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l. Goals

The UDART system was initiated and developed by ULACHES and UDOH to standardize and improve data collection
for local health promotion and education programs.

Il. Structure

The UDART system consists of four major components

1. The menu builder; The menu builder determines the structure of each local health promotion program (i.e. VIPP,
HDSPP, Taobacco, etc.). Dependent on funding sources or focus areas one program can have multiple menus. Each
menu consists of strategies (major content areas), objectives, and detail fields. Menus are determined by LHDs and
UDOH liaisons at the beginning of the fiscal year and remain unchanged until the next fiscal year.

2. The work-plan builder: The work-plan builder allows LHD users to develop customized work-plans for each
program. UDART allows changes to work-plans throughout the fiscal year after negotiations between LHD staff and
UDOH liaisons.

3. Progress reporting: This component of the UDART system allows users to report progress on work-plan projects.
Based on these progress entries the system generates summary reports that will replace periodical progress reports.

4. Reports: The UDART system currently includes a number of pre-determined reports that users can call up at their
convenience. Additional reports can be generated by request.

\ 111. Login, default programs, adding local users

1. Go to http://health.utah.gov/udart/ to open the UDART login page. (To save the UDART log-in page as a desktop
icon, select File from your browser toolbar; select Send from the initial drop-down box; select Shortcut to Desktop
from the next drop-down box. Your UDART log-in page will appear as a desktop icon.)

2. Login (initial login: user name equals your first and last name; password equals your first name)

3. Successful login opens up the UDART home page. On the home page users can

a) change their passwords

b) change their default health promotion program

c) access all UDART reporting functions (top toolbar) |
Default health promotion programs can be changed temporarily by selecting a different program from the

— drop-down box labeled “current program”.

To change the default program for subsequent logins, click on Change default program under “Make
Account Changes” and follow the instructions.
To change the password, click on Change password and follow the instructions.
To return to the home page from any page in the system, click on Home on the left side of the screen.

Address !Ej http:ffhichtest4: 8080/udartfhaome. jsp

UDART T1obacco
wWaorkplans= | My Project List | Progress Reportings  Reportst | System Admins | Site AdminT

Home Help | Log out

N

Welcome to UDART

agin preferences for user: dba

Current Program: | Tobacco v

Make Account Changes:
Change password
Change default Prograrn
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4. To add new local users (Health Promotion Directors and UDART administrators only) click on System Admin on
the top toolbar. Select “Employees” from the System Admin drop-down box. Select “Add Employee” from the

Users drop-down box. Fill in the fields and save the record.

Next, select “Users” from the System Admin drop-down box. Select “Add Users” from the Users drop-down box.

Fill in the fields and save the record.

To add or delete information related to employees or users, use the “Edit Employees” or “Edit User” functions. The

“Edit User” page allows you to assign new passwords to staff.

1V. Saving information in UDART / Navigating through UDART pages

Data added to the UDART WEB system are not saved automatically. To avoid losing data, make sure to click on
“Update Record” or “Save Record” before leaving a page. If you forget, the system will show a pop-up reminder.

To go backward or forward - o
from one UDART page to the A UDART Login - Microsoft Internet Explorer,

next use your internet File Edit ‘iew Favorites Tools Help

EBEX
=

browser’s Back ——> (O ODON A D P Sorees @3- B - LB

or Fo rWard bUtton . Address |€| http:ffhealth utsh, govfudart]

B ks

V. Building workplans

1
A 4

Moving the cursor on Workplan
on the top toolbar and selecting
the Workplans drop-down box,
opens up the Browse Workplans
page. This page allows users to
search for existing workplans and

Workplans® | My Project List | Progress Reportings | Reports~

Browse Workplans

Home

System AdminT  Site Admin~

Help | Log out

add new workplans. Workplan: |

L Diates P
To search for existing workplans, Site: Al ¥
use the search fields to enter R Fiscal Year: [2007 v

search criteria, then select ok Dem: Al v
“Search Workplans.” Workplans Funding Source: (Al ™

that meet the search criteria will
be listed at the bottom of the

page. Click on the workplan

Site Admin

[ Search Warkplans ] [ Reset ]

[ Add New Warkplan

?

name to start editing a workplan.
To add a new workplan, select
“Add New Workplan.”

Workplan Year Menu

[test [2007 2007 ToBACCO COC UDOH

site
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On the Add Workplan page,
name your workplan (if you
have multiple workplans in one
health promotion program, list
the funding source or any other
distinguishable information in
the name), then change the
fiscal year to 2008. Next, select
a health promotion program
menu from the Menu drop-down
box, last select a funding source
from the Funding Source drop-
down box. To edit your
workplan, click “Save & Go To
Edit.” The Edit Workplan screen
opens up. To add projects to
your workplan, click on Add
Project. To save the workplan
name (and complete it at a later
point), click on “Save Record”.

On the Add Project screen, use
the Filter by Strategy and
Objective drop-down boxes to
link your project to statewide
program strategies and
objectives. Name your project
with a unique, easy-to-identify
name. Select “Save Record” to
add more project names. Select
“Save & Go To Edit” to enter a
detailed description of each
project. To look up descriptions
of all possible objectives, click
on “Objectives Report”.

Site Admin

Home [ <- Brows e Workplans ]

N\

Workplan: | |
Site: | JDOH

Fizcal Year: @I I —
Ienu: ,—"
Status: | Open ¥
Creation Date: |01/13/2008
Funding Source: —V|

[ Save Record ] [ Reseat J [

-]

Fiscal Year must be 2008.

Contacts

Sawe & Go ToEdit |

UDART Ttobacco
\Warkplans~ | My Project List = Progress Reporting™ | Reportst | System Admin+ | Site AdminT
Add Workplan Help | Log ot

NOTE: Once you created a new workplan and want to enter additional projects, go to the

Browse Workplans page, select Fiscal Year 2008 and click on the name of your new workplan.

Tobacco

UDART

Workplan~ | My Project List = Progress Reportings | Reports~ | System Admins | Menu Builder=

Add Project
Home <-"Workplan Edit

IHEws

Dates

Filter by Strategy: |

Resources

Objective: | Select Objective

Contacts

Project Mame: | |

FAQ

Help | Log out

[ Save Record l [ Reset } [ Sawve & Go To Edit ] [ Objectives Report

]

On the Project Edit screen
describe your project in the
Details field. Fill in the
remaining fields by adding text
to text fields and selecting the
appropriate line from drop-down
boxes. The Project Edit fields
differ somewhat depending on
the type of project you are
describing. To save, scroll to the
end of the page and click on
“Update Record”. Clicking on
the “<Workplan Edit” button at
the top of the page, allows users
to add, edit, or remove projects
from the current workplan.

UDART Instructions - DRAFT

Help | Log out

Project Edit
v

<-‘Workplan Edit

Home

Project: ‘Sample City Health Coalition

Objective ‘01 -Work with coalitions

Objective Desc: | Conduct activities related to developing, waintaining, and
participating in coalitions/parcnerships that deal with

tobacco-related issues

% [l

Details

Short-term objective (capfcol) ‘

Intermediate objective {rapicol) ‘

Coalition actiities planned

Phoenix Alliance partnership
Site / Service Location

Essential Serwvice ‘ 4-Mohilize partnerships
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The Edit Workplan screen
allows users to edit existing
projects, by clicking on the
underlined project name or to
remove projects by clicking on
the red x under “Remove”. In
addition, users can call up
summary or detailed reports of

UDART 7tobacco

workplans~ My Project List Progress Reporting~ Reports™ System AadminT Site Admin~

Edit Workplan Help | Log out

Home [ <-Browse Workplans ]

TWotkplan: itEStS

their current workplan or select  J [peiee Site: [UDOH

“Add Project” to enter additional |5 Fiscal Year 2007 |

prc_)Jegts. it A e |2007 TOBACCO COC

Clicking on the **<Browse Sratus:[OBen B0

Workplans™ button at the top of Creation Date: 117132006 |

the page allows users to view Funding Source:[CDC__ M|

existing workplans or build v

addltlonal Workplans. [ Save Record ] [ Feset ] [ Delete ] [ YWorkplan Report ][ Add Project ]
'Projel::t Objective Strategy Remove |
ol e i i 01 - Work with coalitions Collaboration and 3
Sarnple City Health Coalition

|Capacity

VI. Using “My Project List”

“My Project List” allows users to build personal project
lists that provide faster access to selected projects during
reporting. Personal project lists can be changed at any
time.

To build a personal project list for the first time, select
“Project Lookup”. The lookup allows you to find projects
by Workplan (select the appropriate workplan from the
drop-down box) or by entering search text from all
projects (by leaving the drop-down box next to “IN”
blank) or by entering search text from the Project Name,
Project Description, Strategy Name or Objective Name.
If you would like to search by “person responsible” (and
this field was used in your workplan), select Project
Description and type your name into the Search Text
field.

UDART T1obacco

WorkplansT | My Project List =~ Progress Reporting™ ReportsT | System ad

Project Lookup

Find Projects in Workplans for Program: Tebacco

Fiscal Year: 2005 ¥

Worleplar: UTAH COUNTY HEALTH DEPARTMENT TPCP ~ |
Search Text:| | In'| v

v

Project Description
Strategy Narne
Ohjective Name

Once projects have been called up, they
can be selected and added to the personal
project list by clicking the box(es) under
Add.

UDART T1obacco

Workplans | My Project List  Progress Reporting® | Reports™ | System Admin~

Add Projects to My Project List Help | Logout
i [ <-Lookup ] [ Update List ] [ Select All ] I Clear All
To add all projects on the screen
to the personal project list, click “Select Add  Project Workplan rr—
AI I . o Al[ ine School District PDIiC}L UTAH COUNTY HEALTH DEPARTMENT TRPCP 20048 ah County
To save changes to the personal project CTFU-Campainn for a Tohacen Free
I_ t I_ k “U d t L t ” D Utah UTAH COUNTY HEALTH DEFARTMENT TRCF 2005 Utah County
ISt, CliC pdate LIst. =

TO Ca” up additional pl'OjeCtS CI |Ck on [ ] Mehao School District Policy UTAH COUNTY HEALTH DEPARTMENT TRCP 2006  |Utah County

' D Prova School District Palicy. UTAH COUNTY HEALTH DEPARTMENT TPCP 2005 Utah County

“€=Lookup”.
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Once the personal project list is created, a

column for removing projects appears on UDART Tobacco

the screen TO remove pl‘OjeCtS CIle the Workplanss | My Project List | Progress Reportings  Reports= | System Admin~

. 1

box(es) under m Edit My Project List Help | Log out
[ Undate List ] [ Project Lookup ] [ Select All J [ Clear All

(?|ICk Update List” to save changes to the Faravs T R | e

IISt' ;;Igme School District Policy \UTAH COUNTY HEALTH DEPARTMENT TPCP [ 2005 .EI:Itah County
| i.l\f Lol ltah ol dato Collong ‘IIT HOOUNTY HESI TH NEPABTHIENT TDr‘D” Jufil -';N:hﬁ Lnh,

| VII. Reporting Progress
Users have four options to look up
UDART Injury Prevention

projects for reporting.

Option 1 “Open All of My Project List”
creates pages with descriptions for each
project and allows the user to choose
“Progress Entry” (= progress reporting),
“Time Entry” (accessible to LHDs only),
“Feedback and Response” (for
communication with liaisons), “LHD
notes” (accessible to LHDs only), and a
“Summary Report” for the project listed
on the page.

This page also allows users to view
workplan details for each project and
enter summary information such as the
completion status and evaluation results.

UDART Instructions - DRAFT

Warkplans~ = My Project Lis| Reports | System AdminT = Site Admin~

Edit My Project List Help | Log out

Select from My
Project List

Search all Projects

Response
Requested List

Eecords Oto 0 of 0

@Time Entry | Feedhack and Response | LHD Nute@
Record 1 of 2 > ’/\
A To view other

Project: :;\;;;\:e Schoal District Palicy | L/ prOjeCtS from
Vear: K your |iSt, use the

ite: |Utah Coun
S| il | green arrow.
Objectivg-|P2-PrUthe policy changes |

Contacts

Worlkplan: |UTAH COUNTY HEALTH DEPARTMENT TPCF

Description: DETAILS: work with coalition to create and encourage
alpine school district to adopt a comprehensive tobacco
policy that follows cde school guidelines.

SHORT-TERM OBJECTIVE (PREVENTIOQM) :
INTERMEDIATE OBJECTIVE (PREVENTICHN): 2.

*Cormpleted: [J
*Discontinued: [] *Replacement: ‘

[mE3

by 2007, increase &

*Summary:
*Ewaluation Type: | |
*Evaluation Results:
Click on “Update
v ( Record” to save
*Editable field [ Update Record 1 [ Fesat ] \ changes_
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Option 2 “Select From My Project
List” allows the users to view all the
projects on their personal list.

Users can

a) Go directly to progress reporting
by selecting “Add Progress” for
individual projects.

b) Select multiple projects and load

selected projects to access all
reporting functions (see reporting
functions listed under Option 1)

ESOUICES

contacts

Option 3 “Search All Projects” allows
users to select projects for reporting
that are not on the personal list. For use
of this page, see instructions VI
(Project Lookup).

Hame

sontacts

Option 4 “Response Requested List”
allows users to call up projects where
liaisons entered feedback and LHDs

UDART T1obacco
Workplans= My Project List | Progress Reportings | ReportsT | Systemn Admin~
Progress Reporting from My Project Lis Help | Log out
[ LoadSelected | [ Selectall | [ Clearall |
- Add | il
Select Project Sl ' Workplan Year  Site
[ I MTAH COUNTY HEALTH DEPARTMENT | |
[ |Alpine School District Polic e | 2005 |Utah County
1t [UTAH COUNTY HEALTH DEPARTMENT |
[ |Uvsc-Utah Yalley State College ¥ e | 2005 |Utah County
Records 1to 2 of 2
UDART Ttobacco
WaorkplansT | My Project List | Progress Reporting™  ReportsT | System AdminT

Project Lookup

Find Projects m Workplans for Program: Tobacco

Fiscal Year: 2005 ¥
Site:| Utah County v

Worlcplan: Search Al

Help | Logout

Search Text:

Tobacco

UDART

Projects With Feedback But @

‘= My Project List  Progress Reportings  Reports™ | System adminT

have not yet responded. Users can Help | Log out
select the Fiscal Year and quarter to
review these projects. [ Lond Selected ] [seletal )
Fiscal Yoar, 2008 Fiscal Quarter:| Q1 v
Eecords Oto 0 of 0
| VIII. The “Progress Entry” page
On the Progress Entry Page users Add Progress oo | oa

update progress and enter numbers for
participants, equipment, literature,
incentives, and events. If participants
are new, check “Sum Participants” to
ensure that the system counts these
participants.

To view previous entries on the same
project, click on the “ €Browse
Progress” tab (see description below).

UDART Instructions - DRAFT

[ <-Browse Progress Goto Time Entry

Project: Alpine Schoal District Palicy

e
Progress:
Participant #: |:| Surm Participants: [
N — R —
P — 2
[ Save Record ] [ Reset ] N
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IX. The “Browse Progress” page

The Browse Progress page allows
users to view all progress entries
related to a selected project. The
“Progress Reporting” tab takes the
user back to the main project page (see
VI, Option 1); the “Enter Progress”
tab takes the user to the progress entry
page (see VIII); the “View Sums” tab

UDART Tobacco

warkplans | My Project List | Progress Reporting= | Reports™ | System Admin« Site Admin~

Browse Progress Help | Log out

<- Progress Reporting | Enter Progress | @

Project: TRUTH contest

Home

allows the users to view sums for [ pate  [Employee [Prtcpt# | SumPt. | Equip # [Incent # | Lit# [Events#
project participants, [12116/2004 [unce, HoLLr [ = ® [ o] o o
A . . I
eqmpment, Incentives, - loaly fram Crousell advertizing tained GYC membersto be TRUTH ambassadors. Studentwill |
: test Jan 1. 2005 E
literature, and events. \ s Do | e | e |
¥ icosotinomet Exporer 1 = R e
& St Fiafest TRUV etz members and discussed the Truth contest, Flanswere made to intraduce the student body to the =]
Participant Sum: =32 [ - o
Equipment Sum: =0 nt Lit# [ _I
Incentive Sum: =0
Literature Sum: =0 o o |—
Events Sum; =0
well adver dots. Students will
fit
T — T T ° o]
d dispyesed the Tonth coptest Plansmere made to intiodige the <tydent body i

\ X. Reports

The current version of UDART contains the following reports:
a) LHD notes (accessible to LHD users only)
b) Progress reports
c) Workplan reports (detailed reports and summary reports)
d) Evaluation summary reports
e) Year end participation reports
Additional reports can be generated or added to the system by request.

v
To save a report as a pdf or rtf ddress @] http hicbtestd:B080/udartjworkplan/wp_strat_rpt.jsp VR e
document, click on the \@ & [vanreport v [ <| 1715 [ ] > B oo v| eyt S

envelope icon in the upper right

47ins Workplan By Strat R rt 1
hand corner, choose the format for Srebian Sy STetedy =eke
saving the report and the pages Workplan: UTAH GOUNTY HEALTH DEPARTMENT TPCP
you would like to include. To save Mem: TOBACCO M34 2005 Creation Date: 1/14/04
as a word document, save as rtf Program: Tahacco Status: Ogen
and then as word. Strateqy: Prevention

Objective: P4 - Market prevertion program
Description: Market, promote, or coordinate school-based prevention programs (teachers, staff, parents)

!\loi]e: Iflyourdriports do not show 2 To help prokect your security, Inkernet Explarer blacked this site from downloading files ko your computer, Click here for options. ..
in the selected format, you may : . )
— receive a pop-up box, prompting 2 D [vanresor v| I 2rss | 2 LR
you to check the information bar in the address line or you may just _
receive the information bar message shown above. If you receive Information Bar (x]
this message, click on the text “Click here for options...” and Did you notice the Information Bar?
choose the option “Download File”. You will have to click on the g-
envelope icon again, and select the pages and format again to poprup window ar fle dowrlaad that might not be safe. If a
- . N “Web page does not dizplay properly, look for the Information
complete downloading your report. To avoid pop-up blockers, hold e e g A i
down the control key during the download process.

The Information Bar alerts you when Intemet Explorer blacks a

> [] Do nat show this message again.

Learn about the [nformation Bar... Ok
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‘ XI. System Admin

System Admin functions for Health Promotion Directors:
a) My account: change default program and password (see home page)
b) Add/edit employees and users
System Admin functions for LHD staff: my account (change default program and password)

UDART Instructions - DRAFT Page 9 of 9 04/24/2007



