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TRAC USER ACCOUNTS

Users have the ability to create, update, and deactivate accounts within the TRAC system. Below
we review the step by step instructions by user role in the following order:

e (Grantee’s Request for New User Access — (page 2)
e Project Director or Alternate Project Director (PD or APD) Approval, Disapproval,
Reactivation, and Inactivation — (page 6)

Important Note on Access:

These instructions review obtaining Grantee or Alternate Project Director access.
For Project Director access, you must contact TRAC Help directly and request a
New Project Director Access form.
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SECTION 1: REQUEST FOR NEW ACCOUNTS IN TRAC

Guidance for Grantees and Alternate Project Directors

Gaining access to TRAC is a multiple step process. It involves both the prospective user and the
current Project Director or Alternate Project Director of the grant. If you are new to TRAC and
looking for Grantee or Alternate Project Director access to the system, you will need to follow
the below steps to create a user account.

Grantee Account Creation

Step 1: You will require your grant’s unique Grant Security Key and Grant ID to begin the
account creation process. As a security measure, only the Project Director or Alternate Project
Director (PD or APD) has access to this information for each grant.

e Grant Security Key: Found on the PD or APD’s My Profile Page or the Manage
Accounts page. See sample Grant Security Key below.

Grant Sacurity Key: 33ebTedaed 3F087 3408400705504 I

e Grant ID: Your Grant ID will begin with the letters “SM” and will contain 5 numeric
digits.

| Grant 1D: smogaga |

Step 2: Once you have obtained the Grant Security Key and the Grant ID from the PD or APD, click on
the Sign Up link on from the menu on the left side of the screen. This will take you to the Sign Up page.

_g TRAC | Transformation Accountability

Center for Mental Health Services

Home

General Info

& Training

Sign Up

Contact Us

Lo/ General Info & My Account Data Entry
Trainina

Improving Confidence

1he mission of the Government Performance and Results Act (GPRA) of 1993 is to improve the
confidence of the American pcople in the capability of the Federal Government by holding all Federal
agencies accountable for achieving program results. Under GPRA law, the Substance Abuse and Mental
Health Services Administration (SAMHSA) is required to set specific performance targets, to measure
program performance on a regular basis against those targets, and to report annually to Congress on
each of the SAMHSA Centers' results. In short, GPRA is intended to increase program effectiveness and
public accountability by promoting a new focus on results, service quality, and customer satisfaction.

In order to better meet these GPRA expectations, SAMHSA has established Natlonal Outcome Measures

(NOMS) T to the 1ia tont m. 2 ama The NOMe are
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Step 3: On the Sign Up page, click either the “CMHS Grantees: Click here” link or on Grantee Sign Up.
This will take you to the Grantee Sign up Form.

‘. gé TRAC | Transformation Accountability \ d
Center for Mental Health Services s
Home = Sign Up

Home Print

General Info
& Training

CMHS Grantees: Click here to create your TRAC Account.

Grantee Sign Up

Contact Us If you are replacing a previous Project Director, or are not a CMHS Grantee but require a TRAC account, click here
to contact the TRAC Help Desk. We will assist you with your request.

Login
TRAC User Sign Up

+ TRAC Tip Sheet for the User Sign Up Process in PDE

Step 4: On the Grantee Sign Up Form page enter the Grant ID and Grant Security Key and click on the
Lookup button.

Your Grant Number, Project Director, Grant Title, Organization, Organization’s City (Org City), and
Organization’s home state ( Org State) will automatically populate based on the information you enter.

pr—
sENeral LnTo

& Training
Grantee Sign Up Form
Sign Up g P
Grantee Sign Up Enter your Grant ID and Security Key and then click Lookup.

Zontact Us

Grant [D: [SMO9999 Grant Security Key: |abd <::
ogin

Review to confirm you have entered the comect Grant 1D. Repeat these steps if access to another grant is

s needed.
Jata Download

Grant Number Project Director Grant Title Organization Org City Org State
“hange Password SMO9990 Westat ProjectD IPP Test Grant 2 Westat Test Rockville MD

ogout
Enter contact information below and click Submit

First Name: |
Last Name: |
[

Emaill Address:

Confirm Email Address: |

Phone #1: Area Code | Number Ext |
Phone #2: Area Code | [ Number | Ext |
Phone #3: Area Code|[  Number| Ext |
Saihesriba bolietesr \-‘E -

Step 5: Next, on the same screen, enter your contact information in the open text fields and click Submit.
If you find you have entered incorrect information, click Cancel. This will clear the fields and you will be
able to re-enter the information.

If you have multiple grants, you will go through this process for each grant.
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Grantee Sign Up Form

Sign Up
Grantee Sign Up Enter your Grant ID and Security Key and then click Lookup.

Contact Us

Grant ID: [SM99999 Grant Security Key: [abc Lookup
Login
Reports Review to confirm vou have entered the correct Grant ID. Repeat these steps if access to another grant is

needed.
Data Download

Grant Number Project Director Grant Title Organization ©Org City Org State
Change Password SMO0000 Westat ProjectD IPP Test Grant 2 Westat Test Rockville MD

Logout
Enter contact information below and click Submit

First Name: [TEST1

Last Name: [TEsT2

Email Address: [fixit@group.com

Confirm Email Address: [fixit@group.com

Phone #1: Area Code [555 Number [4443333 Ext |

Phone #2: Area Code [ Number | Ext |

Phone #3: Area Code [ Number | Ext |

Subscribe to Listserv: NO -~

||

Step 6: Once you have successfully submitted your information, you will receive the below confirmation
message and an e-mail confirmation of the request.

Home > Sign Up > Grantee Sign Up > Grantee Sign Up Complete

ome Print

General Info

& Training

T — Grantee Sign Up Complete

Contact Us Your request has been successfully submitted. You will receive an email confirmation shortly. If you have any
questions, please contact the TRAC Help Desk at 1-888-219-0238.

Admin

Reports

Data Download
Change Password

Logout

An e-mail alert will be sent to the Project Director and Alternate Project Director asking them to either
approve or disapprove the request. They will be asked to log-in to the TRAC system and approve the new
request for access. Once the request has been approved, you will receive the below email with log-in
information and temporary password.

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 4



Dear Grantee name:

Your request for access to TRAC for Grant (Grant ID and Name) has been
approved. Use your existing username (insert username) and password to access this
grant. Below is the link to the TRAC website. If you have any questions or issues
accessing TRAC, please contact the TRAC Help Desk at trachelp@westat.com or 1-
888-219-0238.

Thank you,

TRAC Help
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SECTION 2: APPROVING NEW ACCOUNTS IN TRAC

Guidance for Grant Project Directors and Alternate Project Directors

This section will review the Project Director or Alternate Project Director’s (PD or APD) role in
account creation and deactivation for new users.
Below are step by step instructions on how to:

Approve or Disapprove a New Request
Reactivate a User

Deactivate a User

View Summary of Users

User Approval and Activation:

Grant ID and Security Key

PDs and APDs are asked to provide the Grant ID and Security Key to the grantee as a security
measure. The Grant ID and Security Key can be found on the My Profile Page or the Manage
My Accounts page. Prospective users will need this information to submit the request and begin
the account creation process.

General Info
& Training

My Account

My Profile Page

Manage Accounts

My Grant's Information

Grant Program:
Organization Name:

1PP Test (IPPT)

Update My Grant Westat Test

Update My Info Grant Cohort: IPPTADB
Grant Title: IPP Test Grant 2
I_ (ElEE AR SLEEEER)
Contact Us CMHS Government Project Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2014
Data Entry N
TRAC Inactive Date: 6/1/2014
Reports Technical Assistant(TA) Center Name: Training Support and Advocacy Center (TSAC) for P&As

Data Download I Grant Security Key:

operated by the National Disability Rights Network
33eb7e4ae43f9873d9c84c0f07b05594 I

Change Password

LErEut Requests for Access

Name Email User Roles | Action | Comments
Current Users
Name Email User Roles Action Comments
Mary -
6820_Mary_Westat APD@fakemail.com Alt PD - [ Inactivate
Westat

Inactive Users

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com




Email Alert to Access

Once a grantee has successfully submitted the request for access, you will need to approve their
account in the TRAC system. Once you have completed these steps, the new user will gain
access. Project Directors and Alternate Project Directors will receive the below e-mail alert
signaling them to update the Manage Accounts screen in the TRAC system to begin the process.

Dear (Project Director name):

Updates have been made to the Manage Accounts screen for your Grant
(Grant ID). If you did not make any updates please contact the TRAC Help
Desk immediately at trachelp@westat.com or 1-855-796-5777.

Thank you,

TRAC Help

Accessing TRAC for Approval or Disapproval

Step 1: To begin, sign into the TRAC system and click on the My Account link.

Home

General Info

& Training 2

My Account @ £ My

Contact Us \\ &

SELEHER General Info & My Account Data Entry
Reports e

Data Download Improving Confidence

Change Password

The mission of the Government Performance and Results Act (GPRA) of 1993 is to improve the
Logout

confidence of the American people in the capability of the Federal Government by holding all Federal
agencies accountable for achieving program results. Under GPRA law, the Substance Abuse and Mental
Health Services Administration (SAMHSA) is required to set specific performance targets, to measure

program performance on a regular basis against those targets, and to report annually to Congress on

each of the SAMHSA Centers' results. In short, GPRA is intended to increase program effectiveness and

niihlic accanntahilibs b neamatina 3 now faciie an racnlfe candica analihe and cickamar cabiofactinn
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Step 2: Once you have clicked on the My Account tab, the Manage Accounts tab will display on
the menu. Next, click on Manage Accounts link. Users with access to multiple grants will have
to choose a grant to display. If you have access to one grant, you will automatically move to the
Manage Accounts page.

Home > My Account > Manage Accounts

oo TR -

Home
General Info

& Training

My Account Manage Accounts

This section of the website allows Project Directors or Alternate Project Directors to manage their Grant’s TRAC grantee

My Profile Page
Update My Grant

Update My Info

accounts. Select the grant you would like to manage from the list below and then click Next. You will then be taken to
the Manage Accounts screen for the selected Grant. You will be able to return to this screen to select another grant
using the Previous button.

Manage Accounts (Alternative) Project Director: This section of the website provides a management of your CMHS grantee accounts.

Contact Us

My Grant Profiles
Data Entry

Reports
Available Grants
Data Download ITTPOO1:IPP Test 001 h

Change Password

Logout

The Manage Accounts page will provide grant information and tables separated by user status.
Below is the information displayed for the selected grant:

My Grant Information
Requests for Access
Current Users
Inactive Users

General Info
& Training

My Account Manage Accounts

My Profile Page My Grant’s Information

Grant Program: IPP Test (IPPT)

Update My Grant Westat Test

Organization Name:

Update My Info Grant Cohort: IPPTADE
Grant Title: IPP Test Grant 2
Grant ID: SM99999
Contact Us CMHS Government Projec: Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2014
bata Entry TRAC Inactive Date 6/1/2014
Reports Technical Assistant(TA) Center Name Training Support and Advecacy Center (TSAC) for P&As

operated by the National Disability Rights Network

Dala Download 33eb7e4ae43f2873d9c84c0f07b05594

Grant Security Key:

|Requests for Access |
L 1

Change Password

Logout
Name Email User Roles Action Comments
el sixil@fake. email com AlLPD - Az
Test2 Disapprove
Current Users
T
Name Email User Roles Action Comments
Mary . )
6820_Mary_Westat_APD@fakemail. ccm Alt PD - Inactivate
Westat
|Inactive Users !
T St Lo oo e I e —— =
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Step 3: Under the Requests for Access table, the new user’s name will appear. Under the User
Type column, use the dropdown list to select a user type to be assigned to the new user.

7

STAGING
TRAC | Transformation Accountability

Center for Mental Health Services

e

Home = My Account Information > Manage Accounts Page

S Print J

General Info
& Training Manage Accounts

My Account My Grant's Information

My Profile Page Grant Program: IPP Test (IPPT)
Organization Name: Westat Test
Uiz by Gl Grant Cohort: IPPTADE
Grant Title: 1PP Test Grant 2
Update My Info Grant ID: SMo0ao0
I T CMHS Government Project Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
Sign Up TRAC Inactive Date: 10/30/2011
Technical Assistant(TA) Center Name:  N/A
Contact Us
Data Entry s for Access
Name Email User Roles Action Comments
Reports
Data Download John John Smith@fakemail.com Grantee User ' Approve i
Smith AT PD ) Disapprove b
Change Password - > »
pac Jack Smith@fakemail com Alt PD 2! LEIRELE i
Lo Smith © Disapprove
Current Users
| Name | Email | User Rales | Action | Comments ]
Inactive Users
Name | Email | User Roles | Action | Comments ]

[ Som X conco

Step 4: Next, the below screen will allow for approval or disapproval of users. To approval the
new user, under the Action column click the Approve radio button and click Submit.

# TRAC | Transformation Accountability ‘Use-. wmn;m
Center for Mental Health Services _ "

Home > My Account Information > Manage Accounts Page

e Print J

General Info
& Training Manage Accounts

My Account My Grant's Information

My Profile Page Grant Program: 1PP Test (IPPT)
QOrganization Mame: Westat Test
EEEED iy S Grant Cohort: 1PPTADB
Grant Title: IPP Test Grant 2
TR A Grant ID: 5M99999
Manage Accounts CMHS Government Project Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
sign Up TRAC Inactive Date: 10/30/2011
Technical Assistant(TA) Center Name:  N/A
Contact Us
Data Entry oot S —
Requests for Access aail uUser Roles Action Comments
Reports
I Al John Smith@fakemail.com Grantee User[~| S i
Smith Disapprove =
Change Password Sk »
- Jack Smith@fakemail.com Alt PD [=] P m
L Smith Disapprove

Current Users

[ Name | Email | User Roles | Action | Comments ]

Inactive Users

| Name [ Email | User Roles | Action | Comments |

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 9



Step 5: After clicking Submit the below message box will appear. Click OK on the below pop-

up message to complete the request.

(e

TRAC | Transformation Accountability

Center for Mental Health Services

STAGING

User: Westat Praj
Role:

Home > My Account Information > Manage Accounts Page
Home ’
General Info
& Training Manage Accounts
My Account My Grant's Information
My Profile Page Grant Program: IPP Test (IPPT)
Organization Name: Westat Test
SEEEET R (S Grant Cohort: IPPTADB
Grant Title: 1PP Test Grant 2
Update My Inf
e Grant ID: SMag9g9
e A CMHS Government Project Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
Sign Up TRAC Inactive Date: 10/30/2011
Technical Assistant(Ta) Center Mame:  N/A
Contact Us
Data Entry Requests for Access Message from webpage =
Name Action Comments
Reports
John | Are you sure you want te submit your data? ' Approve
John_Si ¥ e »
Data Download e ohn.Sm e
Change Password )
Jack ace=a ® Approve
Logout Sl G oK | [ canca | Disapprove
Current Users
Name | Email | User Roles | Action | Comments |
Inactive Users
[ Name | Email | User Roles | Action | Comments ]

[ soomi J cance )|

Step 6: The approved users will move from the Requests for Access table to the Current Users
table. Once the request is approved, the grantee will receive an e-mail containing their log-in

information and a temporary password.

[

Home

General Info
& Training

My Account
My Profile Page
update My Grant

Update My Info

Sign Up

Contact Us

Data Entry
Reports

Data Download
Change Password

Logout

I Manage Accounts

TRAC | Transformation Accountability

Center for Mental Health Services

STAGING

Home > My Account Information > Manage Accounts Page

Manage Accounts
My Grant's Information

Grant Program:

Organization Name:

Grant Cohort:

Grant Title:

Grant ID:

CMHS Government Project Officer:

IPP Test (IPPT)
Westat Test
IPPTADE

IPP Test Grant 2
SMo9g9g

TA GPO

User: Westat Progi
Role:

Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
TRAC Inactive Date: 10/30/2011
Technical Assistant(TA) Center Name: N/A
Requests for New Accounts
Name | Email User Roles Action Comments ]
Current Users
Name Email User Roles Action Comments
John . .
Smith John_Smith@fakemail.com Grantee User[~] [ 1nactivate
Jack Smith | Jack. Smith@fakemail.com Alt PD ] Tnactivate
Inactive Users
Name Email User Roles Action | Comments |

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com
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Step 7: If you need to disapprove a request, click Disapprove under the Action column and enter
the reason for the disapproval in the Comments section.

T Informal O ~ @ B & X | 2 Weslnfo | 22 TRAC Links
TRAC |

| = Manage Accounts Page | |

STAGING

nsforma n Accountab
Center for Mental Health Services

Home > My Account Information > Manage Accounts Page

Home

General Info
& Training

Manage Accounts

My Account My Grant's Information

My Profile Page Grant Program: IPP Test (IPPT)
Organization Name: Westat Test
LEEEIE Gy S Grant Cohort: IPPTADE
Grant Title: 1PP Test Grant 2
Update My Info Grant ID: SMooooo
S CMHS Government Project Officer: Ta GPO
Grant Start Date: 8/1/2011 Grant End Date: /3072011
Sign Up TRAC Inactive Date: 10/20/2011
Technical Assistant(TA) Center Name:  N/A
Contact Us
Data Entry R for Mew Accounts
im e =mai User Roles Action Comments
T o ; -
Reports Requests for Access
John . - © approve Enter reason for =
Data Download e John_Smith@fakemail.com Grantee User [« | @ Dicaperove ||Simapproval jin
Change Password = =
e Jack Smith@fakemail com Alt PD =1 = SEETIIE bi:
s Smith ) Disapprove

Current Users

Name | Email | User Roles | Action | Comments |

Inactive Users

Name I Email I User Roles I Action I Comments ]

=TT .|
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Deactivation and Reactivation

From the Manage Accounts page, the PD and APD have the ability to inactivate and reactivate
users.

User Deactivation

Step 1: To inactivate a user, under the Current Users table find the new user’s name. Under the
corresponding Action column, click on Inactivate. Enter any comments in the Comment section
and then click Submit.

TR C | Transformation Accountab
Center for Mental He er

Home > My Account Information > Manage Accounts Page

Home

General Info
& Training Manage Accounts

My Account My Grant's Information

My Profile Page Grant Program:

Organization Name:

IPP Test (IPPT)

Westat Test
Update My Grant

Grant Cohort: IPPTADE

Grant Title: 1PP Test Grant 2
Update My Info Grant ID: Smogogo
T CMHS Government Project Officer: TA GPO

Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
Sign Up TRAC Inactive Date: 10/320/2011
Technical Assistant(TA) Center Name:  N/A
Contact Us
Data Entry Requests for Access
Name | Email | User Rolas | Action | Commeants
Reports
Data Download Current Users
MName Email User Roles Action Comments
Change Password
Dogoir JSC;:zh John_Smith@fakemail com Grantes User[~ | Inactivate il
Jack Smith | Jack.Smith@fakemail.com Alt PD ~ = 5 i
Inactive Users
MName I Email I User Roles I Action I Comments

EETTED GRS

Step 2: Click OK on the below pop-up message. The inactivated user be moved to the Inactive
Users table and their account will be disabled.

o

Home

STAGING
TRAC | Transformation Accountability

Center for Mental Health Services

e a
- e

Home > My Account Information > Manage Accounts Page

General Info
& Training Manage Accounts

My Account My Grant's Information

My Profile Page S ErEErETE Requests for Access

Organization Name:

IPP Test (IPPT)

Westat Test
Update My Grant

Grant Cohort: IPPTADB

Grant Title: IPP Test Grant 2
Update My Info Grant ID: SMog999
Manage Accounts CMHS Gowvernment Project Officer: TA GPO

Grant Start Date: 8/1/2011 Grant End Date: S/30/2011

Sign Up TRAC Inactive Date: 10/20/2011
Technical Assistant{TA) Center Name: MN/A
Contact Us
Data Entry Requests for Access [ Message from webpage B3
MName Action Comments I
Reports .
-Q_w Are you sure you want to submit your data?
Data Download Current Users L S
MName Action Comments
Change Password
John -
LaEEn e John.S oK [ cancat | Inactivate a
Jack Smith | Jack Smith@fakemail. com | Alt PD [C] inactivate b
Inactive Users
MName Email I User Roles I Action | Comments I

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 12




User Reactivation

Step 1: To reactivate a user, find the user in the Inactive Users table. Under the Action column
and click on Reactivate, to reinstate access.

STAGING
TRAC | Transformation Accountability
Center for Mental Health Services

S
o

General Info
& Training

s for Access ion > Manage Accounts Page

Manage Accounts

My Account My Grant's Information

My Profile Page Grant Program: IPP Test (IPPT)
Organization Name: Westat Test
JEaEEE SOy G Grant Cohort: IPPTADE
Grant Title: IPP Test Grant 2
update My Inf
[FEEES AR L0 Grant ID: SMeggss
I PP CMHS Government Project Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
Sign Up TRAC Inactive Date: 10/30/2011
Technical Assistant(TA) Center Name:  N/A
Contact Us
Data Entry Requests for Access
Name Email | User Roles | Action | Comments
Reports
Data Download Current Users
Name Email user Roles Action Comments
Change Password
Logout Jack Smith | Jack Smith@fakemail.com Alt PD =1 [l tnactivate i

Inactive Users

Name Email User Roles Action Comments
John ; ] - r
Smith John. Smith@fakemail.com Grantee User [~ | Reactivate I

D G|

Step 2: Click OK to confirm on the pop up message that appears. The reactivated user will be
moved back to the Current Users table as seen below.

e

STAGING

TRAC | Transformation Accounta

Center for Mental Health Services

ity

Home = My Account Information > Manage Accounts Page

s Print

Genersal Info
& Training Manage Accounts

My Account My Grant's Information

My Profile Page Grant Program: IPP Test (IPPT)
Organization Name: Westat Test
DD Ry S Grant Cohort: IPPTADB
Grant Title: IPP Test Grant 2
TR G4 Wi Grant ID SMog999
EreET ST CMHS Government Project Officer: TA GPO
Grant Start Date: 8/1/2011 Grant End Date: 9/30/2011
sign up TRAC Inactive Date: 10/30/2011
Technical Assistant(TA) Center Name:  N/A
Contact Us
Data Entry Requests for Access
Name Email User Roles Action Comments
Reports
Data Download Current Users
Name Email User Roles Action Comments
Change Password
EEnn John John_ Smith@fakemail com Grantee User[=] | [ Inactivate L
Jack Smith | Jack.Smith@fakemail.com Alt PD [=1 [ Inactivate i

Inactive Users

Name I Email I User Roles I Action | Comments

L som Jcarce |
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Summary of Users

For a quick summary of all current users, return to the My Profile Page located on the left hand
menu. New users will be listed under the Staff with access to TRAC section.

& Training
My Account My Profile Page

My Profile Page 1. My Grant's Information

Grant Program: IPP Test (IPPT)
Update My Grant B R
Organization Name: Westat Test
Update My Info Grant Cohort: IPPTADB
Manage Accounts Grant Title: IPP Test Grant 2
Grant ID: SM99999
Contact Us
CMHS Government Project Officer: TA GPO
Daiz EdEy Grant Start Date: 8/1/2011
Reports Grant End Date: 4/30/2014
Data Download TRAC Inactive Date: 6/1/2014_ . .
NOTE: This is the "grace period" at the end of your grant that
Change Password you have to complete data entry.
Technical Assistance(TA) Center Name: Training Support and Advocacy Center (TSAC) for P&As operated
Logout by the National Disability Rights Network
Grant Security Key: 33eb7e4ae43f9873d9c84c0f07b05594

I 3. Staff with access to TRAC
'The people Tisted below currently have access to your grant’s TRAC data. If you need to add or remove a TRAC user
from your grant, please use the Manage Accounts screen.

Grantee Project Director: David Rockwell, 4185_David_Rockwell_PD@fakemail.com
Grantee Alternative Project Director(s): Mary Westat, 6820_Mary_Westat_APD@fakemail.com
Other Grantee Staff with access to TRAC: None Assigned
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SECTION 3: NOTES FOR NEW USERS

e Once a user account is created, the new user will be able to access the TRAC system to begin data
entry and will begin to receive important system alerts via e-mail. However, they should expect
up to one to two day delay on the Reports section of TRAC.

e Users requesting access to newly awarded grants will not be given access to TRAC until you have
completed your first Webinar training. These instructions are specific to existing grants, newly

awarded grants are handled separately by in house staff.

e The email alerts are sent as soon as any updates are made in the TRAC system. If you didn’t
receive an email alert immediately, be sure to check your junk mail folder.

e For current users with active accounts, the Sign Up link does not appear if you are signed into the
TRAC system. This is important for current users who are helping prospective users gain access.

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 15
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