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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.

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 1



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.

¢ 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 3FO87 3408400705504 I

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

I Grant ID: 5M935959 I

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.

. TRAC l Tranifmmal.iunAr intability

Center for Mental

Ganaral [nfo
& Training

Contact Us

Lsgin General Info & My Account Data Entry
Training
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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.

bility

TRAC | Transformation Accounta

or for Mankal Health Sery

s,
L \"._
Hime = Sige Up
Hams [ Pt

General Info
& Training

Sign Up
CMHS Grantees: Clun create your TRAC Account.

Grantes Skgn Up
If yeu are replacing a previous Project Director, or are net 8 CMHS. Grantee but require a TRAC sccount, click here to
Contadt Us contact the TRAC Help Desic. We will assist you with your request.

Login .
TRAC Uscr Sign Up
* TRAC User Sign Up Process Guide in PDE

* TRAC Tip Shest 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.

TRAC | Transformation Accountability

or for Méntal Health Services

N
Homie = Sign Up > Srasbes Sgn U

vom e

General Info
& Training x
e Grantee Sign Up Form - Follow the steps in order.
ign Up
m Step 13 Enter your Grant 1D and Security Key and then cick "Lookup®. Your grant project dinsctor will provide this
information to you.

Contact Uis Grant 10: [SMS55EE Grant Security Key: [abc 12y =

Login

Step 2: Review the table below b confirm you have entered the correct Grant 1D, Repest these steps if sooess to
ancther grant is needed,

Grant Number | Project Director | Grant Titlhe | Organization | Org City | Org State
SMPII Mary Waestat |IFP Test Grant 2 Wiestat Test | Rockville MO

Step 3: Enter conthet information balow snd then dick "Submit®.

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 3



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. You will go through this process for each grant.

b

{ ﬁ\ TRAC | Transformation Accountability

Center for Mental Health Services

Home > Sign Up > Grantee Sign Up

Home Print

General Info

& Training R e
E Grantee Sign Up Form - Follow the steps in order.
ign Up o

Step 1: Enter your Grant ID and Security Key and then click "Lookup”. Your grant project director will provide this
information te you.

Contact Us Grant ID: [SM39999 Grant Security Key: [33ebTedae43/9873c9c84c0107605594

Login

Grantee Sign Up

Step 2: Review the table below to confirm you have entered the correct Grant ID. Repeat these steps if access to
another grant is needed.

Grant Number | Project Director |  GrantTile | or | orgcity | org state
5M99999 [ Mary westat |1PP Test Grant 2 | westat Test |Rockville  |MD

Step 3: Enter contact information below and then click "Submit".

First Name: [New

Last Name: [Grantee

Email Address: |NewGrantee@example org

Confirm Email Address: |NewGramee@example org

Phone =1: Area Code W Number [7075000 Ext |

Phone #2: area Code[ Number| Ext [

Phone £3: Area Code[ Number| Ext |

Subscribe to Listserv: |ves 2

Cancel

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 Compiete

General Info
8 Training

Grantee Sign Up Complete
Sign Up

m Your request has been successfully submitted. You will recelve an emall confirmation shartly, If you have any
quastions, please contact the TRAC Melp Desk at 1-855-796-5777,
e [

Lagin
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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 two emails below with log-in
information and temporary password in one email and the TRAC website address in the other.

Dear (Grantee Name):

The following User Login ID and Password has been generated for you to access to
the CMHS TRAC website:

User Login ID: (usually the grantee’s first initial and last name)
Password: (random 8-character temporary password)

User Email Address: YourAddress@Email.com

The address for the website was sent to you in a separate email. After you login for
the first time, you will be asked to change your password.

If you have any questions or issues accessing TRAC, please contact the TRAC Help
Desk at trachelp@westat.com or 1-855-796-5777.

Thank you,
TRAC Help

AND

Dear (Grantee Name):

Your request for access to TRAC has been approved and below is the link to the
TRAC website. Your username and password information will be in a separate email.
If you have any questions or issues accessing TRAC, please contact the TRAC Help
Desk at trachelp@westat.com or 1-855-796-5777.

https://www.cmhs-gpra.samhsa.cov/TracPRD /default.aspx

Thank you,
TRAC Help

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 5
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After logging in with your username and the temporary password, and changing the password, new
TRAC users must agree to comply with the Rules of Behavior for Use of HHS Information
Resources. Type “I agree” into the text field and then click Submit.

— .
i% TRAC | Transformation Accountability """"“':*
er for Mental Health Services -

Home > Rules Of Behavior

Home

General Info

& Training )
Rules of Behavior for Use of the TRAC System
My Account
In order to access TRAC, all system users are required to read and acknowledge acceptance of SAMHSA's Rules of
Contact Us Behavior for Use of HHS Information Resources. Please take a few minutes to read the Rules of Behavior for Use of HHS
Information Resources by following the link below, which will open in a new browser tab. Once you have finished
Data Entry reading the policy, return to TRAC by closing the new tab or navigating back to the TRAC system tab.
Reports Rules of Behavior for Use of HHS Information Resources:

DetDovpos http://www.hhs.gov/ocio/policy/hhs-rob.htmi

Ehanaslfas=on] To accept the Rules of Behavior for Use of HHS Information Resources/TRAC, please type "I agree” and select the

Logout "Submit” button. Typing "I agree” will act as your digital acknowledgement of having read and agreeing to adhere to
the Rules of Behavior for Use of HHS Information Resources. You will be asked to confirm this acknowledgement only
once per year.

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 6
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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
Accounts page. Prospective users will need this information to submit the request and begin the
account creation process.

TRAC 4 Transformation Accountability

Center for Mankal Healt e

—=

Homa > My ACCOUNE > My Profile Page

ame J prnt_] revius|
General Info

& Training

My Profile Page
My Account
1. My Grant's Information
Grant Program: PP Tast (IPPT)
Update My Grant Organization Mame: Westat Test
Update My Info Grant Cohort: IPFTADE
Grant Title: PP Tast Grant 2
MaNIgE ACCOUnE
|Grant 1D: SMoa599 |
Contact Us CHHS Govemment Project Officer: GPO Test TA
Data Entry Grant Start Date: 8/1/2011
R - Grant End Date 4/30/ 2016
TRAC [nactive Date: 10/2017
Data Download NOTE: This is the “grace pariod”™ at the end of your grant that
you have to complete data entry.
Changs Pagswond n » e
Tchnical Assistance(TA] Canter Nama: Training SUppart and Advocacy Center (TSAC) for PlAS operated
Logaut by the Mational Disability Rights Metwork
[Grant Security Key: FiebTedaed3967 3d0ch4c00TbO5 504 |

2. Stall with access to TRAC
The people listed below currently have acoess to your grant’s TRAC data, If you need to add or remaove a TRAC user
from your grant, please use the Manage Accounts screen.

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 7



Center for Mental Health Se

", v’
‘ TRAC | Transformation Accountability \ l;:-::‘am

Home > My Account > Manage Accounts

Home Print | Previous

General Info
& Training
Manage Accounts

My Account
(Alternative) Project Director: This section of the website allows you to manage your grant's user accounts.

My Profile Page
My Grant's Information

Update My Grant

Grant Program: IPP Test (IPPT)
Update My Info Organization Name: Westat Test
Grant Cohort: IPPTADB
Grant Title: IPP Test Grant 2
Grant ID: SM9S99%
Contact Us JOVErNMENt Projec Toer: est TA
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2016
A TRAC Inactive Date: 2/10/2017
R Technical Assistant{TA) Center Name: Training Support and Advocacy Center (TSAC) for PaAs
SpUUE d by the National Dicability g.'ghls Network
Data Download IGranl Security Key: 33eb7e42243f0873d0c84c0f07b05594
Chapgiisssnee) Requests for Access
Logout | Name I_ Email User Roles I Action | Comments

Email Alert to Access

Once a grantee has successfully submitted the request for access, the Project Director will need
to approve their account in the TRAC system. Once these steps have been completed, 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):

(Grantee Staff Name) has requested access to TRAC for your Grant (Grant ID).
To review this request and approve or disapprove it, please go to the Manage
Accounts screen on TRAC.

https:/ /www.cmhs-gpra.samhsa.cov/ TracPRD /default.aspx

If you have any questions or need assistance with this process, please contact the

TRAC Help Desk at trachelp(@westat.com or 1-855-796-5777.

Thank you,
TRAC Help

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 8



Accessing TRAC for Approval or Disapproval

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

T fof Mental Health Serv

‘ Q‘({f TRAC I Transformation Accotntability
B3 Cerie

General Info
] Bulletin Board
:
Conkact Us Announcements Upcoming Events
206 1016 |
Data B THIS WEEK
¥ TRAC Training Access ALERT: WebEx [r——— —g
Reports Imcompatibikity with Windows 10 Edge (2:52 THIS MONTH (March)
mace}
Data Downiload NEXT MONTH [April)

Change Password

Lagout

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 and then click the Next link. If you have access to one grant, you
will automatically move to the Manage Accounts page.

Center for Mental Health C

" 7 1 ili ) . User: May
i 4 TRAC | Transformation Accountabﬂsny . ‘:":‘

Home > My Account > Manage Accounts

General Info

& Training
Manage Accounts
My Account
This section of the website allows Project Directors or Alternate Project Directors to manage their Grant's TRAC grantee
My Profile Page 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
Update My Grant . .
using the Previous button.

Update My Info
(Alternative) Project Director: This section of the website allows you to manage your grant’s user accounts.
Manage Accounts
Contact Us My Grant Profiles
Data Entry

Reports ITTPOO1:IPP Test 001
SM99995:1PP Test Grant 2 4

Data Download

Change Password

Logout

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



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’s Information
Requests for Access
Current Users

Inactive Users

2

Cente!

Home > My Account > Manage Accounts
Home

General Info
& Training

Manage Accounts

My Account

'{<ﬁ TRAC I Transformation Accountability ‘;::’ﬂ":\"_m
. 0 es .

or Mental Health Serv

(Alternative) Project Director: This section of the website allows you to manage your grant's user accounts

My Profile Page

[ Fy Grant's Information

Grant Program:
Update My Info Organization Name:

Grant Cohort:
Manage Accounts Grant Title:

Update My Grant

Grant ID:
Contact Us CMHS Governmant Project Officer:
Grant Start Date: 8/1/2011
AL TRAC Inactive Date:
ni i inter Name:
Reports Technical Assistant(TA) Center Name:

Data Download Grant Security Key:

IPP Test (IPPT)
Westat Test
IPPTADB

IPP Test Grant 2
SMS9999

GPO Test TA
Grant End Date:
2/10/2017
Training Support and Advocacy Center (TSAC) for PRAs
operated by the National Disability Rights Network
33eb7e42e43f9873d9cB4c0f07b0O5594

4/30/2016

Change Password [K — T Ao
e e}
Logout Name Email User Roles Comments
New ’—l A
Alt Pl
Grantee NewGrantee@example.org it PD v ‘ I
ICurren! Users I
Name Email User Roles Action Comments
S e ——— e
Inactive Users
MName Email User Roles Action Comments
e (AFD ] i
Example donaldexample@example.org AltPD e ] Reactivate

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com
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Step 3: Under the Requests for Access table, the new user’s name will appear. Under the User
Roles column, use the dropdown list to select a user type to be assigned to the new user.

L
e Mary
Rales:
-~
Homee > My Account > Mansge Asceunts

o [ poot_[erovous I

—

> TRAC | .
Transformation Accountability
§ \;‘_@ B ter ool

Ganaral Info
& Training
Manage Accounts
My deceunt
(&lternative) Project Director: This section of the website allows you o manage yeur grant’s user accounts,
My Profile Page

Hy Grant's Infoomation
Update My Grant

Grant Program: PP Tast (IPPT)
Update My Info Organkzation Name: Westat Test
Grant Cohest: IFPTADE
Grant 10: SHIIIG
Contact Us CHHS Government Project Officer: GPO Test T4
Grant Stam Date: 8/1/3011 Grant End Date: AfII016
DR Y TRAC Inactive Date: 2/10/2017
e Technical Assistant(TA) Center Name:  Traindng Suppart and Advocacy Center [TSAC) for PRAS
o oparated by the Mational Disability Rights Network
Data Dowrload Grant Security Key: 33ebTed 2041087 3dcB400RI THOS TG4
Change Password o s At
Logout Hame Ermnail User Roles Actian Commants
New ) Approve
NewGrantesBaxample org .
Grantes [Geantas Liser Cigapprared
Current Lisers

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.

User: Mary
Roles: G
-~
Home > My Account > Manage Accounts
)

General Info
& Training

vice!

{‘{é TRAC | Transformation Accountability
RS >

Center for Mental Health S

Manage Accounts

My Account
{Alternative) Project Director: This section of the website allows you to manage your grant's user accounts.

My Profile Page
My Grant's Information

Update My Grant

Grant Program: IPP Test (IPPT)
Update My Info Organization Name: Westat Test

Grant Cohort: IPPTADB
Grant Title: IPP Test Grant 2
Grant ID: SM99999

Contact Us CMHS Government Project Officer: GPO Test TA
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2016

Data Entry TRAC Inactive Date: 2/10/2017

Reports Technical Assistant(TA) Center Name:  Training Support am_j Advocacy Center (TSAC) for PRAs

‘operated by the National Disability Rights Network

Grant Security Key: 33eb7e4ae43f0873d0c84c0f07b05594

Data Download

Change Password

Requests for Access
Logout Name Email User Roles Action Comments
.
New NewGrantee@example.org © Approve
Grantee O Disapprove

Current Users
Name Email User Roles Action Comments

Joe Westat | testwestat@example.org [ 1nactivate

Inactive Users
Name Email User Roles Action Comments
Donald

: o :
Example donaldexample@example.org it PD ~ [] Reactivate

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 11



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

o

TRAC

Transformation Accountability
Center for Mental Health Ser

Hoam 3 My ACCOUNE > Marsge Attousts

Home [ Pont_] Provous R
Ganaral Info
& Training
Manage Accounts
My Asoount
[Alternativa) Project Dinector: This section of the website alows you 10 MANIGE yOUr Grant's uied 3Coownts,
My Profile Page
My Grant's Information
Update My Grant
Grant Program: PP Test (IPPT)
Update My Irfo Organization Namae: Westat Tedt
Grant Cohort: IPPTADE
Grant 1D: SHUGIED
Contact Us CHHS Govenmant Project Officer: GPO Test TA
Grant Start o
Diata Echry TRAC Inact] Message from webpage =50
(e Tochnical 44 S— (TSAC) for PlAs
| # Metwork
Data Download Gram Secl | e
|
Are you sure you want to submit your data?
Change Password for
Logeut Mame Wpon Commaents
Hew r 1o ||
Grantee NFI oK Concel | \Boorove ||
Currant Lise
I Hame: I Emall I User Roles | Action Comments: I

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 two e-mails containing their log-in
information with a temporary password and the website address for TRAC.

—

, .
ol ¢{1j TRAC | Transformation Accountability e ’::*
SN Center for Mental Health Services h""".-.,
Home > My Account > Manage Accounts

e L P Provous IR

Ganaral Info
& Training
Manage Accounts
My Azcount
(Alvernative) Project Director: This section of the website allows you te manage your grant's user accounts,
My Profile Page
My Grant's Infarmation
Updal ™ 1f
h Hy Crant Grant Progeam: 1PF Test (IFFT)
Update My Info Organization Name: Waestat Test
Grant Cohodt: IPPTADE
m Grant Title: IPP Test Grant 2
Grant 10 SHISGS
Contact Us CMHS Government Project Officer: GPO Test TA
Grant Start Date: Bf1/2011 Grant End Date: 43042016
Data Entry TRAC Inactive Date: 2/10/2017
- Technical Assistant{TA) Center Name:  Training Support and Advocacy Center (TSAC) for PRAS
aports operated by the National Disability Bights Metwark
Data Download Grant Security Key: 33ebTedaeq3198TIIAICOMTLOSII4
I Requests for Aocess
Logout I Nama I Emall User Roles Action I Commants |
Current Wsers
Nadme Ernail User Roles Action Comments
Jow Westat | lestwastatBexampie org [Grantes User ] | O tnactivate
e Eaeer e | [ -
o ae | MewGrantee@exampis org [Grantes User v| | [ tnactivate |
nactive isars
Name Email User Roles Action Comments
Doaskd deaaldanampie @ensmple [AxPD v O i [
Example org L Reactivate |

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



An e-mail alert will be sent to the Project Director and Alternate Project Director after approval
of new grantee staff.

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

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.

&

TRAC | Transformation Accountability
Center for Mental Health Services

User: Mary
Roles: Gra:
-

Home

General Info
& Training

My Account
My Profile Page

Update My Grant

Home > My Account > Manage Accounts

Manage Accounts

(Alternative) Project Director: This section of the website allows you to manage your grant's user accounts.

My Grant's Information

Grant Program:

IPP Test (IPPT)

Update My Info Organization Name: Westat Test
Grant Cohort: IPPTADE
Grant ID: SM99959
Contact Us CMHS Government Project Officer: GPO Test TA
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2016
Data Entry TRAC Inactive Date: 2/10/2017
e Technical Assistant(TA) Center Name:  Training Support and Advocacy Center (TSAC) for PRAs

Data Download
Change Password

Logout

Grant Security Key:

Requests for Access

operated by the National Disability Rights Network
33eb7e4ae43f9873d9c84c0f07b05594

Name Email

User Roles Action II Comments Il

New

NewGrantee@example.or
Grantee @ pre.org

Enter the reason A
ror disapproval v

O Approve
® Disapprove

Grantee User v/

Current Users

Name Email User Roles Action Comments
Joe Westat | testwestat@example org Grantee User v [ Inactivate
Inactive Users
Name Email User Roles Action Comments
ponakd donaldexample@example.org [ Reactivate
Example 0

Submit Cancel

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com
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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 user’s name. Under the
corresponding Action column, click on Inactivate. Enter any comments in the Comment section
and then click Submit.

" TRAC | E_.an-:f;::nrm ation Accountabi Lity

Mental Health =

€
Hales:
e
Hicameg > My Account > Mansge Asccunts
\
Hoema [ pooi_| Provous RN

Genaral Info
& Training
Manage Accounts
My Account
(Altermative] Preject Direcior: This section of the website allows you 1o Manage your grant's weer accounts,
My Profile Page
My Grant's Information
Update My Grant
Grant Programi: IPP Tast [IPFT)
Update My Infa Organization Hame: Westat Test
Grant Cohort: IFFPTADE
Grant 1D: SMODeDe
Contact Us CHHS Governmant Project Officer: GPO Test TA
Grant Start Date: B/1/2011 Grant End Date: AfI0/2016
s e TRAC Inactive Date: 2/10/2017
o Technical Assistant{TA) Center Name:  Training Support and Advocacy Center [TSAC) for PAAS
wyginkid eperated by the National Disability Rights Metwerk
Data Download Grant Security Key: 33ebTed 204 AT IICESCOMTHOS IS
Change Passwond santhe Far
Logout e Erngil Uit Roded Action Commants
M AN P 1 Apprave
Crantes | M~ GranteeGreximpls. ceg |AR PO = D oll
IClun'\enl Lisers I
Harne Emuail User Roles Action =
Joe Westat | testwestatFexample org [Graniee User v| | tnactivate L ALY CONmentS

Inactive Users

Hame Email User Roles Aenicn Commants
Conald T 1 1 3 |
donalduxample Genargle oo AR PD S Reactivate
Exampla % ? : 2 I L

TRAC Help Desk: Telephone: 855-796-5777 ot Email: TRACHELP@westat.com 14



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.

p—

| ‘{&i TRAC I Transformation Accountability
) Ce

ter for Mental H

HomE > My AIC0UN > Mansge Aicounts

General Info
& Traindng
Manage Accounts
My Account
[Alternative) Project Director: This section of the website allows you to manage your grant’s user accounts.
My Profile Page
My Gramt's Ialarmatisn
Update My Grant
pe bl Grant Program: IPP Tast [IF9T)
Update My Info Orgarization Hame: Westat Test
Grank Cohort: IPFTADE
Grant 10 SMOAGSS
Contact Us CHMHS Government Project Officer: GO Tedt TR

‘Grant St

S

oy Message from webpage
Reports T — [TSAL) for PlAs
% Natwork
Data Dowriload
Change Password
Legout Commaents
i
Hama Email Usar Roles aetien Commants
Joe Westat | testwestatFexample crg [Graraee User | | 2 1 w—. i!nur any comments

TRAC | Transformation Accountability

Center for Mental Health ic

Home > My Account > Manage Accounts

Home Print

General Info
& Training
Manage Accounts

(alternative) Project Director: This section of the website allows you to manage your grant's user accounts.

My Account

My Profile Page
My Grant's Information

Update My Grant

Grant Program: IPP Test (IPPT)
Update My Info ‘Organization Name: Westat Test
Grant Cohort: IPPTADB
Grant Title: IPP Test Grant 2
Grant ID: SMS9959
Contact Us CMHS Government Project Officer: GPO Test TA
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2016
LIS TRAC Inactive Date: 2/10/2017
Reparts Technical Assistant(TA) Center Name:  Training Support and Advocacy Center (TSAC) for P&As
operated by the National Disability Rights Network
D Grant Security Key: 33eb7e42e43f0873d0cB4c0f07b05594

P
Change Password uests for Access
Logout Name ]_ Email User Roles I Action | Comments |

Current Users

Name Email User Roles Action Comments

New

i
Grantee NewGranice@erxample.org M [ nactivate

Inactive Users

Name Email User Roles Action Comments

E. . e
Joo tesar) EemesaGeame ) e
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User Reactivation

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

"w' . ‘
TRAC | Transformation Accountability mr:-m

Center for Mental Health Services .

Home > My Account > Manage Accounts

Home

General Info
& Training
Manage Accounts

My Account
(Alternative) Project Director: This section of the website allows you to manage your grant's user accounts.

My Profile Page
My Grant's Information

Update My Grant

Grant Program: IPP Test (IPPT)
Update My Info QOrganization Name: Westat Test
Grant Cohort: IPPTADB
Man Grant Title: 1PP Test Grant 2
Grant ID: SM99999
Contact Us CMHS Government Project Officer: GPO Test TA
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2016
Data Entry TRAC Inactive Date: 2/10/2017
E— Technical Assistant(TA) Center Name:  Training Support and Advocacy Center (TSAC) for PRAS
P operated by the National Disability Rights Network
Grant Security Key: 33eb7e4ae43f0873d9c84c0f07b05594

Data Download

Requests for Access
Logout Name Email User Roles Action Comments

New O Approve
HenGrartse@oampio o ALPD > C & I:I
Grantee @ -2 O Disapprove

Current Users

Change Password

Name l Email User Roles [ Action ] Comments ]
Users
Name Email User Roles Action Comments
Joe Westat | testwestat@example org | Grantee User v [] reactivate
D;::':IE donaklexample@example.org [AtPD V] | = reactivate |
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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.

Home

General Info
& Training

My Account
My Profile Page

Update My Grant

Update My Info

Contact Us

Data Entry
Reports

Data Download
Change Password

Logout

TRAC | ra

for Mental Healt

Home = My Account > Manage Accounts

Manage Accounts

nsformation Accountability
te €5

B

o'

(Alternative) Project Director: This section of the website allows you to manage your grant's user accounts.

My Grant’s Information

Grant Program:

Organization Name:

Grant Cohort:

Grant Title:

Grant ID:

CMHS Government Project Officer:
Grant Start Date: 8/1/2011
TRAC Inactive Date:

Technical Assistant(TA) Center Name:

Grant Security Key:

Requests for Access

IPP Test (IPPT)
Westat Test
IFFTADE

IPP Test Grant 2
SM99999

GPO Test TA
Grant End Date:
2/10/2017
Training Support and Advocacy Center (TSAC) for PBAs
operated by the National Disability Rights Network
33eb7edaed 37987309cB4COf0TDO5594

4/30/2016

Name Email User Roles Action Comments
gﬁ;\tee NewGrantes@example.org [atPD ] Q :W'::e :’
Current Users
Name Email User Roles Action Comments
:::'m';e donaldexample@example org [AtPD ™| | 1nactivate ‘—1

Inactive Users

Name Email User Roles Action Comments
Joe G Ueer ] Enter any
r v
— testwestat@example.org Grantee User O |

Submit Cancel
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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.

— . -
i¢ TRAC | Transformation Accountability e~
By Center for'Mental Health e

Home > My Account > My Profile Page

Home
General Info
& Training

My Profile Page

My Account
1. My Grant's Information

My Profi
Grant Program: IPP Test (IPPT)

Update My Grant Organization Name: Westat Test
Update My Info Grant Cohort: IPPTADE
Grant Title: IPP Test Grant 2
Manage Accounts
Grant ID: SM99999
Contact Us CMHS Government Project Officer: GPO Test TA
Data Entry Grant Start Date: 8/1/2011
Reports Grant End Date: 4/30/2016
TRAC Inactive Date: 2/10/2017
Data Download INOTE: This is the "grace period” at the end of your grant that
you have to complete data entry.
Change Password o
Technical Assistance(TA) Center Name: Training Support and Advocacy Center (TSAC) for PEAs operated
Logout by the National Disability Rights Network
Grant Security Key: 33eb7edaed2f0873d2c84c0f07bO55%4

2. Staff with access to TRAC
The people listed 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: Mary Westat, MaryWestatExample@westat.com
Grantee Alternative Project Director(s): Donald Example, donaldexample@example.org

Other Grantee Staff with access to TRAC:  Joe Westat, testwestat@example.org
New Grantee, NewGrantee@example.org

3. Data Reporting Requirements
The data that your grant is required to collect and report for TRAC is briefly described below, with links to important
training materials
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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.
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