blank. If FUPLAN=1,
change status to one of the other incomplete codes.

Blue/Bold - in TxSlIstat indicates that client has been discharged from indexsaibn, but TxSI is still codet
as not due; in llow-up statusfield indicates that the full data collection windéw a follow-up has closed
but the status is still 90-Active. This is not a vatiatss, and it will need to be changed. Un@&RADI
indicates that the client has been discharged, budidmharge interview/records review has not been
completed.

Gray highlights in GPRADI means that client does nethadischarge date listed the 3.2 Treatment Log.
client HAS been discharged, add the date to the 3.2 Tretitoge and add the correct GPRA discharge
interview value on the 2.2 Follow-up Log.

Underlined and red (in Interview Date fields) Interview date reportglile status code says it has not beel
done (status is something other than 11 or 12 (GAIN) or 11-14/W38lI)). Remove date--they are only
needed if the interview/instrument was completed.
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Underlined and violet Done Outside the expected window. For OINDT (GAld&te), Initial Interview need
to be not more than 28 days before or 7 days after admisstreatment (INTKDT). In Followp Date fields
"Actual" interview date is outside the interview windodué date -30 days or due date+60 days)--will be
accepted if day is the same in the appropriate monttiomin Otherwise, this interview cannot be counted
multi-site collaboration for this wave. If interview late, consider moving it to the next wave (or re-gadire
next wave on-time).

Underlined and blue @in Interview Date fields) Status is 11-On Time (or 13-me by therapist for
WAI/TxSI), but actual interview date is more than 2 wele&fre/after due date. Or Status is 12-Not Ontir
(or 14-GPRA Only Not Ontime), but actual interview dateiihin the ontime window. Confirm WAI/TxSI
date-may need to change status. Change Interview Stahesdppropriate code.

Orange highlights in status fields - status says not dyéyetue date has passed. Change due date to 9
Active or to a valid complete/incomplete code. NOTEEAEIDue is gray and ENGDT has not yet been
reached, there is no need to change TxSISTAT.

Yellow highlights (in interview status fields) - If FWRN=2, but interview indicates a GAIN code. Chang
interview status to 0, 13 or 14-GPRA Only, or 90-Active. lli&atus fields are not coded as 24-Withdrawn
throughout follow-ups, the status field will also belyel

2.2 Follow-up Log Tab (the FUL Data)

o Description of ColumnsThe 2.2 Follow-up Log is where the site will enter ti@rimation
(data) about each participant with a GAIN or GPRAlet interview. There are 20 columns
in this tab. Column A [XPID] is the participant ID andbsild fall within the range assigned
to your site. Column B [INTKDT] is the date the participantered the treatment program,
while column C [OINDT] is the date of the GAIN-I (pleagse the same date that is recorded
in the XOBSDT field on the GAIN-I record in ABS). ©on D [FUPLAN] is an indicator
of whether this participant is expected to have followrtiprviews and if so if the follow up
plans will be GAIN and GPRA or only GPRA.

o Description of ColumnsThe next columns include the due date (INDUE), intervigatus
(INSTAT), and actual date of the interview for each expe wave of data (INDT). Due
dates have been calculated based on 91 days post-intakewteFinally, there is a column
for ‘Date Last Revised’. This column is generated @mels not need to be edited. This is
used to help determine the report date. FUL tab includ8s by Client” option button.
Each column has validation check filter, so you will be able to enter invalid codes.

0 See Page 14 for an Example

Features of the FUL.:

o0 Waves TrackedThe Follow-up Log tracks GAIN data collection at intaBe6, 9, and 12-
month waves.

0 One Row per XPIDThere should be one record (row) of data_per partiCip&riD).

0 Who should be includedlients should be included on the FUL if they areuded on the
GPRA website (e.g. those who receive a GAIN-I and agointended for follow-up, and
those who receive GPRA only and who are intendedoftmw-up). GPRA is an intent to
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treat program. If a client does not attend tfiéréatment session, follow-ups still need to be
collected.

0 Quick List: Clicking on a cell provides a quick list (in a yellow bax valid codes for that
cell.

o Sort by Client buttonThe “Sort by Client” option button allows sites to addords in any
order and then sort by client ID (XPID). This buttong@aMACRO. NOTE: Macros must
be enabled for this to work.

o Site ReportData entered on the 2.2 Follow-up Log will create er@port presented on the
‘2.3 Follow Up Report’.

o0 TxSI/WAI Completion DateNOTE: The TxSI/WAI completion date is an estimate
calculated as 14 days after the intake admission givas the engagement date (ENGDT)
listed on the TTL tab if entered—correct TxSI/WAI cdetpn dates may appear
purple/underlined. The true due date for the TxSI/WAI ghbelrecorded in the ENGDT
column on the TTL.

0 FUPLAN: Follow up plan (FUPLAN) or Column D, (labeled as sbelow) indicates
whether follow-up is planned and if it will be GAIN/GPRA GPRA Only.

= Ifthis is ‘0O’(no follow ups planned) the value of thetatafields will be blank. Do
not enter values for FU status or dates in this caB®LAN=0 means that, while
you did conduct an intake assessment (GAIN-I of GAIN y@u will not be doing
GAIN-M90s or GAIN_QMs on this client.

= |fthisis ‘1’ or 2’ (GAIN or GPRA follow-ups plannedyalues of ‘0’ (not due yet)
will be automatically generated for each follow-up statBfease indicate
FUPLAN=1 for any client who is scheduled to complete GMBO follow-up
interviews. The decision regarding specific clientsd meled to reflect project
requirements and local site decisions.

= FUPLAN=2 means that the client was asked only the GRR#ument at intake and
will be asked only the GPRA instrument for each follogvthat is conducted. This
has two main impacts on the remaining fields. Fit&nts who are only being
asked the GPRA instrument are not required to do the TXBEANAI. This status
and date should be coded 3-Not Applicable for most sitesorfsl, there are new
completion codes for the follow-up interviews (M90), @ed of 11-ontime and 12-
not on time, the codes for GPRA only are 13-ontime andat4n time. If you use
11 or 12 for a GPRA only client, status will appear wighigw highlights.

o0 Columns for Each Wavé&he columns shown below (for 3 month follow-ups) repfeat
each wave of follow-up data. The first column, intewakue, is calculated and cannot be
changed. The"column should contain a code for any record where FUPIsAdither 1 or
2. The last column should contain the date of thesassent when the follow-up interview is
completed.
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Not Conducting a Wavelhere is a way to automatically identify optionalldw-up waves
that a site has chosen not to conduct (i.e. 9 monttvietes). Contact CHS staff to help with
this if it is not set up already.

Follow-up Key:Interview status codes (and other useful information)istedd on the
Follow-up Key.

Code of 90 — ActiveOn the 2.2 Follow-up Log tab, for follow-up interview tardates that
have passed but that have not yet been completede pisas status code of 90-Active. For
these records, the status code will show up with oramgeidinting. A code of 90-Active
means you are actively trying to get the instrument congpletieher TxSI or GAIN-M90).
Any follow up interview where the due date has passed arfdltigata collections window
(30 days before through 60 days after the due date) is opdahghaterview has not been
completed should have the status changed from O (nota@@éydctive).

Status codes of 11-1#:the interview status is 11, 12, 13 or 14, an interview datst be
entered in the interview date field.

Interview Datelikewise, if an interview date is entered, a correspanditerview status of
11, 12, 13 or 14 must be entered. Interview dates shouloknenitered for other status codes
such as ‘22’ (incomplete) or ‘32’ (not located) meaningftilew up interview was unable

to be obtained.

Colored/Underlined Date$n the 2.2 Follow-up Log tab, if you notice colored/undedi
dates, please confirm the dates in comparison to thwigtestatus (e.qg. if there is a date,
the status should not be 0-Not due yet, if the statusatean on-time interview, the date
should be within the on-time windowRed/underline@ndorange/underlinedates indicate
errors and should never be left in the filelue/underlinecor purple/underlineghould be
noted and corrected or confirmed. These colors maynbeddr WAI/TxSI dates, but are
rarely accepted for follow-up interviews outside the ioretor full data collection window.
Please see “Automatic Error Checking” on the 2.1 Follpnkey tab for more information.

Last Revised DateColumn V contains the “Last Revised” date. It is cotlgecalculated as
the highest date value entered in the row. (Please duwvaptrite the formula in this
column.)

Deleting a Recordnstructions for Deleting a record from the FUL:

=  While it is not possible to delete an entire row fréve EUL due to the need to
maintain the integrity of the formulas used to crelagereport, it is possible to clear
data that you have entered. To do this, simply hightigdnidata you want to remove,
and [Right-click] and choose “Clear Contents”. Onfhd., you will not be able to
clear the entire row since the calculated due datgsratected, but you can highlight
the remaining cells (use <CTRL> Click to highlight nonseeutive cells). Then
click the “Sort by XPID” button at the top to reordee tiecords so that there are no
blank rows in the middle of the data.
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2.3 Follow-up Report Tab

o Contains:
=  Summary of report scope.
=  Summary of follow-up rates across interview waves.
= Information about each individual interview wave.

o Do Not Edit:Please do not edit this page in any way.

o0 Project ReportSite reports will be combined each month into a fuliéatoReport. Project
reports will be posted on a monthly basis to the AdeleisBrograms Support Site (APSS)
website with an e-mail notification sent to the site

o0 Bold/Pink Values in Col CBold/Pink values in Column C of the FUL Report tab indicate
that the numbers corresponding to the section besedeatbe in Column C do not add up as
expected this indicates an error that needs to be esgsoithe Follow up log 2.2.

o0 What if | See Bold/Pinktf you seeBold/Pink values in Column C of the FUL Report tab
this could indicate that you have a value in columBVRAI TxSIstat) that is one of the

“Completed” statuses (11-14), but no date is entered imoo@® (WAI/TXSIDT). All
Bold/Pink values should be checked with the corresponding data in théolgU

o Before Submitting GRLBefore submitting a GRL file, the FUL Report tab ddcae
checked to assure that there aré&3nal/Pink values in Column C and all necessary
corrections have been made to the 2.2 Follow-Up Log tareribat all text has been
returned to the original and correct standard black.
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3. Treatment Transition Log (TTL) Section

PurposeThe purpose of the Treatment Transition Log (TTL)t®eadn the GRL is to record each
participant’s treatment including referral source, tresit type, and treatment and discharge levels of
care starting with the initial index admission that et participant into the study. This section will
describe the TTL section, how to complete it, the @ssdor submitting data and how data will be
checked and reported.

TTL Section in GRL File:

The TTL section includes 3 tabs: 3.1 Treatment Log KeyTB2atment Log, and 3.3 TTL Site Report.
(If you are unfamiliar with tabs, you will find these &b on the lower left side of the file; click on the
name of the one you wish to view.) The following déms each tab and what is expected.

Update Set-Up Tab FirsBefore you start to work with the TTL section of GRle, please enter the
necessary information about your site and grant irsgteJp section.

3.1 Treatment Log Key Tab

What is on the Treatment Log Key Tathe Treatment Log Key tab has all of the informateeded

to fill in the TTL tab. Make sure to read this tab thoroydidfore entering data in the TTL tab and
refer to it if any questions about the TTL tab shouldeariThe key gives a description of each variable
and a list of valid codes to use. The Key also givesacbimiformation if any site has questions about
the FUL (See rows 77-85). Sites should use this key to stagker what is to be entered, determine
valid codes, and to attempt to answer questions beforaatmg CHS staff.

Color for Error Checking Why are there colors on the LOG? - Check the TE€l Kab.

Automatic Error Checking
Red/bold - In ADMTYPE indicates that 2 records for the same clienhave ADMTYPE=1. Each client
should have one and ONLY one index admission (ADMTYPHgentified.In INTKLOC indicates that a
value of 98-Unknown/unspecified has been indicatedPlease change this to reflect the type of treatment
provided to the client.

Orange highlights in "Date reached 2+ sessions/night [ENGDClient has been listed as having had the
conducted (in the 2.2 Follow-up Log), but there is no engagedate listed. Add ENGDT (col J) for this
client's index admission (ADMTPE=1) to the 3.2 Treatmeay.

Orange highlights - In any field (other than ENGDT-Seevapandicates that you need to enter a new or
different value for this field. Add an appropriate value@sded for the report to add up correctly.

Blue/Bold - In DISCSTAT indicates that you have entered dcharge information in either DISCDT
and/or DDSLOC, but DISCSTAT is still 0-Still in treatment. Change DISCSTAT to the appropriate
code

Gray highlights in ENGDT if Client dropped out before Zedsion or if ADMTYPE is not 1 (Index
Admission).
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3.2 Treatment Log (the TTL Data)

(0]

Description of ColumnsThe 3.2 Treatment Log is where the site will enterinf@ mation (data)
about each individual treatment episode. There are 15nglin this tab. The column A [XPID]
is the participant ID and should fall within the rangsigtsed to your site. Column B [XTPID] is a
local ID that should match the local ID provided in tberesponding field within the GAIN-I1 ABS
record.

Description of Columns=urther columns include the intake (admission) datestatds, the

referral source level of care and site, the treatryge, the current site and level of care, and the
discharge date, status, site and level of care. Bheddumn in the print area (col. R) is ‘Date Last
Revised’. This column is generated each time a recadited. This is used to help determine the
report date as discussed below.

Description of ColumnsFinally, there are several columns outside the prew &ol. S-AP in
gray) that will calculate automatically when you ergeradmission and/or discharge date. If the
values in columns S-AP are changed, the report will alocutate correctly. These formulas are
protected, so they cannot be changed or edited. Thgd8EBGDUR] in column S, is the segment
duration (or length of stay of the current record) arghisulated only when both admission and
discharge date are entered. The second, [TXTIME] lumnao T, is calculated when an admission
date exists, and is based on the difference betweeddtetnd the report date or the discharge
date. [SEGDUR] and [TXTIME] are calculated as dischalge minus admission date plus one
(to avoid lengths of stay of 0), and will be identical@both an admission and discharge date
have been entered.

Features of the TTL:

Tracks ClientsTTL tracks clients through treatment ‘segments’.

Row of Data for Each Level Of care (LOQ)here should be one record (row) of data for each
NEW LEVEL OF CARE —even if it is in the same facility, or for a neacflity at the same level
of care.

Quick List: Clicking on a cell provides a quick list (in a yellow bax valid codes for that cell
(some of the longer quick lists do not contain all @ vhlid codes. Refer to the 3.1 Treatment Log
Key Tab for the full list).

Where to Enter Datan the Log file, enter data in columns A-Q (Particig&nthrough

Comment) ONLY. Enter new data in the first blank rawha bottom of existing data. Then, if
you wish, use the ‘Sort by XPID’ button to sort data bgrdliand admission data AFTER entering
data. White fields represent the printable portion ofdgeEnter data in these white fields.

Where not to Enter Dat&AUTION: On the 3.2 Treatment Log tab, all othelucans (besides A-

Q) contain formulas that make the report work. The&emas have been protected so they cannot
be changed. Gray fields represent the non-printable partithe log that contains formulas that
drive the reportDo not attempt to change these.

ADMTYPE=1: On the 3.2 Treatment Log tab, ADMTYPE should be “I"dwery client’s first
intakefor this study, even if the client had previous treatment admissioaiswere not related to
the study. The important thing is that each client Ehbaveone and only onelndex Admission
or ADMTYPE=1. A value of “1” for ADMTYPE indicates thedex admission (the admission
when the client became part of the study). Admissamisre that (if recorded) should be coded
ADMTYPE=0. If the index admission is a step-down (aftercare following residential
treatment), we recommend including on the TTL any prionissions that are part of the same

17



episodé of treatment. Note: there may be more than onerdeuere per client, but only one
Admission Type 1 (Index Admission).

ADMTYPE 2, 3, and 4ADMTYPE values of 2 or 3 are entered for step-dowrnt&p-sip

treatment continuing from the index admission. Tlueskes are used to indicate that the treatment
record is a continuation of treatment and is parhefindex episode. (An episode consists of all
treatment segmeritith between-treatment gaps of less than 30 days).

. Use ADMTYPE=2 for records following the index admisswlnere the client’s
discharge destination is another step-up or step-down enevthe client is readmitted to
treatment within 30 days (the latter may involve changing ADE from 3 to 2 if you
thought it was the final discharge for the episode, lritctient returned to treatment within
30 days. See below.)

. Use ADMTYPE=3 if the record is the final dischargettoe index episode of care (i.e.,
if the discharge destination from the step-down frbenihdex admission is NOT a step-up
or step-down to another level of care). ADMTYPE=3 rhigfange to 2 if the client is
readmitted within 30 days.

. Use ADMTYPE=4 for all admissions that occur more tBardays from the last
discharge associated with the index episode of caref(bm the record where ADMTYPE
is coded 3). This represents a new episode(s) of care.

Include Every Admissiont is recommended that every admission or changeviel bf care

within a program site(s) should be included until the ertth@full follow-up period for the study.
Admissions to external facilities may also be inctlydaut should be included consistently across
all clients.

Treatment Keyl evel of Care codes, Status codes and other usefulnat@n are listed on the
Treatment Key.

Required Responselsevel of Care codes and status codes need to havpeansesfor the report
data to be captured correctly.

Coding Intake Status (INTKSTAT) and Intake Referral $g¢gel Of Care (IRSLOC):

INTKSTAT and IRSLOC can be difficult to code. Theldoving guidelines will help. In general,
the expectation is that intake status values of 1(Nem frommunity) will be associated with
[IRSLOC] values of O (community). Similarly, [INTKSTA values of 5 (transfer from juvenile
justice system) should be associated with [[IRSLOQ}esbf 51 (Correctional Institution) or 52
(Other juvenile Justice Agency), and [INTKSTAT] valuesdfTransfer from other controlled
environment) should be associated with [IRSLOC] valuasrdpresent a controlled environment
(e.g. residential or inpatient services and not outpabieaftercare-type services). These
expectations are also true for Discharge Status [DIT$and Discharge Destination Site Level
of Care [DDSLOC]. Although these expectations arer@gtiirements, it is likely that we will
contact a site for confirmation if we find differeralues.

Examples of INTKSTATHere are some examples of various intake status ¢INIEIKSTAT):

= An adolescent's physician or a private therapist rez@nas substance abuse treatment.
This would also be coded as 1-“new admission from the aomtyi’™ An INTKSTAT
code of 1 is used when the client is not coming from soiimer treatment, agency, or
system and is not a readmission within 30 days. We géneraht to steer away from
codes of 99 if possible, recognizing that sometimes a do2i ie necessary.

! An episode of care is defined as a series of admissitingewer than 30 days between discharge and re-admis§tan
episode begins with the first admission and ends withastelischarge where the client is not readmitted wiB days.
2 A treatment segment is a single level of care. Onéniera segment is recorded in each row of the TTL.
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= An adolescent who violates probation is offered treatras an alternative to incarceration.
The participant chooses treatment. The adolescenhatas juvenile hall, but was in the
juvenile justice system. The judge did not refer thdemtent to a specific treatment
program, rather the adolescent's lawyer did. This woelldoded as “5 — transfer from
juvenile justice” since although it is technically notiastitution, if this client did not go to
treatment, s/he would have been incarcefatiduis the client’s destination was transferred
from incarceration to treatment.

Short Term vs. Moderate Cailéat admission to treatment, the Intake Program Lel/€are is
short-term residential (30 days or less), but in thessaf treatment the treatment program is able
to get authorization from the insurance company for 7 rdays of care, which puts the level of
care at moderate term (31-90 days), should this episodaled as short term or moderate? At
admit, it would be coded as short term, but now thatiment has been extended beyond 30 days,
should this be recoded it moderate (31-90 days)? The gensnieraio this is that the TTL should
reflect what the program thinks it is providing. Cliecés stay more than 30 days in short-term
residential with the kind of waiver that is indicatedlients also frequently stay less than the full
time in moderate or long-term residential. In thise¢dfsthe program sees the extra 7 days as
"more of the same” treatment, then the “Intake Prodraxel of Care” should remain Short Term
Residential (STR). However, if the client was tfangd (even if just on paper) to a different level
of care (i.e., from short-term to moderate-term regid§, then the TTL should have two records.

Coding RSSITE and IRSLOGX a client is readmitted after an initial AWOL frothe index
treatment program within 30 days of the AWOL, then @gkdor the RSSITE and IRSLOC to be
coded the same as the XSITEA and INTKLOC on the irideatment episode. This is fine since
the instructions say to identify in IRSLOC and RSSIM& agency that is indicated in INTKSTAT
and that code was 2-Readmit within 30 days. To some ddusegould be a site decision
regarding what you want to know about referral sourc¢hisiexample, you are indicating a
preference for knowing that the client came from thergreatment agency rather than that they
came from the community.

Coding Treatment Program ID and Local [The Treatment Program ID is the local ID for the
client so that data may be matched with local inforomatiThis is an optional field that can be left
blank.

Sort by Client and Date Buttofihe “Sort by Client and Date” option button... this wotlks same
as the MACRO button in the FUL Tab. (NOTE: Macrasstbe enabled for this button to work)

Site ReportData entered in this Tab will create a site reporsgmeed on the ‘3.3 TTL Site
Report’ tab.

Last Revised DateThe report date is the earlier of the current dathe@most recent date in the
‘Date Last Revised’ column. Do not change the formuldné date last revised column. Columns
U through AP are used to calculate unique persons, admiggopgrson, discharges per person,
and total time per person. Treatment Log tab includ&®e by Client and Date “ option button.
Each column has validation check filter, so invalid cosliisnot be allowed to be entered in these
cells. If you have any questions about these colummsseleontactiatasubmit@chestnut.org

Deleting a Recordnstructions for Deleting a record from the TTL:

=  While it is not possible to delete an entire row fréva TTL due to the need to maintain the
integrity of the formulas used to create the repors, tassible to clear data that you have
entered. To do this, simply highlight the data you wamemove, and [Right-click] and
choose “Clear Contents”. Then click the “Sort by BRInd INTKDT” button at the top to
reorder the records so that there are no blank roweimtddle of the data.
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3.3 Treatment Log Report Tab

o Contains:

=  Summary of Treatment received (Level of care) and numbieatment segments per
client.

=  Summary information about Referral source, dischardgasstand discharge destination.
o Do Not Edit: This tab has been protected so it cannot be edited.

0 Project ReportEach month the TTL Report data for the site wilcbgied into a Grant TTL report
including all data across sites from a single grante 1@ports will be combined each month into a
Project Report. Project reports will be posted on a mgpidis to the APSS website with an e-
mail notification sent to the sites.

o Bold/Pink Values in Col C3o0ld/Pink values in Column C of the TTL Report tab indicdtatthe
numbers corresponding to the section beside the valdelimn C do not add up as expected.

0 What if | See Bold/Pinktf you seeBold/Pink values in Column C of the TTL Report tab this
could indicate problems with column K (DISCSTAT). Beesto enter a discharge status in
column K (DISCSTAT) for every record (row). If DISTAT is greater than zero, then be sure to
enter a date of discharge in column L (DISCDT) anelallof care for the discharge destination in
column N (DDSLOC). AlBold/Pink values should be checked with the corresponding data in the
TTL log.

o Before Submitting GRLBefore submitting a GRL file, the TTL Report tab glibbe checked to
assure that there are Bold/Pink values in Column C and make sure all necessary comect
have been made to the 3.2 Treatment Log to retutexalto the standard and correct black.
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4. GPRA Tool and Documentation Section

I ntegrating the GRL with ABS (Assessment Building System)

What is the GPRA Toollhe Assessment Building System (ABS) is a dynamdtfeexible
software program designed to allow data collection thrdnagh interactive computer
assessments and normal data entry methods whiledtogjtthe power of distributed
computing. It can be used in conjunction with the GRLs ltighly recommended that ABS be
utilized to convert the GAIN data to GPRA format forAO% GPRA website. This is preferable
to either asking the GPRA instrument separately of ebeht (this places a burden on both
clients and staff), or attempting to hand enter GAINadat the 4.1 GAIN-In tab (this can be
done, but requires extremely careful data entry andkaigeand is prone to errors that are
avoided by using the GPRA tool in ABS).

Key Advantages

o Eliminates the need to spend additional client and stadf te-asking items from the GPRA
tool that are already part of the GAIN.

0 Allows ABS to fill in the ‘4.1 GAIN-In’ tab of the GRIGPRA conversion tool, saving staff
time and potential data entry errors by an attempt td bater the data.

When To Enter Data?

GPRA requires data to be entered on their websiterwithiusiness days of interviewing the
client. Thus, it is recommended that GAIN data beredten a timely manner to allow this to
occur with the use of the GPRA tool in ABS.

Requirementstsing the GPRA tool in ABS requires that

o0 The GRL file is named ‘GRL.xIs’ (without quotes).

o The GRL file is saved under the ABS Server/Reportiefolvherever the site’'s ABS Server
has been installed.

CHS Recommends that:

o One staff person be responsible for overseeing the, GRL preferably one staff person be
responsible for data entry on the FUL and TTL tabsesthis requires less training for GRL
entry.

0 Asingle GRL is associated with the main ABS Servel all final data records are stored on
the same computer/network.

0 The GPRA tool be used consistently. The conversionctdoulates the data in a manner
that is acceptable to meet GPRA requirements for CSleacent programs using the
GAIN. If you are using the conversion tool, it is imiaot to use the conversion tool for all
your cases and to enter the data as computed by the convediinto the GPRA website.
Failure to consistently use the data derived from thgezgion tool will create problems in
the GPRA data set and negatively impact any aggregatamtsissis that CSAT performs.

22



How to Use the GPRA TOOLWJsing the ABS GPRA Tool to fill the GRLs ‘4.1 GAIN-In’ ba

o If you use the GPRA CONVERSION TOOL SECTION of thelGie to convert GAIN
data to a format for GPRA Web site submission, and us® tBill the 4.1 GAIN-In tab
you will need to save and close the GRL file after e@acbrd since ABS needs to find your
GRL when it is not already in use. You wilbt need to use the "Press Here to Save Data
and Initialize Form (or CTRL+SHFT+S)” button each tjras ABS does that each time you
use the GPRA tool._If you are entering data by l@nthe 4.1 GAIN-In tab, you will need
to use the "Press Here to Save Data and Initialize Forn@TRL+SHFT+S)” button each
time after printing the 4.2 GPRA-Out tab. This will save the cureint’s data into the 4.3
Data tab and reset the 4.1 GAIN-In tab to its initiduga.

0 Make sure that your GRL is saved where you installed yo8 8Brver in the ABS
Server\Reports folder. It must be named GRL.xIs or ABBnot be able to find it. (When
you first start, please use the GRL that you recem fData Submit, as any existing GRL
may be an older version.)

How to Use the GPRA TOOQIEor each new interview (GAIN-1 or GAIN-M90):

1) Be certain that the GAIN-I or GAIN-M90 date (and stdtrdVi90) has been entered into the
2.2 Follow-up Log before you begin. There is a link betwibe 2.2 Follow-up Log tab and
the 4.2 GPRA-Out tab. The GPRA-Out tab looks up the Valuthe interview date and
follow-up status for this client for this wave/interview it has been entered on the Follow-
up Log tab. If there is no record for the client, talscshows blank or "#N/A”. If this
happensbefore you print the 4.2 GPRA-Out tab, you should go to the Fulterethe
information for this client/wave, then sort the FuUsing the “Sort by XPID” button at the
top of the page. This is important if you are adding a clemt or have not sorted recently.
When this is done, the lookups should fill in. OtherwiE&PRA-Out has been printed and
the GAIN-In tab is initialized, you will need to writie the date and/or follow-up status code
on the hard copy.

2) Enter the record in ABS (you can also do the follgnsteps from a previously entered
record that you open using Edit Existing Case in ABSeck®ata Entry mode instead of
Interactive for faster processing.)

3) When you finish entering a case in ABS (or fromaase opened in Edit mode), click on
Add-Ins on the menu, then click on GPRA Tool. This will:

= Openthe GRL to the 4.1 GAIN-In tab,

= Click the ‘Save and Initialize...” button for you (You shd not have to click this
button if you are using ABS and follow these steps). Wills

= Sort your FUL so the lookups will work properly,

= Copy and paste any previously entered data (seen in 4.3d3atajues from Col B
to Col C moving any earlier rows to the right.

= Reset the 4.1 GAIN-In tab to be ready for the new data
= Fill in the 4.1 GAIN-In tab for the current record.

4) Review the 4.2 GPRA-Out tab to see that it has validfdagach item. If not, return to
GAIN-In to see that all green cells have been coragletith valid information.

5) Print the 4.2 GPRA-Out tab.
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6) SAVE and CLOSE the GRL file. ABS expects the GRIb¢ closed each time it attempts to
open the file. This prevents problems if multiple pe@ple access the GRL.

7) Entering data into the GRL is not a substitute foeramj data on the GPRA website!
8) Go to the GPRA website and enter the data from tmgoptt onto the website.

9) Retain a copy of the printed 4.2 GPRA-Out in theaiesedata file.

10) To enter data on the 4.1 GAIN-In tab by hand (notmegended)

11) Be sure the 2.2 Follow-up Log data have been enteresbaed for a client with GAIN

data, especially for follow-up interviews. Sort the FuHling the ‘Sort by XPID’ button at
the top of the tab.

12) The first several rows in the 4.1 GAIN-In are indiiaress and definitions. Be familiar with
them to help you with entering data on the 4.1 GAINaln t

13) On the 4.1 GAIN-In tab, enter data from the GAINiall cells highlighted in light green.
(Not all data will be entered, and entering data intd@Ré. is not a substitute for entering
data into ABS or for entering data onto the GPRA website!)

14) DO NOT enter data if the cell has been highlightegtay—these are skipped cells and in
most cases, should be set to 0. The note in ColiEaites why a cell would be grayed out.

15) Review the 4.2 GPRA-Out tab to see that it has validfdatach item. If not, return to
GAIN-In to see that all green cells have been coragletith valid information.

16) Print the 4.2 GPRA-Out tab.
17) Retain a copy of the printed 4.2 GPRA-Out in thearetedata file.
18) Entering data into the GRL is not a substitute foeramy data on the GPRA website!

19) The following steps may be done in either order, but butst be done. Go to the GPRA
website and enter the data from this printout onto tHesitee Return to the 4.1 GAIN-In tab
and click the “Press Here to Save Data and InitializZenfor CTRL+SHFT+S)” button to
copy the 4.1 GAIN-In and 4.2 GPRA-Out data onto the 4.3 Rdétaré-sort the 4.2 Follow-
up Log tab by client id (XPID) and reset the 4.1 GAIN4b to the initial values. Then add
any further records or SAVE and CLOSE the GRL file. sBee to save and close the GRL
when you are finished.

4.1 GAIN-In Tab

o How is the 4.1 Tab Usedhis tab is used by ABS to drop the GAIN variables related
GPRA into the GRL in GPRA order, so easy transfoionai the GPRA website can be
made. Use the GPRA tool in ABS to incorporate data fitee GAIN as requested by GRPA
(while not recommended, it is possible to enter datalmmn D where fields are highlighted
in green).

0 Using the 4.1 Tabif you use ABS to fill in the 4.1 GAIN-In tab (and thusube GPRA
Conversion Tool section of the GRL file) to converti@Alata to a format for the GPRA
website submission:

= You will need to close the GRL file after each recandes ABS needs to find your
GRL when it is not already in use.

= |f you wish to save each record on the 4.3 Data taipdar own local use, you will
need to save the GRL file after each use of the GRIRA {Do this as you close the
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file.) Choosing not to save the GRL after using th&kR@&Rool and printing the 4.2
GPRA-Out tab will mean that the site will not havis thackup for local use.

= You will never need to use the “Press Here to Save &atdnitialize Form (or
CTRL+SHFT+S)” button, as ABS does that each time yauthe GPRA tool. To
manually reset items (from XPID down) to original valugigk the 'Press here to
Save data and Initialize Form (or Ctrl+Shift+S)" button.

GAIN vs. GPRA VariablesNot all GAIN items are requested by the GPRA tool since
GPRA only interested in some variables.

Variable Order¥Variables listed are in the order they appear on thiNGA
Variable Codes:
= |tems that are looked up will be gray and will containltdoked up value.

Items that cause later data to be skipped will causskipped items to be gray and
include a default value.

= ABS will automatically enter the appropriate consisyecmdes. If hand entering, use
(-7) for Refused (RF) and (-8) for Don't Know (DK) axdbdata, leave the item blank
for missing data.

= The GAIN uses the same code (-8) for both “Don’'t Knantl “Missing”.
Therefore, there is no distinction between these tMiost GPRA related variables
have less than 1% missing for either of these two nsas@/e chose to code —8
GAIN values as “Missing” in GPRA because both Don’t Knawd Missing are
Missing, while the opposite is not true.

= A value of -3 means that the items were never askedesitdn If you are using a
pre-5.3 version of the GAIN, then the GPRA items thate added with 5.3 are
coded as not asked. If you did ask the GPRA supplemenlafaleaior version 5.2 as
an add on), then you can enter the values as needexse Piake sure your site is
using a version 5.4 now (downloadable from the APSS vegbsit

Gray Cells:Some cells that are gray may look like they shouldoeotIf you have filled in
and sorted the FUL data for the client first, this infation will be looked up. Otherwise,
you will need to enter it manually. Birth date (only nekda the GAIN-I) needs to be
within a teenage number of years from the interview.d&egarding the M90 items in gray
that do provide page numbers, some items are grayeecatse for GPRA (past month
items), they will be legitimately skipped based onr#eency items (where they would not
have been skipped in the GAIN (90 day items)).

Using the Press Here to Save Data Buttdsing the 'Press here to Save data and Initialize
Form (or CTRL+SHIFT+S)' button will 1) sort the FU2), copy the existing data from the
GAIN-In Tab into column C of the 'Data’ tab, and 3atecolumn D on the 'GAIN-In' tab to
the initial settings.

WARNING: Click this button to reset all data (DO NOT USE THISTBION if you are ONLY
using the GPRA tool from ABS):

Press Here to Save Data and
Initialize Form (or CTRL+SHFT+S)
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Chose Version 5.4Chose your GAIN interview form version from this pddwn menu. All
current GAIN versions should be 5.4. Version 5.3 is ngéo in use and Version 5.2 has not
been used for several years.

5.4 ‘

4.2 GPRA-Out Tab

o0 Purpose of the 4.2 Talbhis Tab provides a list of the converted data in tiemoand format
necessary for entering them onto the GPRA website.

o Printing Recommende®e recommend printing this page so data may be entertectiom
GPRA website most easily.

0 Save the Recordifter using the GPRA tool, printing this tab, entering tlata on the GPRA
website, we recommend saving the printed page in the odieotd for future reference.

o Do not Edit the 4.2 TalAs data are entered into the GAIN-In Tab, the vatrethe GPRA-
Out Tab will be calculated immediately and automatycdlhese values should not be
edited. If something appears incorrect, please check ttedelata on the GAIN-In tab and
make any changes there AND in ABS.

o Label Column:Categorical values appear in the Label column (ColDinand will be
bolded for better visibility. (The GPRA website useslalmot values, so these are what you
will need to use when entering data there.)

0 Results ColumnCount, days, and dollar values appear in the Result col@mumn C) and
will be bolded for better visibility. These are thelues you will need to use when entering
data on the GPRA website.

4.3 DataTab

o Purpose of the 4.3 Talbhis tab keeps a backup of the values for a given recomdthe
GAIN-In tab (at the top) and the corresponding GPRA-Cu{(a@hthe bottom) in a single
column.

o How is the Data UsedThese data are NOT used by the GCC at Chestnut, or byeaay
Mayatech, CSAT or GPRA. They are ONLY used by the GG@& wam to check whether
you are using the GPRA tool and to see if it looks like gce using it as expected. The GCC
data team may also use this information to check anyiquestou have about specific
responses or records at your request. These data are drioridiecal site use as a backup so
that you will know for which clients you have run th@®A tool, and will have a record of
the responses entered.

4.4 Lookups (the Notes Tab)

What is included on the 4.4 Tabhis tab is used to provide labels for specific values used
elsewhere in the GRL—particularly on the Set-up Tabtae GPRA-Out Tab. This is a
reference tab only. Please do NOT attempt to changhiagyin this tab.

4.5 Documentation Tab

What is included on the 4.5 Tabhis tab contains, in Columns A-E, a list of each GRIEm
and the logic of how GAIN items are converted to bec@RRA items. In addition, this tab

26



may include, in Columns F-L, some interim calculatiossed in converting GAIN data to GPRA
data. This is a reference tab only. Please do Nt@mpat to change anything on this page.
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