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About this document
• This document provides the following information on 

Minerva reports available to all system users:
– Description of the report and report objectives.
– How to request the report and screen shots of key parts of 

the reports.

• Use links in the Table of Contents to jump to specific 
sections and reports.
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Table of Contents
• Reports about Set-up:

– Budget Allocations Report - Excel
– Program on a Page Report
– Activity Log on a Page Report
– Activity Months Report
– Planning Report
– Partner & Staff Directory Report
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Table of Contents, continued
• Reports on Services:

– Coalition Coordinator/Tribe Px Staff Report
– CPWI Quarterly Report
– Mentoring Match Report
– Mentoring Program Report
– Participant Demographics by Program – Detail Report
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Table of Contents, continued
• Reports on Services, continued:

– Service Narrative Report
– Services by Performing Entity and Program Report
– Tribal Annual Report
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Budget Allocations Report - Excel
• Displays the budget allocations for a Performing 

Entity as entered into the Budget Allocations Module 
(for a Budget allocation that is complete).

• Objectives:
– To allow Prevention providers and DBHR staff to review 

Budget allocations at the Performing Entity level as 
entered into Minerva.

– Note that system users are only able to request this report 
for Performing Entities within their domain.
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Budget Allocations Report - Excel
• Report selection:

– Evaluation & Reports  Request New Report 
Implementation  Budget Allocations Report - Excel

– Select one T1/T2/T3  Select one State Fiscal Year
• Minerva displays COMPLETE Tier 3 (Performing Entity) Budget 

Allocations overlapping with REPORT date.

– Select one Budget Allocation by Contract Number 
Request Report
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Budget Allocations Report - Excel
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• Report header information



Budget Allocations Report - Excel
• Report shows Administrative and Program 

allocations for the Tier 3 selected when requesting 
the report. 
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Program on a Page Report
• Shows the information entered into the Planning 

Module when creating a Program Planning Profile.
• Objectives:

– Print out Program Planning Profiles for use in local 
planning, assessment, and evaluation.

– Review of information entered into Program Planning 
Profiles as part of contract management and Technical 
Assistance activities.
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Program on a Page Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Program on a Page Report

– Select one or more T1/T2/T3  Select one State Fiscal 
Year

• Minerva displays Program Planning Profiles that are SAVED, 
SUBMITTED, RETURNED, or APPROVED with a start date and/or 
end date overlapping with REPORT date.

– Select one or more Profile  Request Report

11



Program on a Page Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Program on a Page Report

– Select one or more T1/T2/T3  Select one State Fiscal 
Year

• Minerva displays Program Planning Profiles that are SAVED, 
SUBMITTED, RETURNED, or APPROVED with a start date and/or 
end date overlapping with REPORT date.

– Select one or more Profile  Request Report
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This means even with minimum information 
(create a new Program Planning Profile, select 
the T1, T2, T3, add a Local Program Name, 
start date, and end date), you can SAVE a 

Profile and run the Program on a Page Report. 

This is useful for reviewing and sharing drafts!



Program on a Page Report
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Program on a Page Report
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Activity Log on a Page Report
• Shows the information entered into the 

Implementation Module – Activity Reporting when 
creating an Activity Log. 

• Objectives:
– Print out Activity Logs for use in local planning, 

assessment, and evaluation.
– Review of information entered into Activity Log(s) as part 

of contract management and Technical Assistance 
activities.

15



Activity Log on a Page Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Activity Log on a Page Report

– Select one or more T1/T2/T3  Select one State Fiscal 
Year

• Per the Logic of Minerva, Minerva displays APPROVED Program 
Plan(s) with COMPLETE Activity Log(s)

– Select one or more Profile  Request Report
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Activity Log on a Page Report
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Activity Log on a Page Report
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Activity Months Report
• Displays the Activity Months selected when creating 

and completing an Activity Log. Correctly selected 
Activity Months are key for subsequent operation of 
Minerva, including data entry and reports.

• Objectives: 
– Provide a simple and quick way to review Activity Months 

by Program Plan and Activity Log to help reduce potential 
data entry and report issues.
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Activity Months Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Activity Months Report

– Select one T1 and one or more T2 and T3  Select one 
State Fiscal Year

• Minerva displays APPROVED Program Planning Profiles with a start 
date and/or end date overlapping with REPORT date that also have 
Activity Log(s) that are COMPLETE.

– Select one or more Program Profile  Request Report
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Activity Months Report
• Detail by Entity and Program
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Planning Report
• A tool for comparing Program Planning Profiles, 

Budget Allocations by Program, and information on 
Implementation to an approved Action Plan and 
Budget.
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Planning Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Planning Report

– Select one or more T1/T2/T3  Select one State Fiscal 
Year

• Minerva displays APPROVED Program Planning Profiles with a start 
date and/or end date overlapping with REPORT date.

– Select one or more Profile  Request Report
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Planning Report
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Planning Report
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Sample

Sample Sample



Partner & Staff Directory Report
• This report shows in a readable format directory 

information on Partners & Staff entered in the 
Partner/Staff Module, by Performing Entity. 

• Objectives:
– Assist with tracking and editing Partners and Staff.

• Note: This report does NOT include demographics for 
Partner & Staff. As a result, it does show First and 
Last Names of Partners & Staff.
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Partner & Staff Directory Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Partner & Staff Directory Report

– Select one T1 and one ore more T2 and T3  Request 
Report

• There is no date selection. The report will display all Active and 
Inactive staff associated with the entities selected.
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Partner & Staff Directory Report
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Coalition Coordinator/Tribe Px Staff 
Hours Report

• Displays the Staff Hours as entered into Minerva in 
the Implementation Module – Coalition 
Coordinator/Tribe Px Staff report section. 

• Note: Reporting Staff Hours on a monthly basis is 
required for CPWI Coordinators. It is NOT required 
for Tribal prevention staff but these features of the 
system are available for their use.

• Objectives: For monitoring monthly hours, including 
contract management (CPWI only).
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Coalition Coordinator/Tribe Px Staff 
Hours Report

• Report selection:
– Evaluation & Reports Request New Report 

Implementation  Coalition Coordinator/Tribe Px Staff 
Hours Report

– Select one or more T1/T2/T3  Select one Start Month 
(MM/YYYY) and End Month (MM/YYYY) Request Report
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Coalition Coordinator/Tribe Px Staff 
Hours Report

• Report selection:
– Evaluation & Reports Request New Report 

Implementation  Coalition Coordinator/Tribe Px Staff 
Hours Report

– Select one or more T1/T2/T3  Select one Start Month 
(MM/YYYY) and End Month (MM/YYYY) Request Report

• Report can be run for one month, or a date range (such as a full 
calendar year or state fiscal year). 

• Entries in Implementation - Coalition Coordinator/Tribe Px Staff 
Hours must be COMPLETE to be included in this report.
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Coalition Coordinator/Tribe Px Staff 
Hours Report

• Report header
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Coalition Coordinator/Tribe Px Staff 
Hours Report

• Report detail
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CPWI Quarterly Report
• Relevant only to CPWI contractors. On a quarterly 

basis, CPWI contractors report into the 
Implementation Module – CPWI Quarterly Report 
information on deliverables completed in the 
reporting quarter.
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CPWI Quarterly Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  CPWI Quarterly Report

– Select one T1/T2/T3  Select one State Fiscal Year
Select one or more quarters.
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CPWI Quarterly Report
• Report header:
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CPWI Quarterly Report
• Report detail:
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Mentoring Match Report
• Provides information on implementation of 

Mentoring programs, in a layout similar to the 
Services by Performing Entity and Programs Reports

• Objectives:
– Monitor implementation of mentoring programs on the 

following metrics:
• Mentor-mentee meetings over time (attendance)
• Were surveys completed, what type, and when?
• Meeting length.
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Mentoring Match Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation Mentoring Match Report

– Select one T1 and one or more T1/T2/T3  Select Start 
Month (MM/YYYY) and End Month (MM/YYYY) for the 
Report.

• Minerva displays APPROVED Program Planning Profiles with 
Mentoring type data entry.

– Select one or more Profile  Request Report
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Mentoring Match Report
• Report header
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Mentoring Match Report
• Report detail – Summary by PE and Activity Log
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Mentoring Match Report
• Report detail – Detail by PE and Activity Log.

• Note: First Name and Last Name will be shown ONLY 
for Minerva users having data entry access, 
otherwise IDs will be shown, as in the example on 
the next slide.
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Mentoring Match Report
• Report detail – Detail by PE and Activity Log.
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Mentoring Program Report
• Displays information on services in mentoring 

programs, following the layout of the Services by 
Performing Entity and Program Report.

• Objectives: Program monitoring and evaluation.
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Mentoring Program Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation Mentoring Program Report

– Select one T1 and one or more T1/T2/T3  Select Start 
Month (MM/YYYY) and End Month (MM/YYYY) for the 
Report.

• Minerva displays APPROVED Program Planning Profiles with 
Mentoring type data entry.

– Select one or more Profile  Request Report
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Mentoring Program Report
• Report header:
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Mentoring Program Report
• Report section – Services by PE and Program:
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Mentoring Program Report
• Report section – Detail by Activity Log:
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Participant Demographics by Program –
Detail Report

• Displays aggregate counts of participants and 
percentages within demographic categories, by 
program. Categories are Age, Gender, Race, and 
Ethnicity.

• Objectives:
– Track and evaluate program implementation.
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Participant Demographics by Program –
Detail Report

• Report selection:
– Evaluation & Reports Request New Report 

Implementation  Participant Demographics by Program 
– Detail Report

– Select one or more T1/T2/T3  Select one State Fiscal 
Year

• Minerva displays APPROVED Program Planning Profiles with a start 
date and/or end date overlapping with REPORT date.

– Select one or more Profile  Request Report
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Participant Demographics by Program –
Detail Report

• Report header:
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Participant Demographics by Program –
Detail Report

• Report detail:
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Service Narrative Report
• Displays all notes entered at the Program, and/or 

Activity Log, and/or Session level plus names of 
attachments – if entered into the system. It provides 
an easily readable list of these notes and 
attachments for reference.
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Service Narrative Report
• Report selection:

– Evaluation & Reports Request New Report 
Implementation  Service Narrative Report

– Select one T1 and one or more T2 T3  Select one State 
Fiscal Year

• Minerva displays APPROVED Program Planning Profiles with a start 
date and/or end date overlapping with REPORT date.

– Select one or more Profile  Request Report

54



Service Narrative Report
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Services by Performing Entity and 
Program Report (SPEP Report)

• The SPEP Report is designed for all System Users 
(staff and DBHR Managers) to track program 
implementation and staff hours.

• Uses:
– Review program implementation as reported.
– Review staff hours as reported.
– Identify errors or gaps in data entry.
– Confirm correct data entry.
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SPEP Report Sections
• Three sections:

– Program Summary Detail
• For each program, a summary of implementation in the report 

date range and for the selected entities.
– Coordinator/Staff Hours

• Total staff hours as reported into the Implementation – Coalition 
Coordinator/Tribe Px Staff Hours Log in Minerva.

– Services by Performing Entity and Program
• For each program, displays by Activity Log the session level detail 

reported into Minerva.
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How to Request the SPEP Report
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(1) Go to the Evaluation & Reports Module.

(2) Click the Request New Report Button (upper right of screen). 



How to Request the SPEP Report
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(3) Select Implementation then Services by Performing Entity and Program 
Report, and then click Select Entities.



How to Request the SPEP Report
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(4) Select one or more Tier 1/Tier 2/Tier 3 combination, then click 
Select Dates.

Use Shift + Click to select all in a range.
Use Control + Click to select some in a range.

Sample SampleSample



How to Request the SPEP Report
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(5) Select a Start Date and End Date and then click Request Report.
• Note: The selection below will produce a report for 11/1/2017 –

11/30/2017.



How to Request the SPEP Report
• You will receive an email when the Report is ready.

62

Click the link 
in the mail to 
download the 
Report! If you 
are already 
logged in to 
Minerva, the 
Report will 

automatically 
download.

SAMPLE



Suggestions for using SPEP Report
• Use the Program Summary section to view a 

snapshot of implementation.
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Name of PE will be here

Name of PE will be here



Suggestions for using SPEP Report
• Review Coordinator/Tribe Prevention Staff Hours (as 

reported into Minerva).
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Staff name will be here



Suggestions for using SPEP Report
• Track implementation; identify errors to correct; 

confirm correct data entry.
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Session Data: 
Title, Date, Length (H)

Participants and Partners & Staff
Data Entry Date

Staff Direct and Indirect Hours

Sample



Tribal Annual Report
• Information entered in the Substance Use Disorder 

Prevention and Mental Health Promotion Online 
Reporting System (Minerva) is in accordance with the 
Contract Consolidation. Tribes are able to download 
information entered into the “Tribal Annual 
Reporting” section of Minerva, including a summary 
of programs and services. 
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Tribal Annual Report
• Complete Guidance can be found at 

www.TheAthenaForum.org/MKB in the Reports 
Section.

• Essential steps:
– Review Section X, Part C of the Minerva User Guide at 

https://www.TheAthenaForum.org/MinervaUG (pages 78 -
82).

– Log into Minerva  Implementation  Tribal Annual 
Reporting. 

– Start a new narrative and Complete the narrative.
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Tribal Annual Report
– Evaluation & Reports  Request New Report 

Implementation  Tribal Annual Report  Select Entities 
 Select Reporting Year, usually the most recent previous 
State Fiscal Year (for example, in September 2018, select 
SFY 2018).  Click Request Report. 

– Download and review the report.
– Attach it to your Annual Tribal Report and send it via email 

to the DSHS Office of Indian Policy (OIP) at 
Indianpolicy@dshs.wa.gov. Please also CC your assigned 
Division of Behavioral Health and Recovery (HCA\DBHR) 
Prevention System Manager.
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