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Updated: 12/21/2017 

Model your Program Profile after the information presented here.  This section does not include every entry field in 
the Planning Module.  Instead, it outlines what information specific to PAX GBG will be captured in certain fields. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

o Start date should be on or after July 1, 2016. 
 
 
 

o End date should be on or before June 30, 2017. 
 
 
 
 
 
 
 

o Only enter budget figures for the 
program, not the entire coalition. 

o Enter “0” for sources with no funding. 
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o Mark DMA for any program on that list, 
even if you are not using DMA for GBG. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

o Enter 11-13 like this. 
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o Enter 15-17 like this. 

o Number of classrooms you are reporting on. 

o Number from Q18 times # of months GBG is being implemented that school year. 

o Best estimate of total time in all classrooms spent playing GBG over the course of 
the school year. 

o Total count of all students in all classrooms from Q18. 

Universal-indirect 
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o Enter 24-26 like this. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Congratulations! You just created a Program Profile for the GBG! 
 

Your System manager will need to review and approve the program before you can create any Activity Logs or enter 
Session Data. In the next section, you will be adding teachers as a “Partner – Person” in the Partners/Staff Module. 
Each classroom teacher implementing GBG will need to be entered as a Partner – Person. 
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Summary Each teacher implementing GBG in their classroom is added to the 
Partner/Staff Module. 

o Use actual name of teacher 

o Type in name of school. 

o NOTE: 
These are optional fields. 
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Congratulations! You just added a teacher as a “Partner – person”! Repeat these steps for each additional classroom 
teacher that is implementing GBG. 

o An asterisk means the field is required. 
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Once your Program Profile is approved, you will need to create an Activity Log for each classroom 

 
 

NOTE:  Q4 and 5 are not shown. Complete those as appropriate for your community. 
 

 

Summary o Each classroom receiving GBG has its own Activity Log. 
o The Activity Log will be used for the entire school year. 
o Aggregate data will be collected. (Not individual level data.) 

o Use this naming convention. 
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NOTE:  Q8 to 13 are not shown. Complete those as appropriate for your community. 
 

 
If you are still learning the Minerva system, we recommend you first click “Save”. 
Then, re-open the Activity Log, review your information and make any needed edits. At that point, click on “Complete”. 

 

Congratulations! You just created an Activity Log for a classroom that’s receiving the GBG! 
Repeat these steps for each additional classroom that is receiving GBG. 

o Mark 14 & 16 like this. 
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After completing at least one session, you will be asked if you want to copy details from the last session saved: 

 
 

The following guidance is based on entering session data in without using the Copy Session Details button. 
 

  

Summary o One entry per month, per classroom. So, if you are implementing GBG in 5 classrooms 
during the month of May, you will have 5 service entries for GBG due on June 15. 

o Data entered as “aggregate”. (Not tracking individual participation.) 

o Community-level decision on who compiles and enters information. 
This does not have to be the teacher that implemented GBG. 
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When a new session bar appears, click the blue button to Add/Edit Details: 

 Report a monthly roll up 
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Once Session Details are entered and saved, click on the square, green button with the white plus sign: 
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Clicking the square green button will allow you to enter participant data. 
First, look for and select the teacher name under the Partners section. 

 

Scroll down and click the Edit Entry Button: 

 
Type in the number of students in the classroom: 
 

 
 

Then, hit SAVE. 
Next, enter all the Aggregate demographic data. When all done, hit the Save Aggregate Data 
buton.

o Be sure to select the correct teacher. 
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Classrooms need to be observed at least monthly using the Spleem Observation Form. Data from observations 
will be entered 3 times a school year.  For a school implementing PAX GBG under a traditional school schedule, 
observations from the first month of the school year, sometime in January, and during the last month of the school 
year would be collected and entered. 

 
For months when Spleem Counts 
are entered, remember the 
teacher’s name will be under the 
“Partners” section, and not the 
“Participants” section of the 
Session data. 


