Semi-Annual Activity Report (SAAR)
Online Submission
Frequently Asked Questions
 FFY09 Final Reporting: April 1, 2009 – September 30, 2009
Questions
1. What is the purpose of the SAAR and how do you use the information?
2. Is anything different on the current SAAR than was on the previous SAAR?
3. How do I submit my SAAR form? 

4. How do I register and log in for the FFY09 Final SAAR?
5. Do I need a password for the online form?

6. Can I email or mail a hard copy of my SAAR?

7. Why does the SAAR form not allow me to move onto the next page without filling in all the spaces?

8. Can I save my work online?

9. Can I fill out a portion of the SAAR now and finish it later?

10. How do I print a copy of my completed SAAR?

11. Is there a way to complete the form without typing “0” in ALL the spaces?

12. What if there are not enough spaces on the SAAR to include all of my entries?

13. How will I know if my SAAR was successfully submitted?

14. Are there any helpful hints for completing the SAAR?
1. What is the purpose of the SAAR and how do you use the information?

The SAAR is a summative report that allows the Network for a Healthy California (Network) to capture activities and materials produced by each of the Local Incentive Awardees (LIAs) and other projects on a statewide level.  These activities are grouped according to Social Marketing tools employed by the Network; 1) Policy and Environmental Change, 2) Advertising, 3) Public Relations, 4) Media Advocacy, 5) Sales Promotions, and 6) Personal Sales. 

The data collected from the SAAR is analyzed by the Network’s Research and Evaluation Unit and reported to the U.S. Department of Agriculture (USDA) to showcase the efforts made to achieve Network goals and objectives and to track progress in reaching the Network population.

2. Is anything different on the current SAAR than was on the FFY08 SAAR?

The FFY09 Final SAAR and the previous FFY09 Interim SAAR are exactly the same.
3. How do I submit my SAAR form? 

The Registration and Login Instructions provides detailed step by step instructions for submitting your SAAR. It is recommended that you complete a draft copy of your SAAR prior to completing the online version.  This will allow you to easily review your work prior to electronically submitting your data. 
4. How do I register for the FFY09 Final SAAR? 
You will need to register for a username (which is your email address) each reporting period at: http://www.ca5aday.com/saar/ffy09final/newregister.aspx.  This site is for registration only. 
If you have already registered for the current reporting period and would like to return to complete your saved work please use the following website: http://www.ca5aday.com/SAAR/ffy09final/login.aspx
5. Do I need a password for the online form?

You do not need a password when you first register for the online form.  However, you will need a password when you return to the website to review or edit your report.  The password is network.

6. Can I email or mail a hard copy of my SAAR?

This form CANNOT be filled in and mailed or emailed to us electronically.  Instead, you will be required to complete the online form, save your information, print your report, and submit the final version electronically.
We will no longer be accepting hand-written versions of the SAAR.  However, it is recommended that you fill out a draft version of the SAAR form before submitting it electronically.  This will allow you to enter the data into the appropriate spaces and submit your data online.  If you need more guidance in submitting the SAAR online, please contact your program manager.  

7. Why does the SAAR form not allow me to move onto the next page without filling in all the spaces?

The online version of the SAAR requires you to fill in every field on each page.  If these spaces are left blank, it will not allow you to move onto the next page.  Instead, you will receive instructions indicating that you are required to answer this question.   Please enter “0” for any spaces that you do not know the answer to or need to leave blank.

We understand there are a few lengthy pages which will require you type in “0” numerous times and could be cumbersome.  However, this helps to ensure we are receiving accurate information and that each portion of the report has been reviewed.  This is especially important in making sure we capture all the information and your agency’s efforts into the USDA reports.
8. Can I save my work online?

Yes.  The online form will allow you to save your work.  Simply click the “save” button at the bottom of the page.
9. Can I fill out a portion of the SAAR now and finish it up later?

Yes.  You are able to save the SAAR at any time during the submission process and return to complete it at a later date. To complete your saved work, log in to the SAAR submission site with your username (email address) and password (network).  You will also be able to make edits or changes as needed when you return.  You will be asked to review your entire report before hitting the “submit” button.
10. How do I print a copy of my completed SAAR?

You will be able to print out a copy of your SAAR once you have submitted your form.  
When your form is completed, you will be taken to a review page.  Once you have reviewed your form and submitted it to the Network, you may print out the pages of your report.  From the review page you will need to:

· Select print for the page you would like to print out.
· Select the “file” button on the top left hand side of your screen.

· Select print.
11. Is there a way to complete the form without typing “0” in ALL the spaces?

Yes.  On your toolbar at the top left hand side of your screen, you will find the Refresh button 
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.  When you click the Refresh button, it will automatically fill in all the fields with “0s” the first time you enter a new blank form.  Fill in only the fields that you need to complete. Once you complete this page, you can save your work by clicking the “save” button at the bottom right hand side of the screen.

12. What if there are not enough spaces on the SAAR to include all of my entries?

We have added additional spaces to the Materials Distributed section for that reason.  Please try to categorize your items accordingly and try to capture all items within the spaces provided.  

For example:

Harvest of the Month January (English version)

Harvest of the Month February (English version)

Harvest of the Month March (Spanish Version)  

Harvest of the Month April (Spanish Version)  

These 4 items can be condensed to the following:

Harvest of the Month (English, Jan-Feb)

Harvest of the Month (Spanish, Mar-Apr)
13. How will I know if my SAAR was successfully submitted?  

An email will automatically be sent to you once we have received your SAAR. Please keep this email as receipt that your SAAR has been submitted. The email will look similar to the following message:
Thank you for completing the Network for a Healthy California FFY 09 Final SAAR Form. We have received your SAAR form submission.

14. Are there any helpful hints for submitting the SAAR?
· Review your completed draft SAAR from and instructions PRIOR to submitting it online. This will help prevent any errors or incorrect information from being submitted. 

· Fill in each and every space.  For those areas where you don’t know the answer or have no answer, please place a “0.”  This will ensure that we are receiving accurate information and that no item has been missed when completing the form.  We understand that this may be time consuming and appreciate your assistance in this matter.

· Retain the informational email with your on-line password in your inbox. It contains valuable information and can serve as a useful reference when trying to complete the SAAR on-line.
· You are often required to answer "yes" to a question before filling out the sub-parts.  If you answer no and still fill in data, the form will not save.

· Some users have reported errors when using specific characters in their text responses.  Some examples are apostrophes ['], quotation marks ["], and parentheses [)].  We are attempting to recode the system to accept these characters, but for now, please do not use them.

· If you are unable to save a page, look for text in red.  The red text is an error message telling you what question(s) are causing the problem and how to fix it.

If you have further questions about how complete the SAAR, please contact
Alexis Greenhut, MPH at (916) 650-6905 or Alexis.Greenhut@cdph.ca.gov.
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