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Overview and Purpose

The Performance Measurement Tool (PMT) collects performance measurement

data on a quarterly basis. Your grantee will determine your quarterly due dates for
entering data in the PMT.

The purpose of this user guide is to instruct the Office for Victims of Crime (OVC)
PMT users on the following—

o How to access and navigate the PMT
o Actions to ensure your report is correctly submitted

o Troubleshooting steps for errors that users may encounter.
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Overview of Performance
Management at the
Office for Victims of

Crime



Role of Grantees

e As agrantee, your role in performance measurement reporting includes the
following—

o ldentify individuals in your organization who will have access to the PMT and
maintain your organization’s profile page

o Attend training on performance measures offered by OVC and reviewing
resource materials; asking questions if you are unsure of how to report any
data

Enter Subgrant Award Reports (SAR) for any subawards made

Communicate with subgrantees about reporting, monitoring subgrantee
reporting, and reviewing subgrantee data in the PMT

Submit quarterly data reports and an Annual Grantee Report
Clarify and updating data in response to any inquiries from OVC
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Role of Subgrantees

 Asasubgrantee, your role in performance measurement reporting includes
the following—

o ldentify individuals who need system access and understanding what
data the grantee will need you to enter into the system

o Contribute information to the SAR, if directed by the grantee

o Enter performance measures quarterly, if directed by the grantee, or
submit data to the grantee for entry

o Maintain documentation of individuals served and services provided to
support data reported in the PMT

o Clarify and update data in response to any inquiries from the grantee
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Role of OVC Staff

Grant monitors and members of OVC’s Performance Management Team perform
the following activities related to performance measure data—

* Provide training and technical assistance, including Helpdesk support, on using
the PMT system and entering performance measures

* Review data entered by grantees and subgrantees to promote consistency and
accuracy
* Analyze data to develop grant program reports and respond to data inquiries.
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Reviewing Subgrantee Data: Role
of the SAA, Subgrantee and OVC

p s — Y p S ()\/C Staff
e Subgrantee checks * Analysts apply

the data before statistical techniques e OVC staff members
submitting it to the to identify potential review annual
State Administering errors and request progress reports

® SAA reviews what
the subgrantee has
submitted

Agency (SAA) clarification
e Subgrantee S < e PMT Analyst IS <

Micro |
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PMT Definitions

General Definitions:

* Performance Management: The regular collection of data in a systematic manner
to assess program outputs/outcomes, showcase program results, and improve
program performance.

Reporting Systems:

* Performance Measurement Tool (PMT): The online system maintained by the
OVC for collecting performance measure data from grantees and subgrantees.

* Grants Management System (GMS): The online data collection system maintained
by the Office of Justice Programs (OJP) for all grants administered through OJP.
GMS is the priority system of record for information about grants.
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PMT Definitions (cont.)

Parties Involved:
e Grantee: The primary grant recipient of funds directly from the OVC.

* Subgrantee (or Subrecipient): An entity that receives a portion of grant funding
through a formal agreement with the grantee. Grantees are required to monitor
subgrantees to ensure subgrant funds are appropriately spent.

» State Administering Agency (SAA): The grantee; the state office responsible for
receiving funds and reporting data.
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PMT Definitions (cont.)

Reports:
* SAR: This report collects information about the subgrantee organization,

the length of the subawards and activities to be implemented by the
subgrantee, and the allocation of grant funds.

e Subgrantee Data Report: This report collects information quarterly on victims
served with Victims of Crime Act (VOCA) plus match funding, including victim
demographics, types of victimization, and services provided.

* Annual Grantee Report: This report collects the information on victims served
with VOCA plus match funding over a federal fiscal year (October—September).
The report is a PDF document that the PMT automatically generates after all data
entry is complete.
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Accessing and Logging Into
the Performance
Measurement Tool



Accessing the PMT

Grantees will determine if subgrantees
will enter data in to the PMT.

Grantees will establish their processes
and timelines for subgrantee data entry
and review.

Grantees will set up user accounts for
subgrantee users by entering their contact
information into the PMT. The system will
then send the subgrantee user an email to
set up a password and complete the
account set up process.

Each individual user must have their own
unigue login to access the system for
security purposes.
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Important Note: The OVC PMT
Helpdesk cannot add subgrantee
users; only grantees can add
subgrantees as users.
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Logging into the PMT

* Visit the PMT website at this
address, https://ojpsso.ojp.gov/,
and enter your user name and
password.

e The user name is the user’s
email address.

* If the grantee provides you with

X7

g@g.  U-S- DEPARTMENT OF JUSTICE
) Office of Justice Programs

Innovation

® Partnerships » Safer Neighborhoods

Performance Measurement Platform

User Name

Email Address

Password

Maximum of 3 attempts

Please note: JavaScript must be enabled to use this site. If not, site navigation
will not work properly. If you need to enable JavaScript, click here to find out
how.

Forgot Password

access to the PMT, you will
receive an email from OVC PMT

BJA

ovC ojjpp

NIJ

with instructions on creating a

Privacy | FOIA

new user account.
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https://ojpsso.ojp.gov/

Logging into the PMT (cont.)

If you forget your password:

1. Enter your user name (email

address) and leave the password
field blank.

Select Forgot Password.

challenge question.

If this is correct, the PMT will send
you an email with a link to create a
new password.

Enter and submit the answer to your

3/ Email Address

g, U-S- DEPARTMENT OF JUSTICE

) Office of Justice Programs

Innovation » Partnerships » Safer Neighborhoods

Performance Measurement Platform

User Name Password

Maximum of 3 attempts

Forgot Password

Please note: JavaScript must be enabled to use this site. If not, site navigation
will not work properly. If you need to enable JavaScript, click here to find out
how.

BJA ovC Ofjop NLJ

Privacy | FOIA

Passwords must be at least 12 characters and contain both upper and lowercase letters, one number, and one

special character (e.g., |, @, S).
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Updating Your User Account and
Changing Your Password

Update My Account Change Password

e Select the Update My e e e e
Account button to update

Last Name: Dge

your login information (see et s S

Also used as a User Name for signing onto the system

I a e 1 ) Phone Number: 123-456-7590
I I l g . Security Challenge:  [what is my mother's maiden name?

A word, phrase, statement, or question (up to 75 characters in length) the answer
to which may aid in verifying your identity. Used for resetting password.

Security Response: | cave blank if no change

Verify Security Response: |[save blank if no change

Update

e Select the Change Password
button if necessary (see
Image 2). ——TT——

Manage User Account Add Admin User Reset Password Force Reset Password Impersonate

Required Entry

Enter New Password: [rrrreremmrmmrins

 Please remember to adhere
to the password guidelines o
that are Shown On the Wjﬁ-ﬁse--atleastoneofeach

Contains at least one number
Contains at least one special character, as follows:

screen. MI@EES W AR ()-_+ {F1e»2[1\;7, ./
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Accessing Your PMT Account
Home Page

P U.S. DEPARTMENT OF JUSTICE
Office of Justice Programs

Innovation e Partnerships e Safer Neighborhoods

Performance Measurement Platform

Logout

Home Update My Account Change Password

[ OovC PMT ]

* Once you have created your account, you can update or change your account and
password information.

e Click OVC PMT to continue with your data entry.
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Main Navigation Menu

INFORMATION AND RESOURCES

REPORTING SCHEDULE

e OVCPMT Home: General information about your award and reports

e Administration: List of subawards and user information

* Profile: Lists contact information for your organization and point of contact (POC)

* SAR: Data entry pages for all Subgrant Award Reports associated with your organization
* Enter Data: Data entry pages for the quarterly Subgrantee Data Report

* Reports: Lists current and past reports and their status

* Need Help?: Resources for using the PMT and submitting feedback/questions

* Logout: Logs you out of the PMT system
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OVC PMT Home Page

INFORMATION AND RESOURCES

REPORTING SCHEDULE

October 1 - December 31 Program Performance Measures February 15
January 1 - March 31 Program Performance Measures May 15
April 1 - June 30 Program Performance Measures August 15

July 1 — September 30

Program Performance Measures
and
Narrative

November 15

the reporting schedule.
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On the OVC PMT Home Page, you can view information and resources, as well as

JUSTICE POR ALL




Administration: Federal Award List

e e | i | oon e | e | s

Federal Awards & Subawards Table E
Search:
Total Federal Subaward Total Sub
Admi Traini Distributed
Federal Award Fu nl:il: Fr:rllzli:g Award Number I:n:lnﬁnit! Award Subgrantee
< < Amount [State Assigned) Amount
1324587 Award OV 123,333.00 123,333.00 ABC ORG DV
1324587 123 AW 001 128,956.00 128,956.00 Coldbox inc

* From the Federal Award List under the Administration tab, you can view a list of
your state’s federal awards and search for subawards.

* For subawards to show up on the list, the SAR must have the subaward amount
listed.
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Administration: Current User List

Praofiie SAR Enter Dats Reporta Moed Help? Logout

M  Cumrent User List

List Current Users

User was successfully Added.

Search:
User Mame Phone Email Delete™
Jane Doe 123-458-7380 jane@dee. com Delete
John Smith (123)}-458-7320 john@smith.com Delete

* The List of Current Users displays all users for your organization. Organizations
should manage their users.

* You may delete users who are no longer with your organization or engaged in
PMT data entry.

* You may add individuals who should have access for data entry and review
purposes.
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Entering Subgrant
Award Reports



Entering Subgrant Award Reports

* ASAR s required for each subgrant that implements
programming with VOCA plus match funding. Please see the Subgrant Award
Report FAQ document for details on when SARs are required.

* Only one Subgrantee Data Report is required for each subgrantee organization.
 SAR Part 1 (Questions 1-6):

— Subaward information

— Must be completed by the grantee
* SAR Part 2 (Questions 7-11):

— Information about the subgrantee

— May be completed by the grantee or subgrantee

©ere®
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Subgrant Award Report (SAR)

OVE PMT Home Administration Enter, Data Need Help?.

Click on the Subaward number to enter/edit SAR data.

Hide/Show Comments History
SAR for Subaward VOCA ATTORNEY GENERAL 23332 (Approved ) [ Review]

Comments History Comments Action By Whom Date
No comments Certified 09/10/2018
No comments Send for Revisions 09/10/2018
No comments Certified 09/10/2018

SAR for Subaward VOCA-ATTORNEY GENERAL 23346 ( Approved ) [ Review]

Comments History Comments Action By Whom Date
No comments Certified 09/10/2018
No comments Send for Revisions 09/10/2018

* Under the SAR tab, you will find a list of the SARs for each of your subawards.
e Select the subaward for which you want to enter data.

‘ OF’FICE FOR VICTIMS OF CRIME JUSTICE FOR VICTIMS JUSTICE FOR ALL




SAR — Part 1: Subaward Information

Questions 1-6)

Only your grantee can enter
data in SAR — Part 1.

You can select SAR — Part 1
to see the data already
entered by the grantee.

OFFICE FOR VICTlMS OF CRIME

Optional

Subaward Amount 0

Federal Funds ONLY, NO MATCH)

Select Federal A

Award Number $8$ from this award A. Child abuse: B. Domestic and Family Violence: C. Sexual assault: D. Underserved:
1324568 0 0 0 o
1324567

INSTRUCTIONS® Sefect the federal grant from which this subaward is funded and enter the amount(s) refated to that grant. When more than one OVC VOCA federal grant is used fo fund the

subawsrd, for the same start and end date, select each federal grant and enter the associated amount.

Secondly, enter the portion of the subaward amount that is intended for use for each prionily or underserved categor

populate the appiicable category in the secfion for Priority and Underserved Requirements

—~  vi|= v |- v|(Thedate the VOCA -funded project begins )

Project End Date: = v — v |~ v |(The date the VOCA -funded project ends.)

Subaward Required,

A Continue a VOCA-funded victim project funded in a previous year

t funded by

B. Expand or enhance an existing

1

D Start up a new Native American victim services project

m

Expand or enhance an existing Native American project

. If this amount is zero (0), please enter 0. The total for each category will auto-

Required)

(R

CCA in the previous year

OR VICTIMS

~E FOR ALL




SAR — Part 2: Subgrantee Information

Questions

e G@Grantees are able to
allow subgrantees
to enter data on
Part 2 of the SAR, or
they may complete
this portion of the
report themselves.

7-11)

7. Service Area (s):

(Reguired)
Other counties served outside of the State:
Descnption
8. Subgrant match (financial support from other sources)
A Value of in-kind match $ Amount (Required)
B. Cash match mount (Required)

C. Total match: $ A

(auto-calculated)

D. Match waiver :

9. USE OF VOCA AND MATCH FUNDS: (REQUIRED)
INSTRUCTION: For this subaward, check the category of service and subcategory that best identifies the types of services or activities that will be provided by the VOCA-funded project, as
descnibed below. Note: Report only those services actually provided by the VOCA-funded project. Do not report services offered by another agency. Check all the apply.
A INFORMATION & REFERRAL
Information about the cnminal justice process
Information about victim rights, how to obtain notifications, etc
Referral to other victim service programs

Referral to other services, supports, and resources (includes legal, medical, faith-based organizations, address confidentiality programs, etc.)

B PERSONAL ADVOCACY/ACCOMPANIMENT
Victim advocacy/accompaniment to emergency medical care
Victim advocacy/accompaniment to medical forensic exam
Law enforcement interview advocacy/accompaniment
Individual advocacy (e.g., assistance in applying for public benefits, retum of personal property or effects)

Performance of medical or nonmedical forensic exam grintenview or medical evidence collection
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SAR — Part 2: Subgrantee Match

8. Subgrant match (financial support from other sources)

A Value of in-kind match

(Required)
B. Cash match $ Amount (Required)
C e A - - .
C. Total match: ' § Amount (auto-calculated) (auto-calculated)

D. Match waiver ;

* In Question 8, please enter the values of in-kind,
cash, and total match funding provided. Sample Project Budget:

* The match must be 20 percent of the total »37,500

project budget. For example, see the pie chart to S’f’;a;f)';

the right: if a subgrant award is $30,000, then (20%) _—

the match requirement is $7,500. fso,(;oo
80%

e Consult with your SAA regarding options for a
match waiver.

©ere®
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SAR — Part 2: Budget and Staffing

11. BUDGET AND STAFFING:

INSTRUCTION: Indicate below the requested information based on the subgrantee’s current fiscal year: Report the total budget available to the victim services program, by source of funding. Do
not report the entire agency budget, unless the entire budget is devoted to victim services. For example, if VOCA funds are awarded to support a victim advocate unit in a prosecutor’s office, then only
report the budget for the victim advocate unit. NOTE: Do not include in-kind match; do not report sums less than one dollar.

Information Requested Response
A. Total budget for all victimization programs/services for this agency 20000

(The amount reported is for the current fiscal year. Include the subaward amount reported
in Question 4.)

B. Annual funding amounts allocated to all victimization programs and/or services for B1. Subaward Amount: 10000
the current fiscal year
(Identify by source the amount of funds allocated to the victimization programs/services B2. OTHER .
budget of the subgrantee agency. STATE/TERRITORY: 5000
Do not count funds in more than one category. B3. OTHER LOCAL- 1000
OTHER FEDERAL includes all federal funding except the subaward amount reported in
Question 4.) B4. OTHER FEDERAL: 3000

B5. OTHER NON-FEDERAL: 1000

* In Question 11.A and 11.B, indicate the total budget and sources for all of the
subgrantee’s programs/services for the agency’s current fiscal year.

» Refer to the Subgrant Award Report Frequently Asked Questions (FAQ) for
additional details on the sources of funding.
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SAR — Part 2:
Budget and Staffing (11.C-11.D)

* |In Question 11.C, report the total number of paid staff for your program, regardless
of funding source. You should include both VOCA-funded and non-VOCA funded

positions.
—  Count each staff once

— Do not prorate
—  Only enter whole numbers

* In Question 11.D, report the number of hours funded with VOCA or match funds. Do

not include non-VOCA funded hours here.
— This question is not a percentage of staff time (e.g., 50 percent)
— This question is not a full-time equivalent of staff time (e.g., 0.50).

©ere®
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SAR - Part 2: Volunteer Hours
(11.E-11.F)

* In Question 11.E, report the number of volunteers with VOCA plus match funds.

— Count each volunteer once
— Do not prorate

—  Only enter whole numbers
* In Question 11.F, report the total number of volunteer hours funded with VOCA
plus match funds. Do not include non-VOCA funded hours here.
* Please refer to the Subgrant Award Report FAQ for additional guidance on
calculating number of positions and hours and how to prorate data if staff are
supported by VOCA and non-VOCA funds.

'l' @
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SAR: Review & Approval

i O n Ce y0 U Saved yO U r @ OFFICE OF JUSTICE PROGRAMS

— ©;5:0 e e i Avaatic:
data for SAR-Part 2' you ”' Okrice For Victivs oF Crime Sl

will be brought to the T N T

.
S A R Revl e W a e Please be aware that your session will time out 30 minutes after you stop saving data. To avoid losing or having to reenter data, click the 'save’ button before leaving the
. system unattended or when you're finished entering data.
SAR Review

Office for Victims of Crime
Victim Assistance Formula Grants Program
SUBGRANT AWARD REPORT (SAR)

| Erint

e Within this page, you can
review all SAR data U

A. Agency Name : 01

entered by both the e

D. State : AA

grantee and subgrantee € e

2. SUBGRANTEE AGENCY POINT OF CONTACT :

A.POC Name : 01

to CO nfi rm its a Ccu ra Cy. B. Phone Number : (555) 555-5555

©ere®
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SAR: Review & Approval (cont.)

Ddarh SAR as complete and approve it for dala entry.

Additional Comments

¥ ou have 500 characters left. (Maximum characters: 500)

* Once your data entry is complete, select the Save button. You will then receive a
message stating that your data has been certified.

* Notify your grantee will then be able to review the SAR data and click the radio

button approving the SAR. -

Note: The SAR must be approved by your grantee before you can complete your data
entry for the performance measures for the Subgrantee Data Report.
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Preparing the
Subgrantee Data Report



Subgrantee Role in Data Entry

As a subgrantee, your role in performance measurement reporting includes—
* Collecting:
— Collect data for all performance measures listed in the PMT.

— Consider using the Subgrantee Data Tracking Template to collect and
aggregate data on individual victims served.

* Reporting:

— Report data on a quarterly basis.

— Follow state processes and deadlines for submitting performance data.
* Communicating:

— Contact the SAA if there are questions about how to report data.

— Look for emails from the SAA and the OVC PMT Helpdesk with reminders and
Information.

— Respond to inquiries from the SAA about data entered.

..
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Reporting Schedule: OVC Deadlines

Reporting Period Submission Period Content OVC Deadline
October 1-

December 31 January—February 15 Performance Measures February 15
January 1-March 31  April 1-May 15 Performance Measures April 30

April 1-June 30 July 1-August 15 Performance Measures July 30

October 1-November Performance Measures
July 1-September 30 15 and Narrative Questions  October 30

A

Important Note: Remember to only report on activities that occurred during the reportingperiod.
Important Note: Clarify any internal due dates with your SAA. States may require subgrantees to enter data earlier than the OVC
deadline to build in time to review, clarify, and approve subgrantee data prior to the OVC report due date.

..
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Subgrantee Data Report:
Data Entry Screens

OVE PMT Home Administration “ ENETTH] Need Help?

Please be aware that your session will time out 30 minutes after you stop saving data. To avoid losing or having to reenter data, click the 'save' button before
leaving the system unattended or when you're finished entering data.

Select Reporting Period: ~ 04/01/2018 - 06/30/2018 v | Upload

* Once the SAR data entry has been approved by the grantee, the subgrantee will
then be able to complete their Performance Measures data entry in the
Subgrantee Data Report.

* Select the Enter Data tab, and a dropdown list will appear with reporting periods.
* Select the reporting period for which you want to enter data.
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Performance Measure Screens

OVC PMIT Home Need Help? Logout

Reporting Period: Sub-grantee Name: Assistance Organization
Please be aware that your sessicon will time out 30 minutes after you stop saving data. To avoid losing or having to reenter ¢

leaving the system unattended or when you're finished entering data.

POPULATION DEMOGRAPHICS DIRECT SERVICES SUBGRANTEE ANNUALLY REPORTED QUESTIONS REVIEW

This section should be completed each reporiing period.
Source of data: Activities conducted at the subgrantee level.

* Users can navigate to different data entry screens by clicking on the secondary
menu bar above the data entry fields.

* Please refer to the Subgrantee Data Report FAQ for more detailed information
about subgrantee performance measures.
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Data Entry Reminders

° Al | f| e | d s ma rked OFFICE OF JUSTICE PROGRAMS
{gs e®e EE’ Performance Measurement Tool ( PMT)
Victim Assistance

o" ) .
Number” will onl

: y ”' OFFICE FOR V|CT|MS or CRrive A ARGOREHY

accept numeric JUSTICE FOR VICTIMS ® JUSTICE FOR ALL

Values. £Re i itlar izl o eod Help! o

Reporting Period: 10/01/2015 - 12/31/2015 Sub-grantee Name: ABC ORG KT
Please be aware that your session will time aut 30 minutes after you stop saving data. To avoid losing or having to reenter data, click the 'save' button before
leaving the system unattended or when you're finished entering data. Y

i U N d e r'l | ne d text POPULATION DEMOGRAPHICS ~ DIRECT SERVIGES  REVIEW
W It h I n t h e P M T I S a [ Complete this section each reporting period.
hyperlink to a

« e, . 7. Number of individuals assi
definition that will i Bt
COanfo Instruction
appear when you o W
g perr  Countthe number of individuals whe received assistance with
1 1 completing a victim compensation application during the reporting

CI IC k O r h OVE r Ove r It' OcC.Em¢ period, even if they did not submit the application. Simply providing

an individual with an application does NOT qualify as assistance.

Please refer to slides 48-50, “Quick Tips for Navigating the PMT,” for a full list of tips for using the
PMT system.

ring the reporting periad, | Number |

0D. She
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Number of Individuals Served

POPULATION DEMOGRAPHICS DIRECT SERVICES SUBGRANTEE ANNUALLY REPORTED QUESTIONS REVIEW

This section should be completed each reporting period.
Source of data: Activities conducted at the subgrantee level.

1. TOTAL number of individuals who received services during the reporting period.] 10|

2. TOTAL number of anonymous contacts received during the reporting period.] 5|

3. Of the number of individuals entered in question 1, how many were NEW individuals who received services from your agency for the first time during the

reporting period. J 2

[[] We cannot track new individuals

* Enter the total number of individuals served during the reporting period and the
number of anonymous contacts. See the Performance Measures: Subgrantee Data
Report (October 2018) for definitions of “individuals served” and “anonymous contacts.”

* Enter the number of new individuals served for the first time during the reporting period.
All individuals served will be counted as new during the first quarter of the subaward.

e Check the box if you cannot track new individuals.

..
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Population Demographics

* Question 4: Enter demographics for only new individuals served.

— The total for each demographic category (e.g., race/ethnicity, gender identity)
must equal the total of new individuals identified in question 3.

— Use the “Not Tracked” and “Not Reported” options as appropriate. See slide
50 of this user guide or the Performance Measures: Subgrantee Data Report
(October 2018) for definitions of these terms.

* Question 5: Enter the types of victimization presented by all individuals served

and anonymous contacts. List all types of victimization presented by each
individual.

A

If subgrantees have questions about the data collection systems, they should contact their grantee.
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Types of Victimization

* There are 25 types of victimization available for selection.
* The final field captures “other” types of victimization.

* Grantees/subgrantees should classify experiences using the 25 listed types as
frequently as possible — use “other” only when no other type of victimization can
apply.

* The victimization types are not meant to reflect formal legal definitions defined by
statute in a jurisdiction — they should be viewed more broadly.

 More information on determining victimization types will be forthcoming.

-1 )
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Direct Services

A. Information & Referral

Enter the number of individuals who received services in this category | 10| 1
A1. Information about the criminal justice process {l 10h
A2. Information about victim rights, how to obtain notifications, etc. | 20|

2
A3. Referral to other victim service programs | 2|
A4. Referral to other services, supports, and resources (includes legal, medical, faith-

based organizations, address confidentiality programs, etc.) Q 4u

* Report the number of individuals who receive each category of service (item 1).
* Report the number of times each subcategory of service is provided (item 2).

When you add the subcategory occurrences (A1l + A2 + A3 + A4), the total should
be equal to or greater than the number of people who received services.

* Inthis example, 10 + 20 + 2 + 4 > 10 people served.
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Reviewing Data Entry

POPULATION DEMOGRAPHICE DIRECT SERVICES m

Tokal Alorhis): 50

Enter data for any “Fequined™ missing Nelds identfied in the “Alert’ column below and mark your dala complete once all required data has been entened.
g = J Print
Question Opticn Response Alert

FOPULATICN DEMOGRAFHICS

1. TOTAL fumbar of indbiduals wha fecahed BEquired
Aarvicn s duling s roporing patiod

» After completing data entry, you will be prompted to go to the Review tab.

* Subgrantees can review all data entered in the previous tabs.

* Any fields missing data will be marked “Required.”

* You must go back and enter data in any flagged fields before the system will allow
you to mark your data entry as complete.

‘ OF’FICE FOR VICTIMS OF CRIME JUSTICE FOR VICTIMS JUSTICE FOR ALL




Reviewing Data Entry (cont.)

As subgrantees review their data, they should ask:

* Are all questions fully answered?

* |s anything missing?

* Does this report make sense given the funding, staffing, and objectives?
* Are non-VOCA funded activities counted in the report?
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Subgrantee Annually Reported
Performance Measures

Subgrantee Annually Reported Questions

FOPULATION DEMOGRAPHIC S DIRECT SERVICES SUBGRANTEE ANNUALLY REPORTED QUESTION 5 REVIEW

* The Subgrantee Annually _ S |
Reported Questions tab . N”m::':f"ECIuestsfursemcesthatwereunmetbecauseufurganlzatlunalcapacrtylssugg_ -
will appear during the
July—September reporting

se explain.

o Pave 5000 cranaciens lef (Mmcmim charsciens: S000)

p e r I O d . 12. Does your organization formally survey clients for feedback on services received?
O ves

) Mo (go to guestion #14)

[ ] Th ese q u eSt i O n S O n Iy 13. Number of surveys distributed (includes, but not limited to, those distributed by hand, mail or electronic methods) Mumber
need to be answered
once per year.

15. Please discuss some of the challenges your victim assistance program faced during the course of the federal fizcal year.

* Enter all data, then select O
Save & Continue to | : |
complete your data entry.

o Pave S000  cranaciens lef (Mmcmim charsciens: S000)

©ere®
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Completing Report for Grantee
Review

@ OFFICE OF JUSTICE PROGRAMS

@; 0%, ED Performance Measurement Tool ( PMT )

* When you finish your data entry,

you will be prompted to go to the '” Orrice For Victims o Crive ‘ Ak Rac ona it
Review tab. i - e
* Under this tab, you can review all P vty o e 8 I S S .o i g s s,k e unbetrs
the data you entered. If there are I
any missing fields, they will be CUCK RN To MY TR ORTALS
marked as “Required,” and you — S —
will need to enter data in that W .
field before continuing.
* Once your data entry is complete, Y > e e e et gt

click the Mark data entry as
complete button then select Save.

Important Note: Once subgrantees select Save, the report will be locked. If subgrantees need to
unlock their report, they must contact their grantee. Grantees can unlock the subgrantee’s report by
accessing the Complete and In progress tab on the Reports page of their PMT account.

©ere®
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Completing Report for Grantee
Review (cont.)

» After saving your data, the report will be automatically submitted through the
PMT to your SAA for review.

 The PMT will also create a Performance Data Report in PDF format for your
records.

* Under the Reports tab, you can also create PDFs of your data entry in previous
reporting periods.

After marking your data entry as complete for the reporting period, your report will be submitted through the PMT to your State Administrative Agency (SAA) for
review. The ability to enter/edit data will be locked. The PMT will automatically create a PDF-formatted Performance Data Report that you can save for your
records. You may also create a data report in PDF of previous periods.

If changes are needed, please contact your SAA to request that your report be unlocked and returned to you to make any necessary changes.

To ensure compliance with quarterly reporting requirements in PMT, check with your SAA for due dates and additional guidance

Your SAA Is responsible for submitting an aggregate State ‘ANNUAL Performance Data Report’ from the PMT to OVC through GMS, for OVC's review. This report
will include your data and as a result, additional changes may be requested of you

If any changes are made to the data, please mark data entry as complete again to recreate a revised version of your PDF report.

Please be aware that your session will time out 30 minutes after you stop saving data. To avoid losing or having to reenter data, click the 'save’ button before
leaving the system unattended or when you're finished entering data.

Reporting Period Data Entry Status Last Modified PDF Reports
10/01/2017 - 12/31/2017 Complete Quarterly PDF
01/01/2018 - 03/31/2018 Complete Quarterly PDF
04/01/2018 - 06/30/2018 Complete Quarterly PDF
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Troubleshooting Tips
and
Additional Resources



chk Tips for Navigating the PMT

Periodically click the Save and Continue
button to ensure the data you entered are
saved into the system. The system will time
you out after 30 minutes of inactivity and
data not saved will be lost.

Please note that simply entering data into a
field does not constitute as activity; the
system only recognizes saving or the
advancement to another page as activities
that will keep your session active.

Click the Exit Data Entry button to close
and exit the page. Please note that any
data not previously saved will be lost. The
Exit Data Entry button does NOT
automatically save your work.

' OFFICE FOR VICTIMS OF CRIME

A

Save and Continue
It is critical to periodically click the
Save and Continue button to save
your work.
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Quick Tips for Navigating the PMT

The list below includes tips for using and navigating the PMT system. Please review this
list and use it as a reference throughout the data entry process.

* Hovering over underlined text will prompt helpful language explaining the question
to appear.

* You must enter a numeric value in all fields marked “Number;” no other value will
be accepted.

* Answer all applicable questions on the page, then press the Save and Continue
button.

 Before going back to another data entry page to revise data, select the Save and
Continue button to ensure the data already entered into the system is saved.
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Quick Tips for Navigating the PMT

 Demographic data includes “not reported”

and “not tracked” options: A

o Select not.reported |f.the subgrantee A Note on Data Validation:
collects this data, but it was not .
The PMT includes some

provided by the victim. validations to flag data that may
o Select not tracked if the subgrantee is not be correct prior to
is not yet able to submit data in this submission. Validation

information will appear in the
“Review” tab and data should
be reconciled before
submission.

category due to the need to update its
data collection system. Subgrantees
are expected to update their systems
to track all demographic data.

 Report “0” to reflect a true value of zero.
Do not report “0” if the data is not tracked
or not available.

..
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General Troubleshooting Steps

e If you encounter a system error—
o Log out of your PMT account and login again using the same browser

o Tryto access your report from a different browser (Internet Explorer, Firefox,
or Google Chrome)

Clear the cache and cookies on your browser
Restart your computer

o Access the PMT during non-peak periods such as the early morning or late
evening

o Ensure that JavaScript is enabled on your computer.
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Need Help Page

* Performance Measures: A list of all
performance measures with
explanations

e T R T

Performance Measures

Victim Assistance — Subgrant Award Report (SAR) [June 2017]

i Su bg ra ntee Data TraCki ng Tem plate: A Victim Assistance — Subgrantee Performance Measures Report [June 2017]

Victim Assistance — Grantee Report

tOOI to h e I p S u bg ra ntees COI Ie Ct d ata Victim Assistance — Subgrantee Data Tracking Template (Excel)

PMT User Materials

° Freq ue ntly Asked Questions: P rOVi d eS Victim Assistance User Guide for Grantees

Victim Assistance User Guide for Subgrantees
oy . . . . Victim Assistance — FAQs
additional information on reporting PMI Fact Sheet
rainings (conference presentations and recorded webinars)

p e rfo rm a n Ce m e a S u res June 2017 — Victim Assistance - PM Training

October 2016 — Victim Assistance — Performance Measures Training
° H . H October 2016 — Victim Assistance — PMT Training

P MT U se r G u Id es . I n C I u d es t I ps fo r August 2016 — VOCA National Conference — PMT Update (Assistance)
January 2016 — Victim Assistance — Performance Measures and PMT Training

naVigati ng th rOUgh the PMT System November 2015 — Victim Assistance — PMT Demo

October 2015 — Victim Assistance — Performance Measures Training
September 2015 — Victim Assistance — Performance Measures Training

* Training Materials: Allows you to
watch recordings and view
presentations about reporting
performance measures
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Additional Information

OVC PMT Helpdesk

You can contact the OVC PMT Helpdesk Monday—Friday, 8:30
a.m.—5:00 p.m. e.t. via email at ovepmt@usdoj.gov or call the
toll-free number: 1-844-884-2503.

State Administering Agency (SSA)

If you have questions relating to your subaward information,
performance measures reporting, or state reporting deadlines,
please contact your grantee or State Administering Agency.

©ere®
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