TRAC Tip Sheet for the User Sign Up Process

)

TRAC Tip Sheet: Getting Signed Up in TRAC
Guidance for New Grant Staff

To sign up for a TRAC user account, follow the instructions below. New user accounts should
be created by the individual who will be using the account. That is, the individual whose name
and contact information will be associated with the account.

Contact the Project Director or Alternate Project Director to obtain the Grant Security Key and
the Grant ID. Only users with these two roles will be able to access this information, which is
located on the My Profile Page or the Manage Accounts screen on the TRAC website. Please see
images below.
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Homa > My ACCOUNE > My Profile Page

General Info
& Training
My Profile Page
My Account
1. My Grant's Information
Grant Program: IPF Tast (IFFT)
Update Hy Grant Organization Mame: Westat Test
Update My Info Grant Cohort: IPFTADE
Grank Title: PP Tast Grant 2
HaNage ACCOURtE
| Grant 1D: SMoa599 |
C CHHS Govermmaent Praject Officer: GPO st Ta,
Dats Entry Grant Start Date: B8f1/2011
R - Grany 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
pou have fo complete data entry,
Changs Password . ’ 5
Technical Assistance(TA) Canter Nama: Training SUpPeT and Advocacy Center (TSAC) for PRAS operated
Logeut by the Mational Disability Rights Metwork
[Grant Security Key: FiebTedaed3967 3d0ch4c00TbO5 504 |
2. Stafl 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.

'i_ ﬁ TRAC I Transformation Accountab

p > Center for Mental Heal

Home > My Account > Manage Accounts

Home
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: Waestat Test
Grant Cohort: IPFTADE
Grant Title: IPP Tast Grant 2
Grant ID: SM99999
Contact Us OVernment Proj =H &S5t TA
Grant Start Date: 8/1/2011 Grant End Date: 4/30/2016
ERESIENEY TRAC Inactive Date: 2/10/2017
frmn Technical Assistant{TA) Center Name: Training Support and Advocacy Center (TSAC) for PRAS
Sgiors by the National Dicahility Bign's Network
Data Download IGranl Security Key: 33eb7e42243f9873d9c84c0f07D05594

Change Password

Requests for Access
Logout | Name I_ Email User Roles | Action | Comments
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2) Once you have obtained the Grant Security Key and the Grant ID from the Project Director or
Alternate Project Director, click on the “Sign Up” link found on the TRAC homepage to apply
for access to the TRAC system. Note: The “Sign Up” link does not appear if you are signed
into the TRAC system.
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Home

Ganaral Info
& Training

Contact Us

Login

3) Click the “here” link to begin signing up for your TRAC Account. You can also click on the
“Grantee Sign Up” link directly below “Sign Up”.

TRAC | Transformation Accountability

enter for Mental Health Services

s,
N
HOm > Sige Up
Home Qe

General Info
8 Training

T
CMHS Grantaes: Elun Create your TRAC Account.

BF you Bré replacing 8 prévious Project Dinector, o 3ne not 3 CMMS Grantes but requing & TRAC sooount, chick hede to

Contact Us contact the TRAC Help Desi. We will assist you with your request.

Login R
IRAC User Sign Up
* TRAC User Sign Up Process Guide in PDE

# TRAC Tip Sheet for the User S3gn Up Process in PDE

4) Enter the “Grant ID” and “Grant Security Key” and click the “Lookup” button. The Grant
Number, Project Director, Grant Title, Organization, Org City and Org State will then prefill in
the table below. Repeat this process for each grant for which you are requesting access.

TRAC |. Tlan‘fﬂlnldliﬂn A.t

for Mental

countability
Ith Services
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NEd
Homae > Sign Up > Grestes Sign U
— P e

General Info
& Training ;
o Grantee Sign Up Form - Follow the steps in order.
ign Up
m Step 12 Enter your Grant 1D and Security Key 3nd then chek “Loskup”. Your grant project director will provics this
information to you.

Contact Us Grant 10: [SMS55EE Grant Security Key: [abei2y =

Step 2: Rview the table below to confiem you have entered the corect Grant 1D, Repedt thess steps if bocess to
ancther grant is nesded,

Grant Number Project Director | Grant Tithe | Organization | Org City | Org State
SMI9I99 Mary Westat IPP Test Grant 2 Westat Test Ruckille MO

Step 3: Enter conthol information below and then dick “Submit™.
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5) Enter all user information and review the entries. Fields in yellow are required fields. If the
information is correct click the “Submit” button. If the information is incorrect click “Cancel”,
and the fields will be cleared so that you will be able to enter the information again. Note: You
only have to enter your user information once.

% TRAC | Transformation Accountability '
2 Center for Mental Health Services

B

Home > Sign Up > Grantee Sign Up

General Info

& Training . &
Grantee Sign Up Form - Follow the steps in order.
Sign Up .
Grantee Sign Up Step 1: Enter your Grant ID and Security Key and then click "Lookup”. Your grant project director will provide this
information to you.
Contact Us Grant ID: [SM53399 Grant Security Key: [33eb7e4aea39673d9c84c0f0 7605594

Login
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 | Grant Title \ Or izati \orgcity ] Org State
5M98999 | 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: [NewGrantee@example.org

Phone #1: Area Code 202 Mumber 7075000 Ext |

Phone =2: Area Code[ Number | Ext [

Phone =3: Area Code[  Number | Ext |

Subscribe to Listserv: [ves 2|

6) You will receive a message at the top of the screen indicating the Sign Up was successful. An
email will be sent to the Project Director and Alternate Project Director with information
regarding the request. The Project Director and Alternate Project Director will then need to log
in and approve your request for access. See the next set of instructions for Project Director and
Alternate Project Director.

TRAC

Transformation Accountability
Center for Mental s

Homie > Sign Up > Grankes Sign Up > Grantes Sign Up Complete

General Info
B Training

Grantee Sign Up Complete
Sign Up

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

Lagin
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