[bookmark: _GoBack]TAT Training – New Users
I) Introduction
Purpose – Terrie
What is the purpose for the Administration for Children and Families Technical Assistance Tracker (TAT)?
Notes from conversation with Heidi – Provide a brief summary of what we read from the protocols, what it is for, how it came to be, why it is useful. (2 min).  This is where you do XYZ, allows OCC to do XYZ, great tool because of XYZ.  Can be used as case mgmt. load tracking tool, allows for aggregate reporting of info in system, full search and export features and as we go through demo will show these elements and how to put data in and get data out.
Pass back to Michelle
A) Mostly new TAT users but may be some existing users.  Apologize for redundancy but will be more detailed overview.  Good opportunity for retraining to ensure all on same page.  Everyone consistent
B) Big changes – mainly for existing users
1) Navigation structure of Goal Driven TA
2) Collapsing of goal and strategic area removing some fields
3) Plan for outcome of TA and documenting outcome – intent is same but how and where is different
C) Hold questions to end of sections if possible.
Share TAT Screen and verify that everyone can see and hear
II) Log In
A) Link: https://occtatool.icfwebservices.com/occtatool/home.action
B) User Name is email address
C) Password – you set it, different than ICF password.
1) Use forgot password link
2) Recommend setting it to same as ICF or other password you will remember.  Can access via “Link Name” on top left of screen

III) Dashboard
A) Dashboard view is set according to user type.  
B) Most CCTAN users will look the same unless they have a different role
C) Mine looks different
D) Will review in more depth later in training once they have context for information

IV) Navigation
A) Tabs across the top – we will review most of these during the training.  Regional activity and Calendar will be reviewed during another training.  
B) View/Add/Edit State or Tribal TA 
Select Idaho
1) Will provide State dashboard of all TA being provided in the state – will come back to this dashboard a bit later
Share Draft Protocol on screen
What information does TAT contain? State TA Activities (skip Regional TA Activities for now)
How is TAT aligned with the TA planning and delivery processes? – Terrie & Pattie
V) Goal Driven TA
A) Describe what goal driven TA is
B) Structure for goal driven TA made up of 3 levels (Universal, Tailored/Individualized, Targeted
How will State and Territory TA be delivered?
What is Goal Driven TA and the Three types of TA – Universal, Targeted, Tailored/Intensive
Pass back to Michelle
C) Goal Category, Strategic Area and TA Activity/Focus.  
1) Largest chunk of your work and time spent in TAT will be on Goal Driven TA
2) Describe why we have this hierarchy – to break down goals into an achievable chunk
(a) Draw comparison to setting your own goals.  (Retire in 5 years) 
3) Those who are familiar with TAT are familiar with this structure
4) Goal Categories, Strategic Area and TA Focus have been identified using the CCDF State Plan Pre-Print and are designed to align with the structure and elements of Office of Child Care priorities and work.
Use Idaho > Establish Standards and Monitoring Processes to Ensure the Health and Safety of Child Care Settings
Broken down into 4 different Strategic Areas and 5 different TA Focuses under those Strategic Areas.
D) Adding a Goal – actually add a new goal
1) Review quickly – typically SCBC SSS will be the ones to add goals.  If you need to add a goal, please coordinate with the State Systems Specialist to ensure there is no duplication.
2) Deciding when to add a new goal.
(a) Ideally only one goal per category per state.
(b) Determine if current Goal can be refined to encompass the new goal.  This may be done by creating additional Strategic Areas under the existing goal.
(c) If the State does not have a Goal established for the selected goal category, or the existing Goal cannot be refined to encompass the new goal then add a new goal
3) Goal and Strategy Summary Page
(a) Roll Over help text and link to relevant documents – plan to add additional resources
(b) Changes - Collapsed Goal and Strategy into one page and eliminated some fields.  Can add multiple strategic areas.  Only add if you have activities to add.  
(c) Go through fields
(i) Goal Category – show link to document
(ii) Related Goal Category
· Advise using it sparingly 
· Related - Coordinated Professional Development system that includes both Health and Safety Training and QRIS training.
Quality Goal for QRIS
Professional Development Goals for Health and Safety
· Not related - Have a centralized data collection system that is linked across sectors (licensing, child care, subsidy, QRIS, IDEA, Part C and workforce) Although this goal is related to other goal category areas, the focus of the work is on developing the system, making it solely a cross systems goal.
(iii) Goal Update and Completion Notes - Documentation of any clarification or changes to the goal as it progresses. Prior to closing a goal, a note is required stating why the goal is being closed.	
· Examples 
· Date – State no longer wants to work on school-age ELG and wants to only focus on Infant/Toddler ELG. Goal updated to reflect this change. 
· Date – all TA activities complete. No further TA requested 
· Date – State no longer wants to focus on this goal and is requesting it be closed.
(iv) Once you save the goal, the Strategic Area field will appear to allow you to add one or more Strategic areas.  Only add if you have activities to add associated with that strategic area
· Strategic Area Notes Field – Contextual information about what is requested and what the state is trying to achieve
· The system allows you to add the same strategic area multiple times but as a practice we don’t want people to do that.  
· As you define each strategic area you will see navigation updated to reflect these addition.  Scroll down and see results.
E) Adding a TA activity – Activity Description Tab – actually add a new activity
1) Review Quickly – again SCBC SSS are typically the ones who will add activities. If you need to add an activity, please coordinate with the State Systems Specialist to ensure there is no duplication.
2) Required fields are marked with *Required fields vs. non required
3) Separated into Tabs, Activity Description, Tracking, TA Response Notes 
4) Go through all the fields on the form.
(a) TA Focus again aligned with CCDF PrePrint and link will be added to document
(b) As much as possible select from the options available and do not use “Other”
(c) Other TA Focus Notes – Use to describe only if you select “Other”
(d) Point out that activity title will go away and the TA Focus will become the name.  While we work on transitioning that field will remain.
(e) Requesters – know this needs to be cleaned up
(f) Primary and Collaborating Centers and Staff – know this needs to be cleaned up
(g) TA Activity Description – relate to TA Planning process and review type column
(h) TA Activity Status – must be approved and have a Final TA Plan for Tracking tab to show up
(i) State/Territory Outcome Plan: New Field - Final Plan and approved, you cannot move on to save any information until you complete the Outcome plan.  
5) Describe how to go through and add additional TA Activities under your strategic area.
F) TA Activity Tracking Tab
1) Go through all fields on the form
2) Changes – Monthly Summary has been changed to Summary of TA Delivered – Update within 10 business days of TA delivery or end of the calendar month, whichever comes first.
(a) Proceed entry with full date 1/3/15:
(b) Should all start with State received XYZ
3) State/Territory Outcome - Outcome Plan will auto populate from the activity tab and is locked on this screen.  Document what actually happened in the tracking tab.
G) TA Response Notes Tab
1) Optional but highly encouraged 
2) Suggested every 10 days along with Summary update but can be monthly.  
3) Progress toward TA that is not documented anywhere else
4) Use to track ongoing activity including planning, communication, upcoming events.
5) “Case Notes”
(a) Proceed entry with full date 1/3/15:
6) Can be as brief or as detailed as you want to make them.
Now that we’ve reviewed how goals get created, and how they are entered and tracked in TAT, are there any questions about Goals Driven TA?
Go Back to State Summary Dashboard for Idaho
Now that you have more context on the type of information contained in the Goal Driven TA portion of TAT, let’s look at the State Dashboard in more detail
VI) State Dashboard
A) Key way to view all State activity at once – Goals Tab shows all TA for the State arranged by Goal Category
1) Last Update date reflects the date the Goals was updated (not the TA activities associated with the goals) 
2) Goal Summary Column will be removed
3) Navigation
(a) Can use filters available at top of table to refine the information shown
(b) In any of the screens you can click on the column headers to sort data by that column
(c) Use page forward and back at bottom to see more results
(d) Use drop down at bottom of table to show more results at one time
(i) Note that each time you select one of these and then go back to a previous screen it reverts back to the original setting.
B) Goal Driven TA tab shows all TA for the State arranged by TA Activity

VII) Basic On Demand TA
Purpose and types of information that get tracked under Basic on Demand TA – Pattie and Terrie
Description currently on Basic On Demand Page on TAT - A TA activity that is defined as a discrete request for assistance from grantees submitted directly to a specific Center and NOT derived from the formal State TA planning process. It is based on contractual expertise and may or may not be limited to short-term outcomes and time frames. It fulfills a request that is highly unlikely to have follow-up requests and does not involve development or extensive updates to written products.
Give some examples of how and when this is used
Pass Back to Michelle
A) Add New Basic TA
1) The vast majority of TAT should be associated with a goal.  Check with SCBC State Systems Specialist if unsure if there is a goal, strategic area or TA activity already associated with the request.
2) Go through all of the fields
(a) Recognize that this form is in need of review and update
3) Fields are same as on Goal Driven TA form but not all of them are included for Basic
4) TA Method and TA Delivery – same as those on tracking tab of Goal Driven and included with Summary of TA delivered
5) TA Delivery Event Name – (if an event is associated with this request) Official event name given by planning team and used consistently on documents and communication regarding the event.
6) TA Activity Description – what was requested and what is the plan to fulfill the request
7) TA Response Notes – describe progress made on TA activity.  Can include multiple notes, date each note as added
VIII) Requester Tab
A) Lists all requesters associated with the State selected
B) Requesters do not have access to the system
C) Recognize this needs to be cleaned up
D) Uses for this tab
1) Can be used to identify all requests associated with a specific requester
2) Can be used to see if a requester is in the system prior to entering a request.
Now that we’ve reviewed all of the tabs related to specific States, we’ll more on to some of the other features of TAT.  Before we do that are there any questions?
IX) Search Tab
A) Only for Goal Driven and Basic on Demand TA
B) Several methods to locate specific activities, by State, by TA activity, by requester.  Can also use search
C) Search Tab is always “AND”.  If multiple criteria are set, the results returned will only show TA Activities that meet all of the criteria.  Do not select criteria that contradict each other.  
1) Example: State = Guam and Region = Region V need to do two separate searches.
D) Search results return both State Planned TA Activities as well as Basic on Demand TA Activities.
E) Review Search Criteria
F) Results
1) Results will display on the screen and can be sorted and viewed like other pages
2) Modify Your Search – return to search page but leaves criteria set
3) Perform New Search – resets all criteria
4) Export – exports date for results and includes more fields than can be shown on the screen.
(a) Allows you to create customized reports
Show a search and an export of the data
Search for SCBC as Primary and Barbara Wall as staff – won’t show ones where Barbara is the collaborating.  But checking SCBC as primary and collaborating will not work either.  In this case just select Barbara’s name.
Before we move on are there any questions about using the Search Tab?

X) Tribal Activity
A) No changes at this time 
B) Show quickly what it looks like for those who work with Tribes.  Mostly this is only used by the Tribal Center but occasional Center Staff will work with Tribal Center on a joint Activity and may want to review or document something.

XI) Dashboards
A) Dashboards dependent on role
B) Your dashboard shows TA activities you have been assigned to as Primary or Collaborating
C) Check to make sure you are seeing all items
D) Monthly Update Tab – acknowledge need to look into this to make sure it still works and that the logic is still 
E) Will be looking to revise these – segue to next section 

If time quickly mentioned Regional Activity tab (mostly used by State Systems Specialists) and Calendar.

XII) Changes Going Forward
A) Iterative process – constantly changing, constantly improving
B) Many ideas but budget limitation
C) Ideas for future
1) Help text and documents
2) Addition of form to track multi state/Region TA such as Topical Learning Tables, Peer to Peer events, Webinars, etc.
3) Workgroup established to provide input.  Recently met on Multi State/Region TA form, next meeting to review reports.  Other potential areas – dashboards
4) Areas to capture state context
5) Future training for Multi State/Region TA, Regional TA, Calendar 
Help, Assistance always available from SCBC State Systems Specialists or by emailing OCCTAT@icfi.com and Feedback or ideas for improvement always welcome. 
Hold for Second Training

XIII) Regional Activity Tab
Purpose and types of information that get tracked under Regional Activity – Pattie and Terrie
Language from Draft Protocol you wrote - Entries should include virtual and onsite regional activities, information products, and data analyses developed in response to a regional request.  All regional TA Activity records should be updated as progress occurs and closed once the activity has been completed.
Pass Back to Michelle
A) Not going to spend a lot of time reviewing this form since they are mainly entered by SCBC SSS and is scheduled for some future updates to make fields more closely align with State Planned TA.
B) Filters, table and export allow you to search for Regional Activities much the way the search tab helps you search for State Activities
C) One form per Regional Activity – cannot list multiple dates.  Ongoing meetings need to have one activity entered for each month
D) Do very quick overview of type of information captured on Regional Activities and how it links to Calendar and space for evaluation

XIV) Calendar
Purpose and types of information that get tracked in the TAT Calendar – Pattie and Terrie
Pass Back to Michelle
Intent and purpose – everyone can see it, capture multiple kinds of events.  Protocol – who is responsible for adding events, what type of events should be added
A) Default view is calendar view
B) Click on View All Calendar Events to see list of events and can use filters to search
C) Add New Event
1) Regional TA Activities get added to calendar through Regional Activity Form.  All other events get added manually.  
2) Review all fields
(a) Publish event is automatically checked.  No reason to enter an event if you don’t want it published to calendar.  Can use this if you want to remove an event. 
(b) Not currently a delete option so can hide it from calendar view.
