Guide to Navigating the Traumatic Brain Injury Collaboration Space (TBICS)

Compiled by TBI Technical Assistance Center at NORC 

Revised September 2012

Table of Contents

3INTRODUCTION


3ACCESSING TBICS


4REQUESTING ACCESS TO TBICS


4LOGGING IN


4NAVIGATING TBICS


6TBICS COMPONENTS


7GRANTEES


8PEOPLE


9RESOURCES


11STATES/TERRITORIES


12NEWS/EVENTS


13ORGANIZATIONS


14GRANT MANAGEMENT


15BENCHMARKS


17EVENT ARCHIVE


18IDEAS


20TBICS Test Questions




INTRODUCTION 

This “mini-tutorial” will introduce users to accessing and using TBICS, a learning, collaboration, and benchmarking tool for the Grantees and others affiliated with the Federal Traumatic Brain Injury (TBI) Program. TBICS captures successful TBI systems change strategies and makes them available in a dynamic and meaningful way. 

TBICS allows you to browse, find and share the strategies, ideas, and products and resources that your colleagues are using to improve access to services and supports for individuals with TBI and their families. 

The first part of this guide will walk through the necessary steps to take to access TBICS. The next section describes TBICS’ major components. This explanation is followed by a short learning exercise to help you discover information while promoting an exploration of TBICS’ potential. A “cheat sheet” provides answers to the exercise questions, with explanations of how those particular answers were determined. 
ACCESSING TBICS
This section is a short guide for accessing and navigating in TBICS, the Traumatic Brain Injury Collaboration Space. 

To view the TBICS home page, enter https://tbitac.hrsa.gov/ into your internet browser. You’ll see this screen appear:
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What is TBICS?

TBICS is a learning, collabaration, and benchmarking taol for the Grantees and
others affiliated with the Federal Traumatic Brain Injury (TBI) Program, TBICS
captures successful TBI systems change strategies and makes them available in a
dynamic and meaningful way

TBICS i open only to those with some affliation with the HRSA Federal TBI
Program. E-mail HRSATEITAC@nore org or call (877) 253-2087 to request access.

What is the HRSA Federal TBI Program?

The HRSA Federal T8I Proaram, created by the TBI Act of 1996 (Public Law 104-166)
as amended, is designed to improve access to rehabilitation and other services for
all individuals with brain injury and their families through grants to State Agencies
and Protection and Advocacy Systems. It resides at the Health Resources and
Senices Administration's (HRSA) Maternal and Child Health Bureau (MCHB) within the U.S.
Department of Health and Human Senices.

Who to contact for more information on TBI ?

o STATE
« Brain Injury Assosiation of Ametica Chartered State Affliates

« T8I Protection and Advocacy Systern Contacts
+ T8I State Agency Contacts

« FEDERAL
« Centers for Disease Control and Prevention (CDC)
« Defense and Veterans Brain Injury Center (DVBIC)

Forgot Password

REFER

« TBICS Guide: A brief
introduction for new
participants.

o TBISERV Listserve: Query your
colleagues via the HRSA
Federal Tel Program’s closed,
maderated online discussion
forum.

« TBISERV Guide

* Grans.gov

«_ HRSA Electronic Handbook
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The login screen is at the top right hand side of the page. Other information about the Federal TBI program and the Traumatic Brain Injury Technical Assistance Center (TBI TAC) are also available on this page, including an explanation of What is TBICS?; What is the HRSA Federal TBI Program; and state and federal level organizations to contact for more information on TBI.  

REQUESTING ACCESS TO TBICS
In order to request access to TBICS, contact the Traumatic Brain Injury Technical Assistance Center (TBI TAC) at hrsa-tbitac@norc.org. Please provide your name, address, email address and position.  
LOGGING IN
Username: Your login name is the email address that we have on file for you. If the TBI TAC doesn’t have your email address on file, then you will not be able to access TBICS. 
Password: Initially your password is 04PWTBITAC (the first character is a zero and the letters must be capitalized). After you’ve logged into TBICS, you should change this password to something that you’ll remember more easily. The password field is case sensitive.

If you try to log in and fail, make sure that you have spelled your email address and password correctly. If you forget your password, click the “Forgot Password” button or email the TBI TAC at hrsa-tbitac@norc.org. 

NAVIGATING TBICS  
Once you have logged in, this default TBICS landing page will appear:
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Welcome

Welcome to the TBI Collaboration Space (TBICS). This site is for affiiates of the HRSA Federal TBI Program to share
information and resaurces that will further support the mission of the program. If you have questions or comments about
the site, please &-mail HRSA-TBITAC@nore.org

Why We're Here
GRANTEES PEOPLE

The goals of the HRSA Federal

Traumatic Brain Injury Program

focus on helping State and local
agencies develop resources so
that all individuals with TBI and
their families will have accessible,
available, acceptable, and
appropriate services and
supports

RESOURCES STATES/TERRITORIES

These goals are supported
through the administration of two
arant programs

NEWS/EVENTS ORGANIZATIONS Py e
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The key to navigating TBICS is the horizontal bar near the top of the page. This bar highlights the primary menu items available for you. This bar (and these options) will appear on every page in TBICS. You can also access each of the menu items by clicking on the appropriate blue box on the landing page.
Searching in TBICS

A search feature is available for the entire TBICS site and is available from any TBICS screen. To use this search feature, type your search term into the search box on the upper right corner of the page and click “Search.”

Announcements
Announcements which are relevant to stakeholders of the Federal Traumatic Brain Injury Program are viewable in TBICS by clicking the “Show Announcements” button in the top center portion of the screen, directly below the welcome message. You can hide the announcement box by clicking the “Hide Announcements” button.
Other navigation buttons

On the top right hand side of all TBICS screens, you will see links to “Home | My Favorites | Log Out.” Clicking on the “Home” link will take you back to the TBICS landing page from anywhere in the TBICS site. The “My Favorites” screen displays any resources, key phrases, benchmarks or ideas that you have designated as a “favorite.” We will walk through how to add materials to your “favorites” later in this User Guide. Clicking on the “Log Out” link will log you out of TBICS. 
TBICS COMPONENTS
There are ten major components of TBICS, which correspond to the menu items noted on the white horizontal bar. You have access to the following menu options from anywhere in TBICS. 
	 Menu Option
	Content

	Grantees
	HRSA State Implementation Partnership and Protection & Advocacy grantee goals and objectives with associated materials.

	People
	Searchable index of TBICS participants including affiliation and contact information.

	Resources
	Clearinghouse of materials developed by HRSA Federal Program grantees and other Federal agency & stakeholder organizations.

	States/Territories
	Listing of all States, Territories & Protection & Advocacy Systems with their HRSA Federal TBI Program grant status & demographics.

	News/ Events
	Highlights from recent news and upcoming events of interest.

	Organizations
	Searchable index of State, national and international organizations with contact information.

	Grant Management
	Links to HRSA Federal TBI Program Grant Guidance documents and relevant Program information.

	Benchmarks
	Information in TBICS by topic according to a thesaurus comprised of specific key phrases within the twelve TBI systems infrastructure Benchmarks.

	Event Archive
	PowerPoint presentations and other materials from past meetings, webinars and technical assistance calls.

	Ideas
	Ideas highlighting successful TBI systems improvement strategies & promising practices to use and/or contribute.


GRANTEES
The default Grantees summary screen lists links to information about the Federal TBI grants to states and Protection and Advocacy systems. The default screen lists states and territories alphabetically. To see a list of links to information about the Federal TBI grants to Protection and Advocacy systems, click the radio button to the left of “P&A grantees” and then click the “Show” link. 
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HRSA State Implementation Partnership and Protection & Advocacy grantee goals and ohjectives with associated
materials.

@ State Agency Grantees  Pad Grantees Show Add Grantee  Grantees Lookup

State Agenoy Grartess
‘Alsbama, Implementation Parnership, 04012003 - 037312013
‘Alzska, Unfunded, 080172008 - 0573072010
‘Amerissn Samoa_Unfunded, 04012008 - 037312008
Auizona, Implementation Parne ship, 0400172008 - 037312013
Aansat, Untunded, 04012008 - 037312008
Calfomia, Unfundes, 041112006 - 0373112000
Colorado, Implemention Partnership, 110172010 - 1011472014
Commanme it of Pusto Rico, Unfunded, 04012010 - 037312014
Connestout, Unfunded, DAN172008 - 0313172008
Delaware, Unfundes, DA4N12000 - 0573172008
Disric of Columbia, Untundsd, 04012008 - 037312011
Flords, Unfunded, 041172008 - 0313172008
Geomia, Unfunded, 0400172008 - 0373172008
Guam, Untundes, 0012008 - 0373172007
Hawsii Unfundes, 041172006 - 0373172008
1d3h, Implementation Patnerzhip, D4N172008 - 033172013
Mingis, Unfunded, 0400172008 - 0373172008
Indizna, Implementation Partnership, 041112000 - 0573172013
o, I mplementation Parinerzhip, 041112000 - 05312013
Kansas, Unfunded, 0410172008 - 0313172008
Kentud, Unfunded, 0410172008 - 0313172008
Louisians, Unfundes, 041172000 - 0373172007
Maine, Unfundes, 04172008 - 033172011

130, Unfunded, 01172008 - 0313172008
Massachusett, Implamentation Fartnershp, 041112000 - 03/312013
Michigan, Implemantation Parnership, 04012003 037512013
Minnesota, Implementation Parnership, 04012010 - 0373112014
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Grantees Lookup

To look up a grantee click the “Grantee Lookup” link on the upper right corner of the Grantees screen. Using the popup window, you can input search terms such as Project Type, Organization, Topic, Key Phrase and Started Between. When you have inputted your search terms, click “Search.”

PEOPLE
The default People summary screen displays all information about the user logged into the TBICS system.
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Announcements Top Downloads
. IDEASPOTLIGHT. Tennessee's Brain Iniury Transtion — Leaming About Brain Injury: &n Activi Manual for Elementary

School Stugents

T — — The State of Ohig's Needs and Resource Assessment of
Indhviduals with Brain Injuries and Their Families

Disabilty Organizations - 0308/2011
— Federal Traurnatic Brain Injury Program P&A Grant Fact
— Healiny Peaple 2020 Action Project Request for Proposal - Sheet: Indiana
022602011 See Mare

Add Announcements Look up

Liaisons Bridge the Gap - 03/14/2011

Home — Peaple
Searchable index of TEICS participants including affiation and contact information

© State Grants ' Pa&aGrants © Organizations Show. AddPerson Person Look up

Membership  Expertise Lodin AdTA TALookup Modity Person
Hardik Patel Person ID:4267
4350 EastWest Highway Home Phone: Title:

Suite 800 Work Phone: ext. Department

Bethesda, MD 20814 ™ Role: NORC Staff

UsA Fax: Emait: patel-hardik@norc.org

Membership

Top

Expertise  Developing a Printed Resource Directory
Top Developing a T8I Sereening Tool
Developing a T8I Sereening Tool for the Mental Health Systermn

Contributions
Top
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Membership  Experise Contributions TaLookun Moty Person
Hesther Langarman Person 04436
380 East West Huy Home Phons: Tite: Ressarch Assistant

Suite 500 Work Phone: et Deprtmant

Bethada, MD 20814 T Rele: NORE Sta

oS Fax Emsil: langemanhesther@nors.on

Membershp yoqc st the Universit o Chicsgo
e

Eperise  pocon Eupenise Key Phisse Placsholder
e

Contributions
e

Login LoginName : Iangerman heather@nors.rg
e Pasword:  OPWTBITAC

UserLavel:  KE Team

UserStatus: Active
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Here is how you can change your password:

· Click “People” on horizontal menu bar

· Click “Modify Person”

· Scroll down and replace your old password in the “Password” and “Password Confirm” fields. 

· Click the “Submit” button. (Passwords must be alphanumeric and 6-10 characters long, containing at least one letter and at least one number).

You may change your password as many times as you wish, whenever you wish. If you ever forget your password, go to the TBICS login screen, enter your TBICS login (your email address) and click “Forgot Password” below the submit button. Within a few seconds, TBICS will send an email message with your password to your login email address. You can also email hrsa-tbitac@norc.org to request a forgotten password. 
You may also edit your own contact information. If you do so, please also notify the TBI TAC so that we can implement this change as appropriate outside of TBICS. 

Person Lookup

To look up a person, click the “Persons Lookup” link on the upper right corner of the People screen. Using the popup window, you can input search terms such as First Name, Last Name, Email, Role, State and Expertise. When you have inputted your search terms, click “Search.”

RESOURCES
The default Resources screen provides a clearinghouse of materials that are developed by HRSA Federal Program grantees and other Federal agency & stakeholder organizations.

[image: image5.png]Traumatic Brain Injury Collaboration Space — TBICS

maxinizing information and knowedye-echange-

Show Top Dawnloads

developed by HRBA Federal Program grantees and other Federal agency & stakeholder

TS g o, AHHSSESEGETC T e AT ST HESS S o S
DN, G Fedonces WIS s NSO,V KON G R ThE Cners
i k. e AN B S G T A B YOS





The categories of materials available are:

· Action Plan

· Educational Packet

· Grantee Meeting Product

· Matrix or Table

· NRA Report (Needs and Resources Assessment)

· NRA Tool (Needs and Resources Assessment)

· Product

· Project Fact Sheet

· Resource

· State Product

· State Product List

· TA Resource (Technical Assistance)

Click on the name of each category to expand the category and generate a list of relevant materials. Each material that is available for download is characterized by a file type icon, type of material and title. To learn more about a resource, click on the resource name. To download the resource, click on the link displayed after the “Total Downloads” label. This link will be show the type and size of the document, and the number of times the document has been downloaded. This link will look similar to the following “DOC(921KB)-1.” 
Resources Lookup

To look up a product/resource, click the “Product/Resource Lookup” link on the upper right corner of the Resources screen. Using the popup window, you can input search terms such as Keyword, Format, Target Audience, Media and Published Between. When you have inputted your search terms, click “Search.”

Designating a resource as a “favorite”

You can add any resource to your “Favorites,” which can help you access the resource more quickly upon login to TBICS. To add a resource to your “Favorites”, first access the resource by clicking on the resource’s title, which will take you to the resource’s dedicated page on TBICS. Click the “Add to Favorites” link to add the resource to your “Favorites.” To remove the resource from your “Favorites” click the “Remove from Favorites” link.  

Access your “Favorites” from any screen in TBICS by clicking the “My Favorites” link on the top right hand side of the screen.
Top Downloads

View the resources that have been downloaded the most frequently by clicking the “Show Top Downloads” button located in the top center portion of the Resources screen. Learn more about or download these resources by clicking on their titles. Hide this view by clicking the “Hide Top Downloads” button.
STATES/TERRITORIES
The default States/Territories screen lists links to information about States, Territories and Tribes. 
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When a State, Territory or Tribe link is selected from the list on this screen, the State Summary screen displays grant-related information on the selected State, Territory or Tribe.
NEWS/EVENTS
The default News/Events screen highlights recent news and upcoming events of interest. News and events are listed chronologically starting from the most recent. Click on the title of each news article or event highlighted to learn more. 
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News/events Lookup

To look up a listing under News/Events click the “News Lookup” link on the upper right corner of the News/Events screen. Using the popup window, you can input search terms such as Title. When you have inputted your search terms, click “Search.”

ORGANIZATIONS
The default Organizations screen lists links to information on numerous local, regional, state, national and international organizations. Organizations are listed alphabetically on this page. Scroll down to find a specific organization or input the organization’s name in the “Search” field. 
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Adding Organizations

You can add an organization that is a relevant Federal TBI Program stakeholder by clicking the “Add Organization” link on the upper right corner of the Organizations screen. A popup window will appear with fields to describe the addition. 

Organizations Lookup

To look up an organization click the “Organization Lookup” link on the upper right corner of the Organizations screen. Using the popup window, you can input search terms such as Name, Category and Topic. When you have inputted your search terms, click “Search.” (You can also use the search box provided to look up an organization). 
GRANT MANAGEMENT
The default Grant Management screen contains links to HRSA Federal TBI Program grant guidance documents and relevant program information. The information on this page will be most useful for Implementation Partnership and Protection and Advocacy grantees. Information posted is listed chronologically starting from the most recent. 
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Grant Management Lookup

To look up information related to Grant Management, click the “Grant Management Information Lookup” link on the upper right corner of the Grant Management screen. Using the popup window, you can input search terms such as Title. When you have inputted your search terms, click “Search.”

BENCHMARKS
The default Benchmarks screen organizes information in TBICS according to a thesaurus comprised of specific key phrases within the twelve TBI systems infrastructure benchmarks:

· TBI Statewide Advisory Boards/Councils

· Lead Agencies

· Needs and Resources Assessments

· TBI State Action Plans

· Policy Development

· Collaboration and Coalition Building

· Coordinated State Systems of Services and Supports

· Integrated Program Evaluation

· Sustainability

· Data and Data Processes

· Product Development

· Public Education and Training

Click on any of the benchmarks to view an extensive list of the associated key phrases, a breakdown of whether states are in the beginner, intermediate or comprehensive phases of addressing that benchmark and to view selected idea items, products and resources associated with the benchmark. By clicking on any key phrase (indented under the benchmarks), you can see selected idea items, products and resources that are associated with the key phrase. 
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Key Phrase Lookup

To look up a key phrase click the “Key Phrase Lookup” link on the upper right corner of the Benchmarks screen. Using the popup window, you can input search terms such as Keyword. When you have inputted your search terms, click “Search.”

Designating a Key Phrase as a “favorite”

You can add any key phrase to your “Favorites,” which can help you access the key phrase more quickly upon login to TBICS. To add a key phrase to your “Favorites”, first access the key phrase by clicking on the key phrase’s title, which will take you to the key phrase’s dedicated page on TBICS. Click the “Add to Favorites” link to add the key phrase to your “Favorites.” To remove the key phrase from your “Favorites” click the “Remove from Favorites” link.  

Access your “Favorites” from any screen in TBICS by clicking the “My Favorites” link on the top right hand side of the screen.

EVENT ARCHIVE
The default Events Archive page contains PowerPoint presentations and other materials from past meetings, webinars and technical assistance calls. Materials are listed in chronological order, starting from the most recent. To view the materials associated with an event, click on the event title. 
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Events Archive Lookup

To look up a specific event, click the “Event Archive Lookup” link on the upper right corner of the Events Archive screen. Using the popup window, you can input search terms such as Title. When you have inputted your search terms, click “Search.”

IDEAS 
The default Ideas screen lists links to information about ideas under each of the 12 benchmarks, which are arranged alphabetically. 
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On this page, TBICS participants can peruse different strategies that have worked for TBI systems development and improvement or share their own strategies. 

Adding Ideas to the Ideas Screen 
Using the Add Idea link located on the Ideas screen, you can add ideas to the TBICS System. 

To add an Idea: 

1. Select the Add Idea link. The Add Idea Detail window appears. 

2. Enter the new Idea Name. (Note that {*} indicates the required data.)

3. Select an Idea Type from the drop-down list.  (Note that only TBI TAC administrators can change the Idea Type. For all other user, the Idea Type will be pre-selected. )

4. THIS IS OPTIONAL: Next, select the More Idea Information link to provide additional information about your idea. 

Idea Lookup

To look up an idea that has been inputted into TBICS, click the “Idea Look Up” button on the upper right hand corner of the Ideas screen. Using the popup window, you can input search terms such as keyword, implementers, funders, target audience, topic, key phrase and date entered. When you have inputted your search terms, click “Search.”

Designating an Idea as a Favorite

You can add any idea to your “Favorites,” which can help you access the idea more quickly upon login to TBICS. To add an idea to your “Favorites”, first access the idea by clicking on the idea’s title, which will take you to the idea’s dedicated page on TBICS. Click the “Add to Favorites” link to add the idea to your “Favorites.” To remove the idea from your “Favorites” click the “Remove from Favorites” link.  

Access your “Favorites” from any screen in TBICS by clicking the “My Favorites” link on the top right hand side of the screen.

TBICS Test Questions

1. How would you download the Federal TBI Program's "Traumatic Brain Injury Needs and Resources Assessment Tool"?    
2. How would you find the contact person for Alabama’s State Agency Implementation Partnership grant?   
3. Does Kansas currently have an Implementation Partnership Grant? 

4. What is the latest announcement?   

5. Where would you find information on transition? 

6. How would you add the “Learning about Brain Injury: An Activity Manual for Elementary School Students” resource to your "favorites"? 

7. How do you change your password? 

8. Which ideas are included related to “Children and Youth”?

9. Where would you find notes from the April 2011 Ombudsman Technical Assistance call?

10. Where would you find HRSA’s Electronic Handbooks for grantees?

11. Where would you find TA resources developed by the TBI Technical Assistance Center?

Answer Key

1. How would you download the Federal TBI Program's "Traumatic Brain Injury Needs and Resources Assessment Tool"? 
To access this resource there are several options:

· Type the title of this resource into the search box on the top right hand side of the screen. In the search results, click on the title “Traumatic Brain Injury Needs and Resources Assessment Tool." Click on the “DOC” or “PDF” links to download this resource.
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· Click on the “Resources” tab, click “Product/Resource Look up” and input the title of this resource into the “Keyword” search box. In the search results, click on the title “Traumatic Brain Injury Needs and Resources Assessment Tool." Click on the “DOC” or “PDF” links to download this resource.
· Click on the “Resources” tab. Click on the category labeled “NRA Tool.” Expand this category and click on the title “Traumatic Brain Injury Needs and Resources Assessment Tool.” Click on the “DOC” or “PDF” links to download this resource.
2. How would you find the contact person for Alabama’s State Agency Implementation Partnership grant?   
· Click on “Grantees” and make sure that the radio button for “State Agency Grantees” is filled. Click on the link for Alabama. Scroll down to find the grantee contact information. 
3. Does Kansas currently have an Implementation Partnership Grant? 

· Click the “Grantees” tab and scroll down until you see Kansas. Click to see the full grant information for Kansas. Look at the “Start Date” and “End Date” categories to see if Kansas is currently funded.  

4. What is the latest announcement? 

· To view the latest announcements, click on the link labeled “Show Announcements” which you can access from the home screen. 
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Welcome to the TBI Collaboration Space (TBICS). This site is for affiiates of the HRSA Federal TBI Program to share
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the site, please &-mail HRSA-TBITAC@nore.org
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5. Where would you find information on transition? 

· One way to search for information on transition is to type “transition” into the search box on the top right side of your home screen and click “search.” Scroll down to view and click relevant resources and organizations. 

· You can also search using benchmarks and key phrases. Click on the “Benchmarks” menu tab and then click “Key Phrase Look Up.” When prompted, enter “transition” as the keyword. The search will yield multiple key phrases that are related to transition. When you click on the links for the key phrases you will find multiple products and resources that are available to download. To download these products or resources, click the “PDF” or “DOC” links embedded under the product or resource name.

6. How would you add the “Learning about Brain Injury: An Activity Manual for Elementary School Students” resource to your "favorites"? 

· Enter “Learning about Brain Injury: An Activity Manual for Elementary School Students” into the search box on the top right side of the screen. Click search. Click on the resource. Click “Add to Favorites” on the right hand side of the screen.
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7. How do you change your password? 

· Click the “People” tab. Click “Modify Person” on the right side of the screen. Scroll down to the “Password” field where you can change your password. 



8. Which ideas are included related to “Children and Youth”?

· Click on the “Ideas” tab and scroll down until you see “Children and Youth.” You will see the ideas listed under the “Children and Youth” heading. Click on the links for each of these ideas to learn more. You can download products and resources related to the idea by clicking on the “PDF” or “DOC” links embedded next to the products and resources link.    
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9. Where would you find notes from the April 2011 Ombudsman Technical Assistance call?

· Click on the “Event Archive” tab. Then scroll down and find the link for “Technical Assistance Ombudsman Call, Tuesday, April 26, 2011.” Click on the link. You can download notes from the call by clicking on the “DOC” link displayed next to the category labeled “Documents.” 

10. Where would you find HRSA’s Electronic Handbooks for grantees?

· Click the “Grant Management” tab. Under this tab click on the link for “HRSA’s Electronic Handbooks.” From there, click the “DOC” link embedded next to the “Documents” category. 
11. Where would you find TA resources developed by the TBI Technical Assistance Center?

· Click on “Resources” and scroll down to “TA Resource.” Expand the category to find available TA resources. 
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