Transformation Accountability (TRAC)
Center for Mental Health Services

NOMS Client-level Measures for Discretionary
Programs Providing Direct Services

CROSS TABULATION AND FREQUENCY
REPORT GUIDE

CMH S November 2015

Center for Mental Health Services Version 5
SAMHSA




TABLE OF CONTENTS

GENERAL OVERVIEW......coiiiitiice ettt ettt st 1
SECTION A: KEY TERMS ...ttt 1
SECTION B: RUNNING THE REPORT ....ootiiiiiiirieisieese et 2
Step 1: Navigate to the Cross Tabulation and Frequency Report.........cccoevevvevvvveviennnnne 2
Step 2: Create YOUT tabIE.........cvoee e e 2

L SUBSET .tuiettteteetese sttt ettt sttt st se st et b e et et et et s et e R et r e e ne et e n et enenre e arn 3

2. TABLE TYPE. ittt ittt sttt sttt bbbt bttt b e bbbt ettt e bbbt b e ens 4

3o VARIABLES ...ttt ettt sttt sttt b et bbbt et b et b bbb bbbt nn e 5

4, TABLE CONTENTS....cviietiieteteresiesestesessesessesessesessessssessssessesessasessesessesessesessassssesenes 7

5. FILTERS (OPTIONAL) ...eottiiteiesteeie st etee e steeseestesteeseestesneesaesseeseeseeaseeseesseesaesensnens 11

Step 3: VIEW the REPOM......c.eoiiieie sttt 12
THINGS TO REMEMBER / FREQUENTLY ASKED QUESTIONS .......ccocovviviiiieienen, 15

ACCESSING HELP ... 15



NOMs Client-Level Measures (Services Activities): Cross Tabulation and Frequency Report Guide

GENERAL OVERVIEW

You can use the NOMs Client-level Measures (Services Activities) module Cross Tabulation and
Frequency Report to create your own frequencies or cross tabulations on any variable in the
Services tool. The data displayed in the cross tabulations and frequencies are aggregated across
consumers and displayed at either the grantee or program level. You may view the results of this
report in a printer friendly version, table view, a bar chart, or a pie chart. It can also be exported
to Excel or saved as a query.

SECTION A: KEY TERMS

Consumer: A consumer is a person who is actively in treatment with a CMHS funded program.

Federal Fiscal Year (FFY): The federal fiscal year is the accounting period of the federal
government. A Federal Fiscal Year begins on October 1 and ends on September 30 of the next
calendar year. Each FFY is identified by the calendar year in which it ends and commonly is
referred to as “FFY.” For example, FFY2011 began October 1, 2010, and ends September 30,
2011.

Federal Fiscal Year (FFY) Quarter: The Federal Fiscal Year is divided into four quarters:
e 1st Quarter: October 1st — December 31st

2nd Quarter: January 1st — March 31st

3rd Quarter: April 1st — June 30th

4th Quarter: July 1st — September 30th

Role: Your role in the TRAC system governs what you can view in the system. Some roles
include project director, grantee staff, and government project officer (GPO). The general rule
of thumb is that you can run reports for the grant(s) and/or grant program(s) you are associated
with. For example, most grant project directors or grantee staff are associated with just one grant
and would only see data for the one grant they are associated with.
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SECTION B: RUNNING THE REPORT

There are three basic steps to running the Cross Tabulation and Frequency Report in the
TRAC system. They are:

1. Navigate to the Cross Tabulation and Frequency Report
2. Create your report table

3. Select “Show Results” to view your report

Step 1: Navigate to the Cross Tabulation and Frequency Report

Select “Reports” on the homepage from the left menu bar, then select “Services.” The Services
Report Menu screen will appear.

Choose the “Cross Tabulation and Frequency Report” link. Another browser tab for the TRAC
Reports system will open. Please select “Cross Tabulation and Frequency Report” from the left
menu. A submenu will appear.

Select “Grant List” if you want to run the report for one or more grants, and “Program List” if
you want to run the report for one or more programs. For example, if you are a grantee and want
to run the report for your grant, select grants list (you will see only the grants or programs
associated with your role.)

Step 2: Create your table

Once you’ve chosen to create your report for grants or programs, all the options to create your
custom table will appear. Use the tabs at the top of this page to make selections for the cross
tabulation or frequency you want to create.

Current Selections:

m 2. Table Type 3. Variables | 4. Table Contents 5. Filters (optional) | Results  Saved Queries
Start Ower

Create table for: 1} ‘i 1] |
Usethesetabsto A A

. MEXT STE® 51_‘1(]1"
custamize yourreport RESULTS

Select one or more

INTERVIEW_TYIFE
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Each of the tabs in the table builder is described below.

1. SUBSET

The subset tab (shown on the previous page) is where you will define the records
that are included in your report. The options are:

Interview_Type: One selection is required. You should select the data
collection point you want to appear in your table: Baseline, a specific
Reassessment or Discharge.

o For example, selecting “Baseline” produces a report which includes
data only for consumers who have the selected Baseline data.

Record Type: One or more selections are required. Please select the type of
record you want included in your table: Interview data, Administrative data,
or both.

o As a continuation of the above example, selecting “Interview” for
Record Type will result in a report which includes data only for
consumers who completed a Baseline Interview.

Federal_Fiscal_Year: One or more selections are required. You should
select the Federal Fiscal Year(s) that you would like to include in your report.

o As a continuation of the above example, selecting “2010” for
Federal Fiscal Year will result in a report which includes data only
for consumers who completed a Baseline Interview within FFY 2010.

FFY_Quarter: One or more selections are required. Please select the FFY
quarters you would like to include in your report. This filter works with the
FFY filter. If you select FFY 2010 and FFY QI1, the report will display data
for the first quarter of Federal Fiscal Year 2010.

o As a continuation of the above example, click the “Select All” link to
select all FFY Quarters for FFY 2010.

Program or Grant: One or more selections are required. This filter will list
the programs or grants you have access to, depending on whether you chose to
run the report by programs or by grants, and on what you have access to in the
TRAC system.

o As a continuation of the above example, click the “Select All” link to
select all the programs or grants you have access to.

After making selections for each filter, click “Next Step” or the “2. Table Type” tab,
both located at the top of the screen.
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2. TABLE TYPE

The Table Type tab allows you to specify what kind of a table you want to
produce. Select the table type of your choice. Clicking on the picture of each
table will produce a generic example that will give you an idea of what your table
will look like. These generic examples are not specific to TRAC. The table type
options are:

e 1 Variable (standard frequency report): This table type will produce a
single frequency table which lists the variable’s response codes and the
number of consumers that provided each response.

e 2 Variables (2-way cross tabulation report): This table type will produce a
contingency table that compares the response codes and the number of
consumers that provided each response for each variable chosen.

e 3 Variables (3-way cross tabulation report): This table type will produce
contingency tables for the two variables chosen for the row and column; a
separate table is produced for each response code for the third variable (for
example, if the row variable is age, the column variable is race, and the page
variable is gender, three age-by-race tables will be produced: one for males,
one for females, and one for transgender consumers.)

1. Subset ErMAElICRRY "0 3. Variables | 4. Table Contents || 5. Filters (optional) | Results | Saved Queries | Start Over

Create table for: % _._._‘ _._._‘

MEXT STEP SHOW RESULTS

(Click on 2 picture below to see an example)

I I I |
Select the table type
o ) you want to create
2 variables here.

After making a table type selection, click “Next Step” or the “3. Variables” tab.
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3. VARIABLES

The Variables tab lists all the variables available for you to use in your table. To
view a list of variables, click on the “+” sign to the left of the variable folder icon.
Select a variable by using your mouse to drag and drop the variable to the
appropriate box (row; column or page) or by clicking on the variable and then
clicking the “>” next to the appropriate box (row, column or page). The variable
will be shown in the desired box. The types of variables you can choose are:

e Report By: If you have access to more than one grant or program, you can
produce a report that generates one page table for each grant or program by
making that selection here. If no selection is made from the variable list, one
summary table will be displayed that combines data across the grants or
programs you have selected.

e List of Both Adult and Child Variables: If you have access to both adult
and child programs (for example, if you are a CMHS Branch Chief or
Division Director), you can access a list of all variables for these programs
combined.

e List of Adult Only: If you are running the report for an adult grant or
program, you can access those variables here.

e List of Child Only: If you are running the report for a child grant or
program, you can access those variables here.

If you know the name of the variable you want to use, you can search for it.

1. Subset | 2. Table Type 4. Table Contents 5. Filters (optional) | Results  Saved Queries | Start Over

Specify the variable B 3 T
Click to highlight a variable in the list, then click the amow butbon below to indicate

wiere you want to place it KOXT STOP (W ROSULTS

WVariable List

M-_J@Report B

M it of At O

WLV E

Column:

Row: COLUMPR

[ |
l
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You can click on the “?” next to each variable to access additional information for it. A pop-up
box will open showing the Variable Name, the question as it appears on the Services tool, the
Variable Type, the response codes and their values.

With the exception of recoded variables and derived variables, this information matches the
Adult or Child Client-level Measures Codebooks. The codebooks are located on the TRAC
website at https://www.cmhs-gpra.samhsa.gov/index.htm under General Information > Service
Programs > Adult Materials or Child Materials.

/~ Variable - Windows Inte... 9 [=] [E1
Variable Li&

--ﬁREpDr‘t By - w E hittps: /v, da |

--ﬁLiE.t of Both Adult and Child Program “ariables
"ELiE-t of Adult Only
E-EaList of Child Only

é"EDEngraphics Label

H - j
What is wvour gender:

Variable Name

Gender

- [2] GenderSpec Type

- [2] HispanicLating Categorical

- [2] EthnicCtherSpec Categories

- [2] AgeGroup

.. [2] Age Value Caption

- [2] Ethnicity MALE

- [2] Race FEMALE
E-C@Functicning TRANSGENDER
H-[@stability in Housing OTHER (SPECIFY)
H-@Educaticn and Employment

After making your variable selections, click “Next Step” or the “4. Table Contents” tab.
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4. TABLE CONTENTS

You can use the table contents tab to customize the analysis that is included in
your table. The available options are:

e Specify cell contents

o Number of Responses: Displays the number of consumers that
provided a particular answer for the variable selected.

o Mean of another variable: Displays the mean of another variable in
the cells of your table. For example, you might want a table of gender
that shows the mean age of all consumers. The mean is the sum of all
values divided by the number of consumers. When selecting this
option, another box will appear with variables for selection.

o Median of another variable: Displays the median of another variable
in the cells of your table. The median is the value found at the exact
middle of the set of all values in ranked order. When selecting this
option, another box will appear with all possible variables for
selection.

1. Subset

Specify Table Contents

A. Specify cell contents:

2. Table Type | 3. Vanables BEMETIENTEENEN 5, Filters (opticnal) || Results | Saved Queries | Start Over

3 3

MNEXT STEP SHOW RESULTS

These boxes appear
when either the mean or
................................................. rnedian of another
vatiahle is selected.

Select a variable you want a mean for:

Searchl

Gl

--,__[List of Both &dult and Child Program Variables

.L_,List of Adult Only .
E-CaList of Child Only |

TRAC Help Desk: Telephone: 855-796-5777 or Email: TRACHELP@westat.com 7
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e Specify output options (optional): You can use these selections to add other
statistics to each cell of the table.

o Cell Percentage: The cell percentage is the percent of the total
observations for a single cell. The circled percent shown below is a
cell percentage. The circled percent indicates that black females make
up 12.60% of the total number (2,651) of respondents. The upper left
cell indicates this is a cell percentage. Also, the bottom right cell
(TOTAL) will always equal 100% when a cell percentage is chosen.

"What is your gender? (Gender)"” by "What race do vou consider yourself [your child]? (Race)”

Number of Responses What race do you consider yourself [your child]? (Race)

Cell Pct
MNative
. Hawaiian - - None
What is your gender? . Alaska N American  Multi-

{Gender) Black Asian or Di;h_E.'I' Native White Indian Racial of the TOTAL

Pacific above

Islander

MALE 503 14 5] B 614 23 107 154 1,425
15,97 % 0.53% 0.23%: 0.15% Z23.16% 0,587 % 0 % 5.561% 53.75%
FEMALE a4 11 B 11 594 18 a7 130 1,199
12.60%; 0.1 % 0.15% 0.d1% Z2.41% 0.65% 3.66% 4., 90% 45, 23%
14 ] ] ] 3 ] 1 7 25
U SR 0.53% 0% 0% 0% 0.11% 0% 0.0 % 0.26% 0,9 %
] ] ] ] 1 ] ] 1 2
OTHER (SPECIFY) 0% 0% 0% 0% 0.0 % 0% 0% 0.0 % 0.05%
TOTAL 851 25 10 15 1,212 41 205 292 2,651
3E.10%: 0.9 % 0.35% 0.57% 45.72% 1.55% FTA3%  11.01% 100.00%
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o Row Percentage: The row percentage is the percent of observations
using the row total as the total number of observations. The circled
percentage shown below is a row percent. The circled percentage
indicates that 49.54% of the female respondents are white. The
percentages in this row also indicate that 27.86% of the female
respondents are black and 8.09% are multiracial. The upper left cell
indicates this is a row percentage. The last column (TOTAL) will
always equal 100% when a row percentage is chosen.

"What is

MNumber of Responses

Row Pct

What is your gender?

{Gender)

MALE

FEMALE

TRANSGEMDER

OTHER {SPECIFY)

TOTAL

your gender? {Gender}" by “"What race do you consider yourself [your child]? {Race)

What race do you consider yourself [¥our child]? (Race)}

Mative
Hawaiian . - None
. Alaska . American  Multi-

Black Asian or uifh_er Native White Indian Racial of the
Pacific above

Islander
S03 14 =] 4 61l 23 107 154
35.30% 0.95% 0.42% 0,28% 43.09% 1.61% F7.51%  10.51%
334 11 4 11 Qe 15 a7 130
2T .06% 0.92% 0.353% 0.92% (49.54%, .(_ 1.50% G.09% 10.54%
14 ] ] ] 3 i] 1 7
S6.00% 0% 0% 0%  12.00% 0% 4.00%  28.00%
] ] ] ] 1 ] ] 1
0% 0% 0% 0%  S50.,00% 0% 0%  50,00%
551 25 10 15 1,212 41 205 292
32.10% 0,94 %% 0.35%: 0.57% 45.72% 1.55% O 11.01%

TRAC Help Desk: Telephone: 855-796-5777 or Email: TRACHELP@westat.com 9
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o Column Percentage: The percent of observations using the column
total as the total number of observations. The circled percent shown
below is a column percent. The circled percent indicates that 49.01%
of the white respondents are female. The percentages in this column
also indicate that 50.66% of the white respondents are male. The upper
left cell indicates this is a column percentage. The last row (TOTAL)
will always equal 100% when a column percentage is chosen.

"What is your gender? (Gender)" by "What race do vou consider yourself [your child]? {(Race)"”

Number of Responses What race do you consider yourself [your child]? (Race)

Col Pct
Mative
- Hawaiian . . Mone of
What is your gender? . Alaska . American Multi-
{Gender) Black Asian or uifh_er MNative White Indian Racial the TOTAL
Pacific above
Islander
MALE 503 14 =] 4 614 23 107 154 1425
59.11% S6.00%: 50.00%: 26 .67 % S0.66%: S6.10%: SE.20%: 5E.74%: 53.75%:
334 11 E) 11 94 18 a7 130 1,199
e 39.25% el 00 % G0.00%: 73.33% 49,01 %: +43.90% 47 32 % 4 52 %, 45.23%:
14 i] ] ] 3 ] 1 7 25
REALSCELUEE 1.65% 0% 0% 0% 0.25% 0% 0.49% 2 0% 0,94 %
u] i] u] u] 1 ] u] 1 Z
OTHER (SPECIFY) 0% 0% 0% 0% 0.08% 0% 0% 0.3 % 0.08%
TOTAL 551 25 10 15 1,212 41 205 292 2,651
100.00%  100.00% 100.00%  100.00%  100.00% 100.00%  100.00%  100.00%  100.00%
o Include Missing Values: You can choose to include or exclude
missing values from your report depending on whether you select yes
or no. Including missing values will add a row to your report, as
shown below.
"wWhat is your gender? (Gender)” by "What race do you consider yourself [your child]? (Race)”
~Number of Responses What race do you consider yourself [your child]? (Race)
What is your gender? Black Asi Native Alaska whit American  Multi- r:'imt TOTAL
(Gender) L S18N0 | yawaiian Mative e Indian Racial aul:uv:::
{missing) o 0 ] ] ] ] 1 13 14
MALE a5 27 11 ] 1,229 43 204 276 2,754
FEMALE 659 20 11 11 1,142 33 161 218 2,255
TRAMSGENDER 27 0 o 1] ] i 2 ] 45
DTHER (SPECIFY) o 1) o n] 1 u] Ju] 1 2
TOTAL 1,642 47 22 19 2,380 T& 368 516 5,070

After making table contents selections, click “Next Step” or the “S. Filters” tab.

TRAC Help Desk: Telephone: 855-796-5777 or Email: TRACHELP@westat.com 10
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5. FILTERS (OPTIONAL)

You can filter your report by any variable in the Variable List (see example
below). To choose a filter variable, click on the “+” to the left of the variable to
open the folder. Use your mouse to drag and drop the variable into the Specify
value box or click on the variable and then click on the “>"next to the box. More
options including response codes or values will be shown. At least one response
code or value must be selected. Select the value by clicking in the box next to it
and then click “Add to Filter List”. This process can be repeated to include
additional variables in the filter.

1. Subset | 2. Table Type | 3. Variables | 4. Table Contents EEMIZUIGEAGCTOIGTETV N Results | Saved Queries | Start Over

Optional: Narrow your results Ll I Ll i
Click to highlight a variable in the [f,:fi then click the arrow button.

NEXT STEP SHOW RESULTS
A. Select Variable:

,EI B. Specify value:

Search & Ba s 5
reh | 5| [stilireceivingservices

[ B-CaList of Both Adult and Child Program Variables
E-CaList of Adult Only O e
; E': Demagraphics - 7 vas
}f;--JFun:tucrlng
-;-:--_'JSIablll';',f in Housing

M-@Education and Emplayment

(Select all | Clear All)

3:}-:_'_,|Cr|me and Crniminal Justice Status
:-:E--_'.Fe':ept:cr'. of Care
C@Secial Connectedness

JReassessment Status

- StillReceivingServices

4;__]!2 limical Discharge Status

Filter List:

To add a filter, click to highlight a variable in the list, then
click the arrow butten

E HousingOukzeme : 'Did nat Meat Critaria’

After making filter sections, click “Show Results” to view your report.

i @-@Services Received
E-CgList of Child Only

=
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Step 3: View the Report

Once you have selected “Show Results”, the Results screen will display the report. The report is
produced as a result of selections made on tabs 1 — 5. The report can be viewed in a printer
friendly version, table view, a bar chart, a pie chart, exported to Excel or saved as a query.

Printer Friendly: Prepares a version of your table or chart in a form that is ready for printing.
This version will open in another tab of your browser.

Number of Responses
Retention: no
utilization of

psychiatric inpatient
hospital beds
(RetentionDutcome)
Did not Meet Criteria
Met Criteria

TOTAL

TRAC Crosstabulation/Frequency Report

Interview Type: Baszeline
Record Type: Interview
Federal Fizcal vear: |2010

FFY Quarter: 1=t quarter

Program:

Data in table for:

2nd gquarter %
3rd quarter
4th quarter

"Retention: no utilization of psychiatric inpatient hospital beds (RetentionOutcome)” by "What is

your gender? (Gender)”

MALE

"What is your gender? (Gender)

OTHER
FEMALE TRANSGENDER | (copcreyy TOTAL

11 . . 38

1,030 1 1 2,760

1,041 1 1 2,798

05/04/2011 09:49:32

* Please note that due to rounding and single precision the sum or percentages for each question

mav not total to 100,

Table View: Similar to the printer friendly view, but will not open in a separate browser.

TRAC Help Desk: Telephone: 855-796-5777 or Email: TRACHEL P@westat.com 12
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Bar Chart: Only available with certain results. Creates a bar chart of the table. For best results,
use this option only when selecting a table type of 1 Variable or 2 Variables.

What is your gender? (Gender)
2,000
1,500
1,000
500
. .
MALE FEMALE TRANSGENDER OTHER [SPECIFY)

“Duta in table for:

Intasnvierer Types - Baseding

Ao Tips © Fhersew

Federal Fescal pear ; 2010

FFY Couarter - 13 guasbar 2rd quasior, 3ed guarier 48 quarnier
Frogram :

Pie Chart: Only available with certain results. Creates a pie chart of the table.

What is your ganded? (Gendar)

Count

MALE {1,812)

OTHER (SPECIFY) (1)
TRANSGENDER (1)

FEMALE {1,067}

“Diata in table for:

Iritisrviairar Ty Bl

Reciond Ty - lerew

Faderal Fiscal yaar | 2010

FRY Crunrter @ 181 guarbar 2ed quisiod, 2 guietes 48 guisisr
Program :

TRAC Help Desk: Telephone: 855-796-5777 or Email: TRACHEL P@westat.com 13
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Export to Excel: Creates a new Excel spreadsheet that contains the data in your table or chart.

Save Query As: Saves a copy of your current query with a name you choose. This query will be
available the next time you login so that it can be produced again. This is very useful if the data
are being updated on a regular basis and tables or charts need to be created with the most updated
data available.

To save your query, select “Save Query As.” A box will appear where you can give the query a
name, as shown below.

1. Subzet | 2. Table Type | 3. Variables | 4. Table Contents | 5. Filters (optional) m Saved Queries

% Brinter Frigndly | _aI::IE View | 1“ Bar Chart | :, Pie Chart | Export to Excel | Save Query l..=+
'--*
Flease name your quer',-l Save Query |

The next time you run the Cross Tabulation and Frequency Report, you can access your saved
queries by clicking the “Saved Queries” tab. All the queries you’ve saved will be listed. You
can choose to run, edit or delete each query.

1. Subset | 2. Table Type | 3. wvariables | 4. Table Contents | S. Filters {optional) | Results Start Over

v

My Queries Actions
Gender tahles Run | Edit | Delete
Housing Run | Edit | Delete
Quarterly Status Report Counts Run | Edit | Delete

TRAC Help Desk: Telephone: 855-796-5777 or Email: TRACHEL P@westat.com 14
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THINGS TO REMEMBER / FREQUENTLY ASKED
QUESTIONS

e There is no default setting for this report. You will need to select at least one box in every
category on the Subset tab before proceeding. The Table Type tab defaults to 1 variable.
There is no default on the Variables tab. You will need to select at least one variable to
run the report. The Table Contents tab defaults to Number of Responses and the data does
not include missing values.

e If your user account was just created, you may not have access to this report for up to 36
hours.

ACCESSING HELP

For technical support or questions about TRAC, please contact the TRAC Help Desk, located at
Westat.

Telephone: 1-855-796-5777
Email: TRACHELP@westat.com
Hours: M-F 8:30 AM — 6:30 PM (EST/EDT)
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