Site Navigation & Log In
System Login, System Navigation, Advanced Find
Prevention Programs and Coalitions
SECURITY: Provider – Prevention Line Staff  + Provider - Prevention Supervisors 
Log into INSPIRE+
1. Log into the Application using this link 
a. https://hawaiidepartmentofhealthadaduat.crm9.dynamics.com/
2. To move between apps, click on the current app name in the top blue ribbon.
a. [image: ]
3. Choose the app that is relevant to your team. If you are a Prevention Provider, select Pulama. 
a. [image: ]
4. Before continuing to the app, you will receive a warning message saying “WARNING. Access to this system is restricted to authorized users only. Violators subject to imprisonment and/or fine. Continuing beyond this point certifies your understanding and compliance with all applicable restrictions and regulations.” Press Continue.
a. [image: ]
Site Navigation
1. On the left-hand side of the screen, you will see the Site Navigation. This is how you move across different entities in the app. It will look different for Hoala and Pulama.
a. [image: ]
2. To change areas, move to the bottom of the site navigation.
a. [image: ]
3. To sign out of the application, press the person icon in the top right corner of the screen and press “Sign Out” 
a. [image: ]
4. To view your personalized settings, press the settings gear in the top right corner of the screen and press “Personalization Settings.” (note: Only administrators will have access to update system settings, but you can update your personal settings)
a. [image: ]
5. To navigate to Microsoft Learn, press the question mark icon in the top right corner of the screen.
a. [image: ]
b. [image: ]

Using Advanced Find in INSPIRE+
Using Advanced Find in INSPIRE+ is a good way to search for records in the app, especially if the table is not featured in the site map. 
1. Log into the Pulama App
a. [image: ]
2. In the top ribbon, navigate to the Search bar
a. [image: ]
3. Press “Search for rows in a table using advanced filters” 
a. [image: ]
4. Select the specific table you would like to search within 
a. [image: ]
5. Check the circle checkbox to the left of the table name and press Continue
a. [image: ]
b. [image: ]
6. You will be brought to the default view of that table with the filters pop-up 
a. [image: ]
7. Add any additional filters to the filters view 
a. [image: ]
8. Press Apply 
a. [image: ]
9. The filtered view will now appear with results (if any) 
a. [image: ]
The Advanced Find search in INSPIRE+ can be done for any table that is in the application, even if it is not in the site map. 

Prevention Plans 
Prevention Plans, Problems/Related Behaviors, Factors/Conditions, Outcomes, Indicator Measures, Planned Strategies
Prevention Programs & Coalitions (Prevention Supervisors ONLY)
SECURITY: Provider - Prevention Line Staff + Provider – Prevention Supervisor
Creating a Prevention Plan
1. In the site map, navigate to Prevention Plans 
a. [image: ]
2. In the top ribbon, + New Prevention Plan
a. [image: ]
3. Provider will be populated with the Provider your user is associated to 
a. [image: ]
4. Select a Plan Type and enter in the following required fields :
a. Name 
b. Provider Contract
c. Start Date 
d. End Date
e. [image: ]
f. Note – Coalition Providers will select one of the two Coalition Plan Types
5. Save the Record
a. [image: ]
6. The Prevention Plan ID will be auto populated
a. [image: ]

Problem/Related Behaviors 
Formally known as Outcome Indicators
1. Navigate to Problems/Related Behaviors tab
a. [image: ]
2. + New Problem/Related Behaviors
a. [image: ]
3. Enter a Problem Statement and select an Age Group/Category
a. [image: ]
4. Save the Record
a. [image: ]
5. Upon saving, Factors/Conditions, Substances, and Indicator Measure sub-grids appear
a. [image: ]
6. Here, you can add existing factor/conditions and substances, but not create new ones 
a. [image: ]
7. Save & Close the record to navigate back to the Prevention Plan
a. [image: ]








Factors/Conditions 
Risk Factors, Protective Factors, Local Conditions
1. Navigate to the Factors/Conditions tab
a. [image: ]
2. + New Factor/Condition 
a. [image: ]
3. Enter a Factor/Condition Type
a. [image: ]
4. Based on which one is selected, another field appears
a. For example, if the Factor/Condition Type selected is Risk Factor, the Risk Factor field appears 
b. [image: ]
5. Save the Record
a. [image: ]
6. Indicator Measures and Planned Strategies sub-grids appear
a. [image: ]
7. You can create a new Indicator Measure or add an existing Planned Strategy 
a. [image: ]
b. [image: ]
8. For now, save and close the record to return to the Prevention Plan 
a. [image: ]








Outcomes
Formally known as Goals
1. Navigate to the Outcomes tab
a. [image: ]
2. + New Outcome
a. [image: ]
3. Fill in the appropriate fields	
a. Outcome and Description are the required fields
b. [image: ]
4. Save the record
b. [image: ]
5. Upon saving, Factors/Conditions, Substances, and Indicator Measure sub-grids appear
a. [image: ]
6. Here, you can add existing factor/conditions and substances, but not create new ones. You can create new indicator measures here
a. [image: ]
7. Save & Close the record to navigate back to the Prevention Plan
a. [image: ]





Indicator Measures
Formally known as Problem Indicator
1. Navigate to the Indicator Measures tab 
a. [image: ]
2. In the sub-grid, press + New Indicator Measure
a. [image: ]
3. Enter the required fields: 
a. Indicator Type
b. Population Type
c. Number
d. Type
e. Data Source Year
f. Data Source 
g. [image: ]
4. To the right of the screen, fill in the following lookups from the following records created above
a. Problem/Related Behavior
b. Outcome 
c. Factor/Condition 
d. [image: ]
5. Save & Close the record to navigate back to the Prevention Plan 
a. [image: ]

Planned Strategies 
1. Navigate to the Planned Strategies tab 
a. [image: ]
2. + New Planned Strategy 
a. [image: ]
3. Fill in the required fields
a. Strategy 
b. Description
c. Socio-ecological domain 
d. Service Population
e. Evidence Based Type
f. IOM Category (the IOM category selected here will be the risk categories available to select on the Implementation Strategy)
g. CSAP Categories 
h. Data Collection Method (If you select Community, the Implementation Strategies tab will appear) 
i. Geo Type 
i. If County is selected, the county field will appear
ii. If City/Town is selected, the cities/towns field will appear
1. The cities/towns selected here will appear to be selected on the Implementation Strategy

j. [image: ]
4. Save the record
a. Upon saving, the Projected Start and End Date will be populated based on the start and end date of the Prevention Plan 
b. [image: ]
5. Save & Close the record to navigate back to the Prevention Plan 
a. [image: ]


Submit the Prevention Plan
Once the Problems/Related Behaviors and Factors/Conditions are created, you can submit the Plan to ADAD for review. 
1. Navigate to the General tab 
a. [image: ]
2. Toggle “Submit Prevention Plan” to Yes. It will become read-only
a. [image: ]
3. Save the record
a. [image: ]
4. The Plan Status will be automatically updated to Submitted	
a. [image: ]

It is now in the hands of ADAD to review before Outcomes and Indicator Measures are added
Revisions Required
1. If ADAD sends the Prevention Plan back for revisions, the Plan Status will be updated to Revisions Required.
a. [image: ]
2. Once the status has been updated to Revisions Required from ADAD, you will get an email notification. This can be viewed in outlook or the record timeline
a. [image: ]
3. Once the appropriate revisions are made, you will need to Re-Submit the Prevention Plan to ADAD for a final review. Toggle “Submit Prevention Plan” to Yes. It will become read-only
a. [image: ]
4. Save the record
a. [image: ]
5. The Plan Status will be automatically updated to Submitted	
a. [image: ]
If 10 days have passed since the Prevention Plan has been sent back for revisions and the plan has not been resubmitted, you will get another notification.
[image: ]

Notifications if Prevention Plan is Not Submitted
1. The System will automatically send an email to a provider if
a. 20 days has passed since the contract has started and a prevention plan has not been started
b. [image: ]
c. 31 days has passed since the contract has started and a prevention plan has is not Submitted
d. [image: ]
e. 45 days has passed since the contract has started and a prevention plan has is not Submitted
f. [image: ]

Prevention Service Management
Implementation Strategies & Implementation Strategy Activities
Prevention Programs and Coalitions
SECURITY: 
Primary: Provider - Prevention Line Staff
Secondary: Provider - Prevention Supervisors 
Implementation Strategies 
1. In the site map, navigate to Prevention Plans 
a. [image: ]
2. Open an existing Prevention Plan
a. Note, you will not be able to edit the Prevention Plan record (Read-only)
b. [image: ]
3. Navigate to the Planned Strategies tab
a. [image: ]
4. Open an existing Planned Strategy
a. Ensure it is a community based Planned Strategy
b. Note, you will not be able to edit the Planned Strategy record (Read-only)
c. [image: ]
5. Navigate to the Implementation Strategies tab
a. The Implementation Strategies tab will only appear if the Data Collection Method of the Planned Strategy = Community
b. [image: ]
6. + New Progress Note
a. [image: ]
7. Fill in the appropriate fields: 	
a. Note Details section: 
i. Note Type = Prevention 
ii. Service Note Type = Implementation Strategy
iii. Planned Strategy is populated
iv. Status Reason is Draft
v. [image: ]
b. Fill in the required fields
i. Service 
ii. Start Date
iii. End Date
iv. [image: ]
c. Fill in the Implementation Strategy details
i. Frequency 
ii. Duration
iii. The Geo Type is populated from the Planned Strategy
iv. If Geo Type was city/town, the only cities and towns that will appear here on the ones that were selected on the Planned Strategy
v. Implementation Strategy Description
vi. Select a Primary Risk Category
vii. [image: ]
8. Navigate to the Impacted Target Population tab and fill in all the fields
a. Note – every field on this tab is a required field; however, each category does not have to equal the total number of participants. 
b. [image: ]
9. Save the record
a. 
10. Upon saving, the = Rate Details will be filled in 
a. Service Rate and Unit of Service will be visible. They are read-only fields
b. [image: ]
11. As a Prevention Provider user, you will not be able to see the Amount or the Adjusted Amount fields be calculated.
a. [image: ]
12. Refresh the Record
a. [image: ]
13. In the Service Details section, the service units will be populated and the adjusted service units unlocks
a. [image: ]
14. Enter an Adjusted Service Units amount
a. [image: ]
15. Save the record
a. 

Validating the Note
1. To validate the Implementation Strategy Note, navigate to the top ribbon and press Flow 
a. [image: ]
2. Run the Validate Progress Note flow
a. [image: ]
3. Press OK.
a. [image: ]
4. The Status Reason will update to Validated.
a. The Authorized By and Authorized On fields will also populate
b. [image: ]
Implementation Strategy Activities
1. From the progress note, navigate to the Implementation Strategy Activities tab 
a. [image: ]
2. + New Implementation Strategy Activity 
a. [image: ]
3. Fill in all of the fields 
a. Note: Facility is the only required field
b. CSAP Activity will be populated from the Implementation Strategy
c. [image: ]
4. Press Add Existing Facility Staff to add staff members to the Implementation Strategy Activity
a. [image: ]
5. Select the Staff member you would like to add
a. [image: ]
6. Press Add
a. [image: ]
7. The number of staff will be counted from the Lead Staff and the Facility Staff sub-grid
a. [image: ]
8. Adding or removing staff updates that number
a. [image: ]
9. Save & Close to Navigate back to the Implementation Strategy
a. [image: ]
Cloning Implementation Strategies
1. To clone an implementation strategy navigate to the top ribbon and press Flow
a. [image: ]
2. Press “Clone Implementation Strategy” 
a. [image: ]
3. Press Ok. 
a. [image: ]
4. Save & Close to navigate back to the Planned Strategy
a. [image: ]
5. There should now be two Implementation Strategies in the sub-grid
a. The cloned Implementation Strategy does not have a Start Date or Duration
b. [image: ]
6. Open the Implementation Strategy with no date or duration 
a. [image: ]
7. All of the fields came over except for Start Date, End Date, Duration, and all of the fields on the Impacted Target Population tab.
a. [image: ]
8. The status reason will be updated back to Draft. For it to become validated, you will have to rerun the “Validate Progress Note” flow on the new Implementation Strategy
a. [image: ]
9. None of the Implementation Strategy Activities are cloned either
a. [image: ]
10. Navigate back to the original Implementation Strategy 
a. [image: ]
Clone Implementation Strategy Activities:
1. Navigate to the Implementation Strategy Activities tab
a. [image: ]
2. Open an existing Implementation Strategy Activity 
a. [image: ]
3. In the top ribbon, press Flow
a. [image: ]
4. Press “Clone Implementation Strategy Activity” 
a. [image: ]
5. Press Ok. 
a. [image: ]
6. Save & Close to navigate back to the Implementation Strategy
a. [image: ]
7. There should now be two Implementation Strategy Activities. Open the cloned one (with no date) 
a. [image: ]
8. All fields except for the Date and the comments have been copied over 
a. [image: ]
Validating the Implementation Note
1. To validate the Implementation Strategy Note, navigate to the top ribbon and press Flow 
a. [image: ]
2. Run the Validate Progress Note flow
a. [image: ]
3. Press OK.
a. [image: ]
4. The Status Reason will update to Validated.
a. The Authorized By and Authorized On fields will also populate
b. [image: ]

Un-Validating the Implementation Note
If you need to un-validate a previously validated progress note, you can do that under two conditions: 
1. The Progress Note is not part of a Provider Invoice
2. The Progress Note is part of a Provider Invoice, but the Invoice has not yet been submitted to ADAD 
To do so, 
1. Navigate to the Progress Note that was validated above 
a. The status should be validated
b. [image: ]
2. In the top ribbon, press the Flow button
a. [image: ]
3. Run the Unvalidate Progress Note Flow
a. [image: ]
4. Press OK
a. [image: ]
5. The Status reason will be updated to Draft
a. [image: ]
Re-Validate Implementation Note
An invoice cannot be submitted to ADAD if there are any progress notes that are in "Draft" status. Before submitting the invoice to ADAD for payment, revalidate the progress notes. A progress note will need to be "re-validated" if it was "un-validated" before the invoice can be submitted

1. In the top ribbon, press the Flow button
a. [image: ]
2. Run the Validate Progress Note Flow
a. [image: ]
3. Press OK
a. [image: ]
4. If the Progress Note passes all 3 validation checks, the Status Reason will update to Validated and Authorized On and Authorized By will be populated
a. [image: ]

Un-Validate Implementation Note Error
You cannot un-validate a progress note if that invoice is already in the status of “Invoiced” or “Paid” 
1. In the site map, navigate to Progress Notes
a. [image: ]
2. Open a Invoice that has the Status Reason of Invoice or Paid 
a. [image: ]
3. In the top ribbon, press the Flow button
a. [image: ]
4. Run the Unvalidate Progress Note Flow
a. [image: ]
5. Press OK
a. [image: ]
6. You will get the following error: 
a. [image: ]

Coalition Prevention Service Management
Service Notes
Prevention Coalitions Only 
SECURITY: 
Primary: Provider - Prevention Line Staff
Secondary: Provider - Prevention Supervisors 
Create a Service Note
1. In the site map, navigate to Prevention Plans
a. [image: ]
2. Open an existing Prevention Plan 
a. [image: ]
b. Note, you will not be able to edit the Prevention Plan record (Read-only)
3. Navigate to the Service Notes tab 
a. [image: ]
4. + New Progress Note
a. [image: ]
5. The following fields are automatically populated
a. Provider
b. Provider Contract
c. Prevention Plan
d. Note Type
e. Service Note
f. Status Reason
g. [image: ]
h. [image: ]
6. Fill in the required fields and save the record
a. Service, Start Date, End Date are required before the initial save
b. Start Date = Today’s Date at 8:00 AM 
c. End Date = Tomorrow’s Date at 9:00 AM
d. [image: ][image: ]
7. CSAP Activity unlocks once the Service is filled in. Populate CSAP Activity
a. [image: ]
8. Save the Service Note Record
a. [image: ]
9. On save, the Service Rate field (along with the Unit of Service) will be populated. 
a. This is based on the Service Rates associated with the selected Service and the Provider Contract
b. [image: ]
10. Service Units will populate and Adjusted Service Units will unlock. Fill in the Adjusted Service Units and save the record
a. [image: ]
11. As a Provider user, you will not be able to see the Amount or the Adjusted Amount. The security is represented by the lock icon
a. [image: ]
Validate the Service Note
1. To validate the Service Note, navigate to the top ribbon and press Flow 
a. [image: ]
2. Run the Validate Progress Note flow
a. [image: ]
3. Press OK.
a. [image: ]
4. The Status Reason will update to Validated.
a. The Authorized By and Authorized On fields will also populate
b. [image: ]

Un-Validate a Service Note
If you need to un-validate a previously validated progress note, you can do that under two conditions: 
1. The Progress Note is not part of a Provider Invoice
2. The Progress Note is part of a Provider Invoice, but the Invoice has not yet been submitted to ADAD 
To do so, 
1. Navigate to the Progress Note that was validated above 
a. The status should be validated
b. [image: ]
2. In the top ribbon, press the Flow button
a. [image: ]
3. Run the Unvalidate Progress Note Flow
a. [image: ]
4. Press OK
a. [image: ]
5. The Status reason will be updated to Draft
a. [image: ]

Re-Validate Service Notes
An invoice cannot be submitted to ADAD if there are any progress notes that are in "Draft" status. Before submitting the invoice to ADAD for payment, revalidate the progress notes. A progress note will need to be "re-validated" if it was "un-validated" before the invoice can be submitted

5. In the top ribbon, press the Flow button
a. [image: ]
6. Run the Validate Progress Note Flow
a. [image: ]
7. Press OK
a. [image: ]
8. If the Progress Note passes all 3 validation checks, the Status Reason will update to Validated and Authorized On and Authorized By will be populated
a. [image: ]
Un-validate Service Notes Error
You cannot un-validate a progress note if that invoice is already in the status of “Invoiced” or “Paid” 
1. In the site map, navigate to Progress Notes
a. [image: ]
2. Open a Invoice that has the Status Reason of Invoice or Paid 
a. [image: ]
3. In the top ribbon, press the Flow button
a. [image: ]
4. Run the Unvalidate Progress Note Flow
a. [image: ]
5. Press OK
a. [image: ]
6. You will get the following error: 
a. [image: ]

Prevention Program Service Management
Service Notes 
Prevention Programs ONLY
SECURITY: 
Primary: Provider - Prevention Line Staff
Secondary: Provider - Prevention Supervisors 
Create a Service Note
1. In the site map, navigate to Prevention Plans
a. [image: ]
2. Open an existing Prevention Plan 
a. [image: ]
b. Note, you will not be able to edit the Prevention Plan record (Read-only)
3. Navigate to the Service Notes tab 
a. [image: ]
4. + New Progress Note
a. [image: ]
5. The following fields are automatically populated
a. Provider
b. Provider Contract
c. Prevention Plan
d. Note Type
e. Service Note
f. Status Reason
g. 
h. [image: ]
6. Fill in the required fields and save the record
a. Service, Start Date, End Date are required before the initial save
b. Start Date = Today’s Date at 8:00 AM 
c. End Date = Today’s Date at 9:00 AM
d. 
e. [image: ]

7. CSAP Activity unlocks once the Service is filled in. Populate CSAP Activity
a. 
8. Save the Service Note Record
a. [image: ]
9. On save, the Service Rate field (along with the Unit of Service) will be populated. 
a. This is based on the Service Rates associated with the selected Service and the Provider Contract
b. 
10. Service Units will populate and Adjusted Service Units will unlock. Fill in the Adjusted Service Units and save the record
a. [image: ]
11. As a Provider user, you will not be able to see the Amount or the Adjusted Amount. The security is represented by the lock icon
a. [image: ]
Validate a Service Note
1. To validate the Service Note, navigate to the top ribbon and press Flow 
a. [image: ]
2. Run the Validate Progress Note flow
a. [image: ]
3. Press OK.
a. [image: ]
4. The Status Reason will update to Validated.
a. The Authorized By and Authorized On fields will also populate
b. [image: ]
Un-Validate a Service Note
If you need to un-validate a previously validated progress note, you can do that under two conditions: 
1. The Progress Note is not part of a Provider Invoice
2. The Progress Note is part of a Provider Invoice, but the Invoice has not yet been submitted to ADAD 
To do so, 
1. Navigate to the Progress Note that was validated above 
a. The status should be validated
b. [image: ]
2. In the top ribbon, press the Flow button
a. [image: ]
3. Run the Unvalidate Progress Note Flow
a. [image: ]
4. Press OK
a. [image: ]
5. The Status reason will be updated to Draft
a. [image: ]

Re-Validate Service Notes
An invoice cannot be submitted to ADAD if there are any progress notes that are in "Draft" status. Before submitting the invoice to ADAD for payment, revalidate the progress notes. A progress note will need to be "re-validated" if it was "un-validated" before the invoice can be submitted

1. In the top ribbon, press the Flow button
a. [image: ]
2. Run the Validate Progress Note Flow
a. [image: ]
3. Press OK
a. [image: ]
4. If the Progress Note passes all 3 validation checks, the Status Reason will update to Validated and Authorized On and Authorized By will be populated
a. [image: ]
Un-validate Progress Notes Error
You cannot un-validate a progress note if that invoice is already in the status of “Invoiced” or “Paid” 
1. In the site map, navigate to Progress Notes
a. [image: ]
2. Open a Invoice that has the Status Reason of Invoice or Paid 
a. [image: ]
3. In the top ribbon, press the Flow button
a. [image: ]
4. Run the Unvalidate Progress Note Flow
a. [image: ]
5. Press OK
a. [image: ]
6. You will get the following error: 
a. [image: ]

Participant Management
Participant Search, Participant Creation
Prevention Programs Only
SECURITY: 
Primary: Provider - Prevention Line Staff
Secondary: Provider - Prevention Supervisors 
Participant Search
1. Navigate to the Participants table in the site map
a. [image: ]
2. To do a global search for records on the Participant entity, navigate to the top right corner of the “Active Participants” view
a. [image: ]
b. You can globally search for Participants by Account Number, Email Address, Full Name, Home Phone, or Other Phone
3. You can also perform wildcard searches using * in the beginning or middle of any words
a. [image: ]
4. To search within a specific field, click on the carrot next to the field and press “Filter by” 
a. [image: ]
5. Each field can be filtered by an exact match, partial matches, or what the data begins or ends with 
a. [image: ]
Participant Creation
1. In the site map, navigate to “Participants” 
a. [image: ]
2. + New Participant
a. [image: ]
3. Enter in all the required fields. Save and close the record
a. First Name, Last Name, Date of Birth, Sex at Birth, Ethnicity/Hispanic Origin, Race, Contact Info (whatever primary method you put, that field will be required), Primary Address 
b. [image: ]
c. Note – Business Recommended fields are represented by a blue plus sign (this is not required to save a record)
4. Save the record.
a. [image: ]
5. If the exact date of birth is unknown but an estimated date is available, enter the estimate in the Date of Birth field and set the 'Placeholder Date of Birth' toggle to Yes
a. [image: ]
6. When you fill in Sex and Birth and Gender Identity, Gender Code will populate
a. Sex at Birth = Male OR Female
i. & Gender Identity = Null, Gender Code = Unknown
1. [image: ]
ii. & Gender Identity = I prefer a different term, Gender Code = Other (Other Gender Identity appears) 
1. [image: ]
iii. & Gender Identity = Gender non-conforming, Gender Code = Gender non-conforming
1. [image: ]
b. Sex at Birth = Male
i. & Gender Identity = Male, Gender Code = Cisgender Male 
1. [image: ]
ii. Else Gender Code = Transgender Woman (MTF)
1. [image: ]
c. Sex at Birth = Female 
i. & Gender Identity = Female, Gender Code = Cisgender Female
1. [image: ]
ii. Else Gender Code = Transgender Man (FTM) 
1. [image: ]
7. If you fill in Detailed Ethnicities, the primary/preferred detailed ethnicity list gets smaller
a. [image: ]

Addresses & Address History
1. If address end date contains data and you save the record, that address will appear in the address history table and clear from the address tab 
a. This also applies for homeless clients
b. [image: ]

Participant Contacts
1. Navigate to the Participants Contacts tab
a. [image: ]
2. + New Client Contact
a. [image: ]
3. If the contact you want to use already exists in the system, click the lookup and select the appropriate contact from the list.
a. [image: ]
4. To create a new contact from the Client Contact entity, navigate to the Contact lookup and press + New
a. [image: ]
5. Fill in the appropriate fields
a. First Name and Last Name are the required fields
b. [image: ]
6. Save & Close the record to navigate back to the Client Contact form 
a. [image: ]
7. Select the newly created record in the Contact lookup 
a. [image: ]
8. Fill in the other appropriate fields.
a. [image: ]
9. Save and close the record to navigate back to the Participant record.
a. [image: ]


Employment 
1. Navigate to the Employment tab
a. [image: ]
2. Fill in “Currently Employed” with Yes, No, or Unknown
a. [image: ]
3. + New Employment
a. [image: ]
4. Fill in the appropriate fields.
a. Employer Name is the required field
b. [image: ]
5. Save and Close to navigate back to the Participant record
a. [image: ]

Group Management
Creating Groups, Adding Group Members, Tracking Group Sessions
Prevention Programs Only
SECURITY: 
Primary: Provider - Prevention Line Staff
Secondary: Provider - Prevention Supervisors 
Create a Group
1. In the site map, navigate to Groups 
a. [image: ]
2. + New Group 
a. [image: ]
3. Fill in the required fields and save the record 
a. The required fields are group name, group established on, prevention plan, planned strategy, facility, and lead staff
b. [image: ]
4. Upon saving the record, the co-lead staff sub-grid appears
a. [image: ]
5. To add existing facility staff, press “Add Existing Facility Staff” 
a. [image: ]
6. Select a Facility Staff Member 
a. [image: ]
7. Press Add
a. [image: ]
8. The City/Town field is required because the Geo Type = City/Town from the Planned Strategy
a. [image: ]
9. Select a City/Town 
a. [image: ]
10. Save the Record
a. [image: ]

Adding a Group Member to the Roster
1. Navigate to the Group Members tab 
a. [image: ]
2. + New Group Member 
a. [image: ]
3. Fill in the required fields and save the record.
a. Client, Status Effective Date, and Registration Date are required fields
b. Note – as a Prevention Line Staff user, you do not have the ability to see Program Enrollments. Only Prevention Supervisors will have the ability to
c. [image: ]
4. Navigate to the Test Scores tab
a. [image: ]
5. + New Test Score
a. [image: ]
6. Fill in all the fields and save the record
a. [image: ]
7. Navigate back to the Group record
a. [image: ]


Tracking Group Sessions
1. Navigate to the Group Sessions tab
a. [image: ]
2. + New Progress Note 
a. [image: ]
3. Fill in all the fields
a. Note Details section
b. Note that the Note Type, Treatment Note Type, Group, Facility, and Status Reason are pre-populated
c. [image: ]
d. Service Details section
e. CSAP Activity will unlock once Service is filled in 
f. [image: ]
4. Save the record
a. [image: ]
5. Upon saving, the = Rate Details will be filled in 
a. Service Rate and Unit of Service will be visible
b. [image: ]
6. As a Prevention Provider user, you will not be able to see the Amount or the Adjusted Amount fields be calculated. They are secured fields
a. [image: ]
7. Navigate to the Group Session Attendees tab
a. Any Group Members you added in step 5 will be automatically created as Group Session Attendees in the sub-grid. 
b. [image: ]
8. Directly in the sub-grid, you can mark the attendee as present, no show, or excused
a. [image: ]
9. Open the Group Session Attendee that was automatically created
a. [image: ]
b. Here is where you can enter any individual attendee comments
c. [image: ]
10. Navigate back to the Progress Note Record
a. [image: ]
11. Save and Close to navigate back to the Group record
a. [image: ]
12. Navigate to the Group Members tab 
a. [image: ]
13. Open an existing Group Member to see the number of sessions each of them has attended after marking the Group Member Attendees attendance 
a. [image: ]
Upload Documents to a Group Record
External documents can be uploaded and associated with the Group record. They will then be linked to SharePoint and stored in the corresponding SharePoint folder. Upon creating a Group record, a SharePoint document location is automatically created within the INSPIRE+ System.
NOTE: Documents can be uploaded to Group or Provider Invoice Records
1. Navigate to the related tab and open documents
a. [image: ]
2. Open the folder you would like to upload the document to
a. [image: ]
3. Once you’re in the appropriate folder, press “Upload” 
a. [image: ]
4. Press Choose File to upload a file from your local computer or one drive
a. [image: ]
5. Choose the document from your computer and press “Open” 
a. [image: ]
6. Once the file has been uploaded, press OK
a. [image: ]
7. The file has now been uploaded to the designated SharePoint site, location, and Group folder. SharePoint is seamlessly integrated with the INSPIRE+ System.
a. [image: ]
Dashboards, Querying, Views, and Charts
SECURITY: Provider – Treatment, Provider – Prevention Line Staff
Creating/Updating Views
Editing View Columns 
1. Navigate to the table you want to customize (Example: Case, Client, Provider, etc.) 
a. [image: ]
2. Select “Edit Columns” on the top right corner of the screen
a. [image: ]
3. Review the current column list displayed in the view
a. [image: ]
4. Modify the columns. To do so, you can either add, remove, or reorder columns: 
a. Add: Click “+ Add Columns”, search for the fields you want, and select them.
i. [image: ]
ii. [image: ]
b. Remove: Click the three-dot menu (⋯) next to a column and choose “Remove”.
i. [image: ]
c. Reorder: Use the three-dot menu (⋯) to select “Move Up” or “Move Down”.
i. [image: ]
5. Select Apply 
a. [image: ]
6. Your view will now reflect the added, removed, or reordered columns
a. [image: ]

Editing View Filters 
1. In the site map, navigate to the table you want to customize (Example: Case, Client, Provider, etc.) 
a. [image: ]
2. Select “Edit Filters” on the top right corner of the screen
a. [image: ]
3. You’ll see the current filters applied to the view.
a. [image: ]
4. Click “+ Add” to begin adding new filter criteria.
a. [image: ]
5. You can choose to add a row, group, or related entity
a. [image: ]
6. Click “+ Add Row” to define a new filter.
a. [image: ]
7. Select the field you want to filter  
a. [image: ]
8. Choose the Operator. The options are: 
a. Equals / Does Not Equal
b. Contains / Does Not Contain
c. Begins With / Ends With
d. Contains Data / Does Not Contain Data
e. Does Not Begin With / Does Not End With
f. [image: ]
9. Type or select the value you want to filter by 
a. [image: ]
10. If filtering by a date field, you’ll see date-specific operators such as:
a. On, Or or After, On or Before, Last X Days/Months/Years
b. [image: ]
c. [image: ]
11. To add filters from related entities, click “Add related entity”
a. [image: ]
12. Choose the related entity
a. [image: ]
13. Select the field, operator, and value 
a. [image: ]
14. Click “Apply” to update the view with your new filter setting
a. [image: ]
15. Your updated view will now reflect the applied filters.
a. [image: ]

Save Customized View
1. If the view has been customized, an asterisk (*) will appear next to the view name.
a. [image: ]
2. To save your customized view, click “Save as New View” 
a. [image: ]
3. Enter a clear name and optional description, then click “Save”.
a. [image: ]
4. Your new personal view will now appear in the view drop-down list for easy access.
a. [image: ]
Share Customized View
1. To share the new view, press “Manage and Share Views” 
a. [image: ]
2. Check the three dots (…) to the right of the customized view and click “Share”
a. [image: ]
3. Use the search bar to find the user or team you want to share the chart with.
a. [image: ]
4. Check the circle next to the name of the user or team to manage their access settings.
a. [image: ]
5. Grant the appropriate permissions to the selected user or team to control their level of access to the chart.
a. [image: ]
6. Click “Share” to finalize the sharing process
a. [image: ]
7. The chart is now successfully shared with the selected user or team

Search Data
1. In the site map, navigate to the table you want to search on (example – Cases, Clients, Providers) 
a. [image: ]
2. There are two main ways to search for data:
a. Global Search
i. Use the search bar at the top right corner of the screen to search across all records in the table. This is helpful when you're looking for a specific keyword, name, or ID that could appear in multiple fields.
ii. [image: ]
b. Field-Specific Filtering
i. Use the filter icon or column headers to apply filters to specific fields (e.g., filter by “Status = Active” or “Assigned To = Me”). This method is ideal for narrowing down results based on specific criteria.
ii. [image: ]
3. To perform a global search, go to the top-right corner of the screen and use the search bar to search across all records within the current table or dashboard. 
a. This search scans multiple fields at once, making it ideal for quickly locating records by name, ID, or keyword.[image: ]
4. Each table is filtered by different columns. Click the search icon to see which fields you can query for.
a. For example, Cases can be searched for using the Case Number or Case Title
b. [image: ]
5. Search by key word and press enter. The search results will appear
a. [image: ]
6. To perform a field-specific search, click the field header to open the filter options
a. [image: ]
7. Choose a Filter Type depending on the field type:
a. Text fields: Contains, Equals, Begins With, Ends With, etc.
b. Date fields: Before, After, Between
c. Dropdowns: Select from a list of values
d. [image: ]
8. Enter your filter criteria and press Apply. For example, filter Customer contains Lee
a. [image: ]
9. The appropriate records will be returned
a. [image: ]
Note: Multiple filters can be applied at a time




Wild Card Searching
Wildcards help you find records when you only know part of a word or want to include variations.
Use * to represent zero or more characters
Examples: 
1. Search by Partial Case Number
a. Search: CAS-0101 OR CAS-0101*  (These will return the same thing) 
i. [image: ]
b. All cases starting with CAS-0101 will be returned
i. [image: ]
c. Search *7Y6
i. [image: ]
d. The case ending in 7Y6 will appear
i. [image: ]
2. Search by Customer Name 
a. Search: Lee*
i. [image: ]
b. All entries for customers whose name includes Lee will appear
i. [image: ]
c. Search: *son
i. [image: ]
d. Any customer whose name ends in "son" will appear
i. [image: ]
3. Search for Any Part of the Name 
a. Search: *Liv*
i. [image: ]
b. Records with the substring “Liv” anywhere in the name will appear
i. [image: ]

Creating a Personal Chart
1. Navigate to the entity where you want to create the chart 
a. [image: ]
2. Select the view where you want to create the chart
a. [image: ]
3. In the top ribbon, click “Show Chart” 
a. [image: ]
4. If there are any charts that already exist for that view, they will appear here
a. [image: ]
5. If there is not a chart that exists for that view and you would like to create one, click the three dots and then + New. 
a. [image: ]
6. The Chart Designer will open in a new window
a. [image: ]
7. Name your chart by clicking the chart title and entering a unique name 
a. [image: ]
8. Select the field you want to display on the Series Axis (Y-axis) 
a. [image: ]
9. Choose an aggregation method: 
a. For numeric fields: Count, Avg, Max, Min, Sum.
b. For non-numeric fields: Count: All or Count: Non-empty.
c. [image: ]
10. Choose the chart type (bar, column, pie, etc) 
a. For bar/column/area charts, you can enable stacking (regular or 100% stacked).
b. [image: ]
11. Optionally, click the “Add a series” icon to include additional data fields
a. You will need to sign aggregation methods for each added field 
b. [image: ]
12. Optionally, add top/bottom rules to filter the Y-axis in the chart to show: 
a. Top 3, Top 5 or custom number of items
b. Bottom 3, Bottom 5 or custom
c. [image: ]
13. Select the field you want to display on the Horizontal (Category) Axis (X-axis) 
a. [image: ]
14. The chart preview will appear in the Chart Designer
a. [image: ]
15. Press “Save” to finalize the chart
a. [image: ]
16. Click “Save & Close” to navigate back to the application
a. [image: ]
17. Navigate back to the entity you created the chart on
a. [image: ]
18. In the top ribbon, click “Show Chart” 
a. [image: ]
19. The newly created chart should appear here 
a. [image: ]
Sharing the Chart
1. Click the 3 dots to the right of the chart name and press “Share” 
a. [image: ]
2. Click “Manage Access” to share the chart with a user or team in the INSPIRE+ System
a. You can also choose to email the chart link or copy it for manual sharing.
b. [image: ]
3. Use the search bar to find the user or team you want to share the chart with.
a. [image: ]
4. Check the circle next to the name of the user or team to manage their access settings.
a. [image: ]
5. Grant the appropriate permissions to the selected user or team to control their level of access to the chart.
a. [image: ]
6. Click “Share” to finalize the sharing process
a. [image: ]
7. The chart is now successfully shared with the selected user or team

Creating a Personal Dashboard
1. Log into either Hoala or Pulama, depending on where the dashboard needs to be hosted.
a. [image: ]
b. [image: ]
2. In the site map, under “My Work” navigate to Dashboards
a. [image: ]
3. In the top ribbon, click on ‘+ New’ and select ‘Dynamics 365 Dashboard’ from the dropdown menu. 
a. [image: ]
4. Choose the layout of your choice
a. [image: ]
5. Press Create to begin. A new window will open
a. [image: ]
6. Name your Dashboard
a. This is required in order to save it 
b. [image: ]
7. Click on a tile in the layout to start adding components 
a. [image: ]
8. To add a chart, click on the chart icon
a. [image: ]
9. In the Add Component dialog, choose the following
a. Row Type: Choose the table (example: Clients) 
b. View: Select the view you want to base the chart on (example: My Active clients) 
c. Select one of the charts that already exists in the system
d. [image: ]
10. Click Add to insert the chart into the dashboard.
a. [image: ]
11. To add a list, click on a tile and select the list icon. 
a. [image: ]
12. In the Add Component dialog, choose the following
a. Table: The entity you want to display (example: Cases).
b. Select a view that already exists in the system
c. [image: ]
13. Click Add to insert the list into the dashboard.
a. [image: ]
14. To add the assistant, click on a tile and select the Assistant icon
a. [image: ]
15. The Assistant pulls data from Microsoft 365 and Dynamics 365 to surface relevant insights.
a. There is nothing to configure here
b. [image: ]
16. To add an iFrame resource, click on a tile and select the Frame icon
a. [image: ]
17. In the IFRAME Dialog, add the following
a. Name: Give your iFrame a unique name
b. URL: Enter the URL of the page you want to embed
c. Label: Specify the label that will appear on the dashboard tile.
d. [image: ]
18. Click Add to the iFrame into the dashboard.
a. [image: ]
19. To add a web resource, click on a tile and select the Web Resource icon
a. [image: ]
20. In the Add Web Resource dialog, choose the following
a. Web Resource: Select a web resource that already exists in the system 
b. Name: Give the web resource component a name
c. Label: Specify the label that will appear on the dashboard tile.
d. [image: ]
21. Click Add to the web resource into the dashboard.
a. [image: ]
22. In the top ribbon, press Save to save the dashboard
a. [image: ]
23. Your dashboard will now be available in the list of Dashboards in the appropriate App 
a. [image: ]

Sharing your dashboard
1. To share your dashboard, in the right top hand corner of the dashboard, press “Share” 
a. [image: ]
2. Click “Manage Access” to share the dashboard with a user or team in the INSPIRE+ System
a. You can also choose to email the dashboard link or copy it for manual sharing.
b. [image: ]
3. Use the search bar to find the user or team you want to share the dashboard with.
a. [image: ]
4. Check the circle next to the name of the user or team to manage their access settings.
a. [image: ]
5. Grant the appropriate permissions to the selected user or team to control their level of access to the dashboard.
a. [image: ]
6. Click “Share” to finalize the sharing process
a. [image: ]
7. The dashboard is now successfully shared with the selected user or team

SSRS Reports - Prevention
Education Strategy Report  Client Demographic Totals
SECUIRTY: ADAD – Prevention or Provider – Prevention Line Staff
Education Strategy Report 
1. Log into the Pulama App 
2. In the site map, navigate to Groups 
a. [image: ]
3. + New Group 
a. [image: ]
4. Fill in the required fields and save the record 
a. The required fields are Group Name, Group Established On, Prevention Plan, Planned Strategy
b. Select a Implementation – U Education Planned Strategy 
c. [image: ]
5. Fill in the Facility and Lead Staff 
a. IMPORTANT: Take note of the Facility added to the Group Session
b. [image: ]
6. Navigate to the Group Members tab 
a. [image: ]
7. + New Group Member 
a. [image: ]
8. Fill in the required fields and save and close the record.
a. The required fields are the Client, Status Effective Date, and Registration Date
b. Status Effective Date = any date
c. Registration Date = October 1 (Today's Date)
d. [image: ]
9. Repeat Steps 6-7 so at least 2 Group members are created
10. Navigate to the Group Sessions tab
a. [image: ]
11. + New Progress Note 
a. [image: ]
12. Note that the Note Type, Service Note Type, Group, Planned Strategy, and Status Reason are pre-populated
a. [image: ]
13. Fill in the required service details
a. Service, Start Date, and End Date are required fields
i. Start Date = Today’s Date at 8am
ii. End Date = Today’s Date at 10am (or a few hours after 8am)
iii. [image: ]
14. Navigate to the Group Session Attendees tab
a. Any Group Members you added in above will be automatically created as Group Session Attendees in the sub-grid. 
b. [image: ]
15. Mark all of the attendees as present
a. This can be done directly in the editable sub-grid
b. [image: ]
16. Optionally, check the Group Session Attendees records and press Edit
a. [image: ]
b. Here is where you can enter any individual attendee comments
c. [image: ]
17. Save the Group Session Attendees record
a. [image: ]
18. In the site map, navigate to Reports
a. [image: ]
19. Open the Education Strategy Report
a. [image: ]
20. Fill in your Provider Agency and the Facility selected on the Group record
a. [image: ]
b. Enter the Start Date and End Date from the Progress Note
c. [image: ]
21. Press View Report
a. [image: ]
22. A new report should generate
a. It will list the Provider Agency, the Provider Contract, the Facility, the Group Session Attendees Count, the Group Count, and the Group Session Count
b. [image: ]
Participant Demographic Totals Report
1. Log into the Pulama App 
2. In the site map, navigate to Groups 
a. [image: ]
3. Open the Group record you created from the lesson above 
a. [image: ]
4. Make note of the Facility listed on the Group record
a. [image: ]
5. Navigate to the Group Members tab 
a. [image: ]
6. Make note of the Group Members that display along with their status effective date
a. Keep in mind that the Participants will only display if there Registration Date falls within the parameters of the Report and the related Participant is owned by your user.
b. [image: ]
7. In the site map, navigate to Reports 
a. [image: ]
8. Open the Participant Demographic Totals Report 
a. [image: ]
9. Fill in the following details: 
a. Provider Facility (from step 4)
b. Start Date (October 1)
c. End Date (October 31)
d. [image: ]
e. [image: ]
10. Click View Report 
a. [image: ]
11. Verify that the Group Members that have Registration Date's within the parameters of the Report and are owned by your user display correctly
12. Confirm the following columns have been properly mapped over
a. Participant Name, Sex at Birth, Primary/Preferred Ethnicity Detail, Primary/Preferred Race, Age, Facility, and Registration Date
b. [image: ]
13. Navigate to Page 2 
a. [image: ]
14. Verify that the following totals have been calculated correctly: 	
a. Sex at Birth, Facility, Primary/Preferred Rate, Primary/Preferred Ethnicity Detail
b. [image: ]

Export to Excel
SECURITY: ANY ROLE + Export to Excel
If a user is assigned the Export to Excel security role, they will be able to export any INSPIRE+ data to Excel for reporting purposes.
1. In the site map, go to the section containing the data you want to export.
a. Example: To export client data, navigate to Clients in the site map
b. [image: ]
2. Choose a view that filters the data according to your reporting needs.
a. [image: ]
3. Optionally customize the view to include only the relevant columns or apply filters before exporting.
a. [image: ]
b. [image: ]
c. [image: ]
4. Select only the data you would like to export
a. [image: ]
5. In the top ribbon, select the 3 dots to open more options (if not already visible) 
a. [image: ]
6. Press “Export to Excel”
a. [image: ]
7. In your browser, click the Download button to retrieve the data you just exported from INSPIRE+.
a. [image: ]
8. Press the open file icon to open the excel file 
a. [image: ]
9. Your INSPIRE+ data is now exported to excel. This data can be edited, emailed, or printed if necessary
a. [image: ]
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Urgent: Prevention Plan Not Started CRM:0191095

Aloha,

Our records indicate that 20 days have passed since the start of
your contract, and a Prevention Plan has not yet been created in
INSPIRE+. A draft must be started as soon as possible to ensure
timely submission.

Next Steps:
® Log into INSPIRE+ and begin your Prevention Plan: Link to
Create New Prevention Plan
® Review the instructions on how to complete the Prevention
Plan: Prevention Plan Instructions
® The Prevention Plan must be submitted no later than
09/21/2025

Please ensure your Prevention Plan is in at least Draft status as
soon as possible. If you have any questions, contact your ADAD
Contract Manager.
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7 Email from: B ADAD Outbound Email Queue Closed < | V' B
Final Notice: Prevention Plan Not Submitted CRM:0191089

Aloha,

This is a final notice that 45 days have passed since the start of
your contract, and your Prevention Plan has not been submitted in
INSPIRE +. Immediate action is required.

Urgent Next Steps:
® Submit your Prevention Plan immediately: Link to Prevention
Plan
e Instructions for completing the Prevention Plan: Prevention
Plan Instructions
e If your plan is not submitted, compliance actions may be

taken.
o

Please take immediate action to avoid further delays. If you require
assistance, contact your ADAD Contract Manager as soon as
possible.
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