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• Training Objectives:
1. Discuss briefly the prevention data portal forms and provide tips related to 

completing the 6 strategy-type forms in the prevention data portal (10-10:30 
am)

2. Demonstrate creating and pulling reports from the Grant Management 
System (GMS) linked to the Prevention Data Portal (10:30-11:30 am)

3. Demonstrate the linkage between monthly data reports that can be pulled 
from GMS and the financial reimbursement requests entered into GMS for 
approval by DAODAS (11:30 am- 12:00 pm)

4. Discuss briefly other customized reports that can be built for program 
monitoring/evaluation of outcomes and reporting on mid-year/year-end 
reporting metrics in GMS (12:00 pm-12:30 pm)



South Carolina Department of Alcohol and Other Drug Abuse Services

Data Collection Portal

•Portal URL: https://das-
prod.powerappsportals.us
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• Navigation 

• The DAODAS Portal is comprised of a Home Page, Forms library, and a My Forms view. 
Users must complete the portal registration process and be signed in to access each 
page. The sections below offer an overview and/or functionality of each page. 

• Home Page 

• The Home Page offers information about the portal, including instructions and 
important dates 

• Forms 

• The Forms library includes forms grouped by strategy. By default, strategies are 
collapsed. Clicking the drop down next to a strategy displays the related forms. 

• Clicking on a form launches the form detail. Each form contains a series of fields for 
reporting on an event or activity. The top section in each form contains fields that 
display a list of options that are filtered based on the authenticated user’s set-up in 
Dynamics 365 (D365), which is managed by the DAODAS Prevention team. 

• The Organization field displays only those organizations to which the authenticated user 
is assigned in D365. 

4/3/2024
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• All data collected is utilized by DAODAS for the SABG report that is due 
in December each year (reporting dates are generally two calendar 
years back). Prevention forms and finance tables. (Show reports from 
WEBBGAS)

• Data is utilized and further analysis is provided by PIRE for the SC 
Prevention Outcomes Report. Highlights of the report are provided to 
the field at the May Prevention Quarterly Meeting for the previous 
fiscal year. (Reports published on SC Documents website: 
https://ncweb.pire.org/

• Encourage local providers to utilize data in local planning efforts each 
year with the County plan and BG applications.

https://ncweb.pire.org/
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• Information Dissemination 
• Speaking Engagements**    **Ones highlighted in red require 

       demographics
• Health Fairs and Other Health Promotion **
• Social Media Postings- requires number of views/impressions
• Media Campaigns- requires number of views/impressions
• Radio and TV Public Service Announcements- requires number of 

views/impressions
• Town Hall Meetings **
• AET Casual Contacts **
• Brochures, Factsheets, Newsletters, Handouts- requires number
• MADD Power of Parents **
• MADD Power of Youth **
• Clearinghouse/Information Resource Centers **

4/3/2024
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• Community-Based Processes                       **Ones highlighted in red 
       require demographics

• Multi‐Agency Coordination/Collaboration/Coalition Meetings**
• Youth Boards/Coalitions Meetings **
• Community and Volunteer Training/Technical Assistance **
• Systematic Planning- require staff hours
• Needs Assessment- require staff hours
• Accessing Funding/Grant writing- require staff hours
• Recognition Activities **
• Education 
• Educational Services for Youth
• Education Services for Adults
• Parenting and Family Management

4/3/2024
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• Alternatives (all require demographics)

• Alcohol and Drug Free Social & Recreational Events

• Team Building Activities/Ropes Courses

• Program ID & Referral (all require demographics)

• Tobacco Education Program

• Tobacco Cessation Programs

• Diversion Programs

• Employee Assistance Programs

• Student Assistance Programs

4/3/2024
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• Environmental –

• Compliance Check      Shoulder Tap Operations

• Merchant Education     Public Policy Efforts

• Synar Study       Bar Checks/Fake Id Sweeps

• Prescription Drug Deactivation Events

• Prescription Drug Drop Boxes

• Prescription Drug Lock Boxes (Storage)

• Prescription Drug Take Back Events

• Controlled Party Dispersals

• Public Safety Checkpoints

• Public Safety Saturation Patrols

• Promoting The Establishment Or Review Of Alcohol, Tobacco And Drug Use 
Policies In Schools/Workplace

4/3/2024



South Carolina Department of Alcohol and Other Drug Abuse Services

• Form Submission Statuses 

• The Save button at the bottom of the form has three (3) functions. You 
must click save to open up the other areas of the form that must be 
completed such as time and demographics.

4/3/2024
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• Staff Members and Volunteers 
• Each form contains a section for indicating the Staff Members and Volunteers 

that contributed to the event or activity. This section is comprised of a sub-
form, which is enabled upon clicking the Save button at the bottom of the 
form. 

• Clicking the Create button for Staff Members displays the sub-form. Only one 
member can be added at a time. Select the member, and then click Select. 

• Enter the Direct and Indirect time and click Save. The Total Hours and Total 
Minutes are automatically calculated. 

• NOTE: If Hours are entered for Direct or for Indirect, then the related 
Minutes field must be completed, and vice versa. Entering ‘0’ is an 
acceptable value. 

• Clicking Save records the staff member on the form. 
• Click Create again to add the next staff member, if applicable. 

4/3/2024
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• The Volunteers sub-form works similar to the Staff Members sub-form. 
Clicking the Create button opens the sub-form. Use the Volunteer Type 
field to indicate the type of volunteer that contributed to the event or 
activity. 

• The Volunteer ID is used to indicate the unique identifier used by the 
volunteer. While optional for submission, it is recommended that the 
identifier be entered when Volunteer Type = Volunteer ID. 

• Use the Direct and/or Indirect time entry fields to record the 
volunteer’s time. 

• Clicking Save records the volunteer on the form. Click Create again to 
add the next volunteer, if applicable. 

4/3/2024
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When the form is in draft status, it can be reviewed at the local level for any errors. A form can stay in 
draft until the service is rendered-therefore indirect time can be entered “real time” before a service is 
completed. DAODAS will have the ability to see all forms-those in draft and submitted. 



South Carolina Department of Alcohol and Other Drug Abuse Services

4/3/2024

When form has been reviewed at the local level and is ready for submission to DAODAS, click confirm. 
This is final step in process. Once a form has been submitted, the data will populate the corresponding 
performance measure will in GrantVantage. 
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• The Educational forms also contain a Demographics section as a sub-
form. This form is enabled the first time the Educational form is saved. 

• Clicking Create opens the sub-form for recording the demographics 
specific to a Group/Session Date. The Headcount serves as the point of 
validation for demographic counts per session. If the counts for each 
demographic do not equal the Headcount, an error message is 
displayed. 

• Clicking Save on the demographic sub-form records the session details 
on the primary form. Click Create to add another session. 

• Total Number Served field on the Educational form is used to indicate 
the number of participants in the session with the highest headcount. 

4/3/2024
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My Forms 

• The My Forms page displays a list of forms initiated or submitted by the authenticated 
user. By default, the form submissions are sorted by Submitted Date in descending 
order. Clicking on a column name changes the list sort order in ascending order based 
on the values in that column. Clicking the column name again sorts the list in 
descending order. 

• The Submitted Date is the primary attribute (hyperlink) for each submission. Clicking 
on the date/time opens the form in its last saved state. 

• Forms with a Submitted Status of Draft will open in Edit mode and can be updated 
prior to submission. 

• Forms with a Submitted Status of Submitted will open in Read Only mode. 

• NOTE: To delete a submitted form, contact the DAODAS Prevention team and GMS 
Support. Submitted forms cannot be edited. DAODAS will have to delete the form 
and the information must be re-entered in order to capture the data accurately. 
Please check that all fields are complete, all staff/volunteer time is entered and that 
the goal, objective/performance measure align with the type of strategy/form 
selected prior to submitting the form. 

4/3/2024
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Data Entry Tips:
• Planning time (indirect time) for all staff should be entered for the service under the applicable performance 

measure using the prevention data portal forms. The form should be saved as a draft and planning time added 
each month with a note in the description box indicating the month and the total number of planning hours 
entered for that month. 

• Example: Health Fair is set for a future date three months out (event in April 2024). If planning begins today, 
form should be opened with event date recorded as April 15th. All indirect time (planning time for staff and 
volunteers) should be entered as it occurs in a service form for the Health Fair. At that time, the form should 
move from draft status to submitted. Indirect time for February, March and April should be entered into the 
form each month with a note included in the description box- for example. Planning time for health fair 6 
hours February; planning time 4 hours March and planning time 5 hours April. The form should be updated 
and saved as a draft until the event occurs and all final data is entered. Once event occurs on April 15, the 
remaining data can be entered (direct hours, demographics, counts, etc.) and the form can be saved and 
submitted once complete.

• If planning time is accrued for a service/activity that does not have a current goal/objective or performance 
measure under the project being funded, that is the only time it should be recorded and submitted on the 
administrative time monthly Excel spreadsheet and uploaded into GMS under the Admin Time/Planning time 
goal. Primarily the Excel spreadsheet is only used to record administrative time accrued monthly. 



South Carolina Department of Alcohol and Other Drug Abuse Services

5/1/2019 20

Single click on the “attachment” tab to bring up the screen to 
add the “Monthly Administrative Time” Excel spreadsheet file 

that is saved on your computer
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• Single click on “+ADD ATTACHMENT”

• Single click on “Choose File”-this will bring up a 
menu from your computer-find the file that you 
want to upload that is saved on your computer 
desktop or files

• Make sure to label the Excel spreadsheet by the month. 
For example, “Administrative Time Jan 23”

• Click on the file you want to attach and then click 
open-you should now see that file populate beside 
the “choose file” in the box-then click on the “disk” 
icon to save file. 

• To save the entire record, click on the “disk” at the 
top in the blue area to save. The “disk” with the “x” 
will save and close the file.

• If you need to make a change to the file at anytime, 
you can go in and click the trashcan icon to delete 
the file and re-attach a new file.

• Add a new file each month-you should be able to see 
multiple files over time.

1/12/2023 21

Steps to attach a file to PM:
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Data Entry Tips:
Several services target multiple objectives. If we are targeting two different objectives, do we have to make two entries 
for that service? 

• The service information should go under the appropriate objective. For example, if you conduct a health fair for 3 
substances, you can choose to place the information in the data portal in 3 different objectives (dividing the total 
number served by 3 and entering a third of the information into each objective) or you can enter one health fair 
in the alcohol objective this service implementation and for the next one, enter it into a different objective. 

For example: If there were 300 people in attendance at the health fair, you could place 100 under the underage 
alcohol health fair objective, 100 under the tobacco health fair goal and 100 under the prescription drug objective 
OR you can enter all three hundred people under the alcohol health fair objective for this service event and then 
enter the next health fair that you conduct under tobacco, etc. Ultimately the numbers will all be counted as 
individuals you served during the year, so we do not want to double or triple report data. DAODAS will explore 
the ability to select multiple objective in the future.
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• Data Entry Tips:
• Please complete all fields with accurate information. For events with larger 

numbers-please estimate the demographics-do not use “unknown” as default.
• Open a form as soon as you begin preparing for/working on the planning for the 

event. A form can remain in draft as long as needed to complete the activity. 
• Add notes in the description to highlight indirect time for each month. This can be a 

summary of all time for all staff working on the event. For example, you are 
planning for an alternative event that will be held in April and you begin working on 
the planning for the event in January. The form can be opened in January and 
indirect time for all staff/volunteers captured each month leading up the event if it 
is saved as a draft. Once the event occurs in April and all final information is 
entered (direct’/indirect time, demographics for people served, etc.) then the form 
should be submitted. 

• Only one form should be completed and submitted for each service/event. If there 
are multiple staff members and/or volunteers working on an event, please do not 
submit more than one form. All time should correspond to one form for the event.
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DAODAS Prevention Team

November 2, 2023

Data Reporting: A Closer Look at pulling data from Prevention Data Portal
 for Monthly Reimbursement Reporting 



South Carolina Department of Alcohol and Other Drug Abuse Services

Data Reporting Standards From Prevention Standards Manual:

• Minimum standards for accuracy of monthly data entered into the web-
based reporting system are as follows: 

• a) correct application of service categories (direct vs. indirect) and 
populations served; 

• b) required monthly documentation of service hours for any organizational 
member or volunteer who is providing prevention services; 

• c) Demographics of people served in prevention services as required for 
federal reporting; 

• d) appropriate documentation of funding and reporting to ensure 
compliance. 

• **These are just a few highlights from the Manual, please read the entire 
document and contact DAODAS with any questions.

4/3/2024
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• New projects for this fiscal year in GMS: SABG23-PR-ALL-XXX-
20230701-20240630

• Please complete all fields (even the ones that are not labeled as 
required) to ensure that the integrity of the data is high. 

• If you have a question related to data forms, please contact 
prevention@daodas.sc.gov to ensure accurate information is reported. 

• If you have questions related to accessing the prevention data portal, 
please contact gms-support@daodas.sc.gov  and cc 
prevention@daodas.sc.gov

4/3/2024
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• Reports can be built from GMS and customized to retrieve any data 
that is entered into the portal.

• Reports can be downloaded into Excel and shared with staff who do 
not have access to GMS.

• Reports should be used monthly to ensure data accuracy.

• Report views can be saved once built so that you can access them over 
and over again without having to constantly build new reports.

• Filtering is important as it relates to pulling the data for your county-
this can be done in GMS and when the data is pulled out into Excel-
”filtering is my friend”.
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Steps for pulling data from Prevention Data Portal through GMS:

1. Bottom left-hand corner- Click on blue “G-GrantVantage” symbol and change view to 
“DAODAS Portal (DP)” view

4/3/2024
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2. On left-hand side, click on “Portal Submission” 

4/3/2024
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3. On top right, click on “Edit Columns” to bring up a menu on right side.
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4. Click “+ Add Columns” to add the following columns to the report: 

• Form Name

• Intervention Type

• Total Duration Hours

• Total Duration Minutes 

• Strategy 

You can add the columns by typing the heading in the search bar (Form Name) and then 

select the heading and click “CLOSE”. 

This will then take you back to the list. 

Repeat the steps to continue to add each one until you have all of the additional columns 

added to the list then hit “APPLY” to save.
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Select your 
choice then hit 
“Close”
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5. Click “blue apply” button and this will return you to the Portal Submission view-now it 

will have the additional columns you added in visible as you scroll to the right.
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6.  Click on arrow beside “Grant Name” then “Filter By” – Equals and type in “SABG23” to 
bring up a list to choose from for your county’s grant. Click “Apply” once you have 
selected your agency’s grant to view the data entered under that project.
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7. Click on arrow beside “County of Operation”  then “Filter By” to bring a drop down 
menu where you can type in all of the counties you want to view (one or more). This will 
filter the view to only show the data for the counties you want to view. Click “Apply” once 
you have selected the county or counties you want to view.
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8. Click on arrow beside “Date and Time”  then select “Newer to older”. This will filter 
the service dates on the forms from the most recent to the oldest. 
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9. Click on arrow beside “Strategy”  then a “Filter By” box will open up. When you click on 
the arrow, it will bring up the 6 strategies and you can filter by the strategy you want to see. 
Once you make a selection, click apply and the data will filter to bring up the forms related 
to that strategy from newest to oldest date-both draft and submitted. 



South Carolina Department of Alcohol and Other Drug Abuse Services



South Carolina Department of Alcohol and Other Drug Abuse Services

• Planning time for the month should be entered in a form related to the strategy 
even if the strategy service date will be in another month. 

• For example, if a speaking engagement will be conducted on December 1 and the 
staff begins planning for the event in November, go ahead and open the form and 
enter planning time in the form as you are planning.

•  A note should be placed in the “description” section of the form with a brief 
explanation of the planning time attributed to the service. 

• Objective should line up with strategy. For example, you would not have a problem 
identification and referral objective with an information dissemination strategy and 
speaking engagement form.
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• It is through these views that DAODAS can filter the data and compare the service forms 
entered (both in draft and submitted) to the monthly financial reimbursement request.  
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• In this example, service data (at least one form for each strategy 
reported) for September would include forms entered into the data 
portal (either in submitted or draft) status for the following strategies:

• Information Dissemination

• Environmental

• Community- Based Process

• Alternatives 

• Problem Identification and Referral
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Filter by 
each 
strategy you 
have 
reported for. 
You will 
need at least 
(1) form to 
be 
reimbursed. 
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• The data submitted aligns with the request- DAODAS program staff changes the status 
from “requested” to “ approved” and notes “services on target”. At that point, DAODAS 
finance team will process the reimbursement request for payment. The status will stay 
in “approved” until the payment is made to the agency. At that time the status will 
change to “paid in full”.
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If data for any service area is missing, the “request” will be returned to “planned” status and 
a note will be placed in the memo related to the areas that data is missing.
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You can also download the data to an excel file.

Click “Export to Excel” at the top right of the Portal Submissions page. 

 The file will download into your “downloads” folder.

Once the data is in Excel, you can work with the data and filter the 
information in many different ways. The Excel report can be shared with 
agency leadership as needed, finance to demonstrate services provided (or 
forms that are in draft) for monthly reimbursement requests, etc.

You can also just apply various filters and remove them as needed if you 
are only needing a “quick” view of information. 
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Contact DAODAS with any questions or technical assistance requests. We 
can walk you through this step-by-step as needed via TEAMS/ZOOM. 
(prevention@daodas.sc.gov )

You can also save the view that was built for this report in order to come 
back to it month to month. That way you can skip steps 3-5 related to 
building the custom review. Click on drop down arrow beside “All Portal 
Submissions” title and then click on “save as a new view”

You can build any reports with any combination of data you want and then 
save/name the reports for future recall.

mailto:prevention@daodas.sc.gov
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Type what you want to name the report in the “description” field and then click the blue save button. Then 
the report will appear in the list for you to choose from and you do not need to rebuild it each time.
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• Formatted “Canned” Reports Available in GMS:

• Way Path is working on additional “canned” reports, however there are 
some available to view at this time. 

• Reports available include:
• Compliance Checks
• Individual-based programs and strategies
• Population-based programs and strategies
• Single services by demographics
• Number of media impressions
• Number of persons served by individual or population-based programs and 

strategies
• Distribution of people served by gender
• Distribution of people served by age
• People served in 12-month period
• Prevention Strategy Report is only available to DAODAS at this time

• To access:  Click on “reports” on bottom left of menu
4/3/2024
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• Choose report you want to view

• When template comes up, complete the fields as suggested below:

• Year: 2022

• Reporting Period: SC State fiscal year July 1-June 30

• Strategy: Select All (you can also narrow down by only one strategy at a time)

• Intervention Type: Select All (or if you are choosing one strategy, be sure to select the 
right intervention type for the strategy selected)

• Counties: Can choose one or multiple counties to view

• Forms: Select All

• Organizations: Select organization that matches the county or counties of service selected

• Click “View Report”

• Click on “save” icon to download report to PDF that can be provided to leadership or 
other partners

•  Contact DAODAS with any questions or technical assistance requests. We can walk you 
through this step-by-step as needed via TEAMS/ZOOM. (prevention@daodas.sc.gov )

4/3/2024
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• “Actuals” for each performance measure will be manually entered into 
GMS

• “Results” for each performance measure will pull over from the 
prevention data portal for all submitted forms. If there is a number that 
is not correct or blank, please check the status of the forms in the 
prevention data portal to ensure all forms have been submitted

• Pulling a data report (like the monthly reimburse check report) can 
allow you to easily sort by objective and enter the “actual” number of 
events into the performance measure-follow the steps previously 
outlined to download Excel file from DAODAS Data Portal tab in GMS

Completing Year- End Report Deliverable in GMS
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Screenshot from Excel Download of Reported 
filtered by Objective

For this objective/performance measure, two events would be entered in the “actuals” for number 
conducted during fiscal year. The total head count for number of people served would be in the “results” 
performance measure as long as these forms were submitted.
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Select the Primary Prevention (PRI-PR) project from your agency’s 
project list
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Double click on the project to bring up the screen below:
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Click on “Related” tab to bring up menu as seen below



South Carolina Department of Alcohol and Other Drug Abuse Services

1/12/2023 68

Single click on “Project Plan” to bring up your project “Goals”
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Single click on a “Goal” to bring up the “Objectives”
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Single Click on an “Objective” to bring up the 
“Performance Measure” (PM) option
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Single Click on “PM” to open up the “PM” for reporting
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Double click on “PM” to open up the “PM” details screen 
for reporting
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Steps to enter “Actuals” for Year-end reports
• Double click on the PM to open up the reporting screen for this performance measure.
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Update number under “actual” Single click on the “disk” 
icon with the “x” at the top to save and close the form
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After the form saves, it will take you back to the screen below and you 
should see the number you entered displayed under the “actual” 
column.
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Tips for FY25 SABG Prevention Application

Each application will contain copies of relevant GOP spreadsheets– Just as last year, they will be locked 
except for the “Goal” field, the “Manager” fields and the “Planned” fields for each performance measure.  

In order to fill out the sheets correctly, please enter the name of the county you are filling this out for in the 
“Goal” field, replacing the text, “[County Name]”.  There must be a different sheet for each county you are 
implementing services.

Please fill in the “Manager” field with the name of the person responsible for entering the data in GMS.  This 
is someone with a GMS license, for the production side.  For PREVENTION, there may be individuals who 
enter data on the portal that do not have a GMS license, the “Manager” field is for the individual responsible 
for entering the information in the GMS project.   PLEASE be sure to enter the name exactly as it appears in 
GMS.  We ask that you look at the current year’s project to ensure proper form for names.  If your name is 
Pete Mitchell, and in GMS you are listed as Peter Mitchell, you must enter it as Peter Mitchell.  
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Tips for FY25 SABG Prevention Application
Please enter the projected SFY25 outcome metric for each measure in the “Planned” field.  Enter a “0” if you 
do not plan to implement the strategy. Entering a “0” will let DAODAS know we need to delete that objective 
and performance measure when we set-up the project in GMS. We suggest you look to you SFY24 project as 
guide for estimating planned amounts. You can estimate your year end data by looking at your mid-year data 
and making the appropriate calculations.  

Complete all Excel spreadsheets related back to the programs and strategies your agency plans to fund 
utilizing the SAPT BG primary prevention funds. For example, if you plan to implement 2 Take Back Days with 
your SAPT BG funds and 2 Take Back Days with the Opioid Settlement funds the agency receives, collecting a 
total of 200 pounds of medicine in the four events, the sheet for opioids should be completed with the 
performance measure for the SAPT BG set for 2 Take Back Days and 100 pounds of medicine collected (for 
example).

If a goal/objective/performance measure is not included in your agency’s project at the beginning of the 
fiscal year but you add a service at any point in time that you do not have a goal/objective/performance 
measure to report under, don’t just put your data in the portal under a similar goal-email 
prevention@daodas.sc.gov and ask that a measure be added so reporting can be accurate!

mailto:prevention@daodas.sc.gov
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1801 Main Street, 12th Floor • Columbia, South Carolina  29201
telephone: 803-896-5555 • fax: 803-896-5558
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