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Welcome
We're so glad you're here!

Presented by:

Sean McMahon
Program Data Coordinator



Grantee Training Topics

* Logging In
* Navigating Your Submittable Portal
* Submission Management

» Messaging

« How to Submit a Quarterly BHRN Report




Logins for Each Organization

- EACH ORGANIZATION MAY ONLY HAVE 1 PRIMARY CONTACT

* You may invite others to collaborate on a Quarterly BHRN
Report Form (covered in this training & user quide)

* OR, you may Transfer Ownership to a new primary contact
(covered in this training & user guide)




Logging In

New to Submittable? Click ‘Sign up’ below to create an account.

» If you still have your July 16th
email invitation, click “Accept
Invitation.”

Been here before? It's time to reset your password. Click ‘Forgot password’ below.

O

Enter Your Password

- If you no longer have the email,
go to the Submittable login page

continue to Submittable

and Iog in USing your email nicole.egeler@oha.oregon.gov Edit .
address. Click “Forgot -

. -oro assword? @ |
Password” to create a new

p a S SWO rd ° Don't have an account? Sign up

Help



https://www.submittable.com/sign-in/

Navigating Your Submittable Portal

Smeittable D suomissions Discover Saved Following @ English ~ 0 @ v
My Submissions
Search submissions ‘ Q l
My Submissions Drafts Collaborations External Submissions
Sort by Filter
Date (most recent) v l Select.. ~ Clear Filters Exports v
STATUS SUBMISSION ORGANIZATION OPPORTUNITY DATE
Recovery Rocks! DEV/TEST for MO DEV/TEST: (BHRN)/ Ballot Measure  Sep 5, 2025 B
10
Recovery Net DEV/TEST for M0 DEV/TEST: (BHRN)/ Ballot Measure  Sep 2, 2025 B
10
Peer Party Oregon Health Autharity [DEV TESTING] Ballot Measure 10 Jun 13, 2025 B
Recovery Net Oregon Health Authority [DEV TESTING] Ballot Measure 110 Jun 12, 2025 o
Oregon Health Authority Submittable Customer Data Import Jun 12, 2025
Success Engineering
Tomato Tomato Oregon Health Autharity TEST FOR TRAINING Apr 16,2025 &
elping Hands Oregon Health Authority TEST FOR TRAINING Apr 15, 2025 ]
elping Hands Oregon Health Authority [DEV TESTING] Ballot Measure 110 Apr 15, 2025

8 results @




My Submissions - Drafts

The Drafts tab is where you can find your saved drafts for any type of
submission, including the Quarterly BHRN Report Form.

My Submissions

My Subm'ssions Collaborations External Submissions
ORGANIZATION OPPORTUNITY DATE \
DEV/TEST for MO DEV/TEST: (BHRN)/ Ballot Measure 110 No Deadline Continue | Preview | Delete

Submittable Customer Success Custom Domain (URL) No Deadline Continue | Preview | Delete

Engineering




My Submissions - Collaborations

- Ifyou’ve been invited to a submission as a collaborator, you can view those in
the “Collaborations” tab.

« When you invite a colleague to collaborate, they will receive an email notification.

My Submissions /

External Submissions

My Submissions Drafts‘ Collaborations

ORGANIZATION OPPORTUNITY FORM DEADLINE SUBMITTER

Oregon Health Authority TEST FOR TRAINING TEST FOR TRAINING No Deadline Trinda Rieck View




Submission Management - Activity

« Click on the name of a submission under My Submissions to view more functions

« The “Activity” tab includes a history of all activity related to that submission.

Submittable 0  Submissions Discover Saved Fol owing o @

Submitted to Oregon Health Authority - [DEV TESTING] Ballot Measure 110 on Thu, Jun 12, 2025 5:03 PM

Download | Remove Submission | Transfer Ownership

ACTIVITY MESSAGES FORMS NOTE AWARDS & PAYMENTS

Oregon Health Authority sent a message to you. hun 35 F095 4:96 PM My Submissions Drafts Collaborations External Submissions
o e, Aug o Fiv

WthcrEw:by Yol Tue, Aug 26, 2025 4:26 PM Date (most recent) w» select - Clear

STATUS SUBMISSION ORGANIZATION
Oregon Health Authority sent a message to you
Peer Party Oregon Health Authority

WA T




Submission Management - Messages

The "Messages” tab

all

OWS you to:

Access your message
history

Start a new message to your
grant administrator

Reply to messages

Submittable ©

Submissions

Recovery Net

Discover Saved Following

Submitted to Oregon Health Authority - [DEV TESTING] Ballot Measure 110 on Thu, Jun 12, 2025 5:03 PM

ACTIVITY

Download | Remove Submission | Transfer Ownership

FORMS NOTE AWARDS & PAYMENTS

New Message

Tue, Aug 26, 2025 4:26 PM
From: Nicole Egeler
To: Oregon Health Authority
Subject: RE: [Oregon Health Authority] Recovery Net

Removing test data from Prod

Thu, Jul 17, 2025 4:26 PM
From: Nicole Egeler
To: Nicole Egeler
Subject: Your submission has been updated

Hi Nicole,
An administrator with Oregon Health Authority has made an update to your submission to [DEV TESTING] Ballot Measure 110. Please review details
below and reach out to Oregon Health Authority with questions or concerns.

..Read More




Message from Email

Whether you reply via email or from within the platform, it will all be

tracked in the "Messages” tab

RE: [Oregon Health Authority] Peer Party

5 T € Reply | % ReplyAll | — Forward
reply-to+caSb3eel-e3cf-4b60-a570-248a80fd2125@email.submittable.com 2.5 | Rl e | |
To © Egeler Nicole E Fri 6/27/2025 201 PM
7 Year Retention Policy - Email (7 years Expires 6/25/2032

vtion Policy

) This sender reply-to = caSb3ee1-e3cf-4b60-3570-2483801 02125 @email.submittable.com is from outside your organization

>

(i) Hf there are problems with how this message is displayed, dlick here to view it in a web browser.

this is i

| You don't often get email from reply-to
Think twice before clicking on links or opening attachments. This email came from outside our organization and might not be safe. If you are not expecting

an attachment, contact the sender before opening it.

Submittable ©

EDIT THIS

EPLY VIEW APPLICATIONS
N
Apptications |D: 50817441

Sent by Submittable.
101 E Front St Suite 501, Missoula, MT 59802

Help Center | Terms and Conditions | Contact Us




Submission Management - Forms
Recovery Net

Submitted to DEV/TEST for M110 - DEV/TEST: (EHRN)/ Ballot Measure 110 on Tue, Sep 2, 2025 11:04 AM

Q1: Quarterly BHRN Report

Forms will be released at

8AM on Oct 1st, 2025 2 i e
............................................................................................................

*Deadline for submissions is Oct 30th, 2025 Submission Date o

Request Forms

() Quarterly BHRN Report

Title Submission Date Status

No form submitted




Submission Management - Notes

« The "Notes” tab is an optional place where you can record notes for your organization.

« These notes are private and not visible by the OHA.

Submittable® = r Saved  Foon o O

Recovery Net

Submitted 10 Oregon Haalth Authority - [DEV TESTING] Ballot Measure 110 on Thu, Jun 12, 2025 503 PM

Bemoye Submi:

ACTRITY MESSAGES FORMS HOTE AWARDS & PAYMENTS




Submission Management - Awards & Payments

Think of Awards & Payments as a tool for organizing and documenting your financial
reporting, rather than a reflection of real-time transactions.

Recovery Net

Submitted to DEV/TEST for M110 - DEV/TEST: (BHRN)/ Ballot Measure 110 on Tue, Sep 2, 2025 1:04 AM

ACTIVITY MESSAGES REVIEWS FORMS NOTH AWARDS & PAYMENTS

Award Summary @
£50,000.00 §0.00 sSD‘OOO:DD
Awards

CBH Needs Assessment Award
Fraata 2 2122025

Total Award: $10,000.00

View Award Details

Harm Reduction Award

202

Total Award: $10,000.00

0
B
Q
0
o
]

View Award Details

Housing Award

Created on September 2, 2025

Total Award: $10,000.00

In-Progress

Download | Edit | Withdraw | Transfer Ownership

Award Summary @

$60,000.00 $0.00 $60,000.00

Awards

Budget Category Summary Hide

Training
i 0

__ Vehicle Purchase
$2,000.00

Services & Supplies
Personnel

Administrative/Indirect

CBH Needs Assessment Award

Created on September 2, 2025

Total Award: $10.000.00



Submission Management - View Award Details
Recovery Net

Submitted to DEV/TEST for M0 - DEV/TEST: (BHRN)/ Ballot Measure 110 on Tue, Sep 2, 2025 11:04 AM

Download | Edit | Withdraw | Transfer Ownership

ACTIVITY MESSAGES REVIEWS FORMS NOTE AWARDS & PAYMENTS

£ Back to Awards

Screening Award
Created on September 2, 2025 k
Memo
Total Awar 000.00

® Used - $3,250.00 © Avallable - $6,750.00

Screening test

Amount per budget category Hide
Tralning - $1,000.00. Pald: $50.00, Amount remaining: $950.00
[
Services & Supplles - $2,000.00. Pald: $500.00. Amount remalning: $1.500.00
|
Vehicle Purchase - §5,000.00, Paid: $2,000.00, Amount remaining: $3,000.00
(N
Personnel - $1,000.00, Pald: $200.00, Amount remalning: $800.00
|
Administrative/indirect - $1,000.00, Paid: $500.00, Amount remaining: $500.00
(N
® Amountused © Amount avallable
* e

Date Identifler Amount Status Payment Date Memo

Sep 25, 2025 OvCZJ7U $3,250.00 ® Disbursed Sep 25,2025 Disbursed & approved, NE 8/25/25




Submission Management - Other Features

If you need to transfer your organization’s account to a different primary contact, use
the Transfer Ownership link.

Recovery Net

Submitted to DEV/TEST for MH0 - DEV/TEST: (BHRN)S Ballot Measure 110 on Tue, Sep 2, 2025 11:04 AM

Download dit | Withdraw | Transfer Ovwnership

ACTIVITY MESSAGES FORMS NOTE AWARDS & PAYMENTS

DEV/TEST for M110 sent a message 1o you

--------

DEV/TEST for MH0D sent a message to you




uarterly BHRN Report Form

Submittable ” e Suad. | L e

Recovery Net

Subminted to DEVITEST for M0 - DEVITEST: (BHRN) Ballet Measure 110 on Tue, Sep 2, 2025 104 AM

ARCTIITY MESSAGES FORMS MNOTE AWARDS & PAYMENTS

Eligibility Form

Initial Form: DEVITEST for M110

@ DEV/TEST: (BHRN) Baliot Measure 110

Additional Forms

Tide Submission Dale State

Request Forms

() Quarterly BHRN Report (Q1) m




Quarterly BHRN Report Form - Collaborating

Submittable o ©

Quarterly BHRN Report (Q1)
Expenditure Reporting

Select all services your organization is currently providing: requred

O 3 Pas € and Suppe
Harm Reduction Services, | L and E atiar
& onal and Supp @ Mg (| ¢ with Substance Use

Staff & Provider Data @

Plaacs mnsvend i tasms of tatal FTE. In the narrativs As<saitenn for aaeh nosifinn Absass aie mars maiails bt e Staf msmberal As-tn-ray AT samies




Quarterly BHRN Report Form

Quarterly BHRN Report (Q1)

Expenditure Reporting

Select all services your organization is currently providing: (required)

Screening
Comprehensive Behavioral Health Needs Assessments
Low-Barrier Substance Use Treatment

D Ongoing Peer Counseling and Support

a

Harm Reduction Services, Information and Education

Transitional and Supportive Housing for Individuals with Substance Use

Harm Reduction Services, Information and Education Expenditures

»
o
B ¢ =
T (N ARRATI
1 SERVICES & SUPPLIES SERVICES & SUPPLIES COST FIELD DESCRIPTION S0oT.Humbers PARRAINE
Only) DESCRIFTION
2 | Mileage & Gas Reimbursement for staff using personal/agency vehicles for services, use 1000 [ use my car to dris
federal reimbursement rates to calculate, track and document mileage
P s & Rent and utilities for offices, drop-in centers, or other service locations.
L4 .
b Advertising & branded outreach, if not client-facing. Office supplies, not 500 We part-time rent «
Operational Expenses
technology related.




Editing a Submission

Need to make changes after

SUDMIttiNG? Use the Edit DULLON oo e s s e s s
to request your grant p— i
administrator reopen the form.

DEV/TEST for M110 sent a message to you. Wed. Sep 3. 2025 10:44 AM

Not sure what to do?
Please contact your grant ORUTEST o 11 st s
administrator.




Resources & Support

Need Assistance? Contact Submittable Support: @

>> Submittable Help Library & Customer Support

Submittable?D Ssubmissions  Discover  Saved  Following o @v

My Submissions M For financial or data-related

S | questions, contact the OHA
| M110/BHRN Program Grant

Administrators:

ssssssssssssssssssssssssssss

very Roskst : : B
1o
Recovery Net DEV/TEST for M110 DEV/TEST: (BHRN) Ballot Measure  Sep 2, 2025 B
easure Ooha.oregon.gov
° . °
Peer Party. Oregon Health Authority [DEV TESTING] Ballot Measure 110 Jun 13,2025 B e o
ery Net 8
re Ith Authority, Submittable Customer Data Import Jun 12,2025
eeeeeeeeeeeeeeeeee For technical questions related to
[ Tomato Tomato Oregon Health Authority TEST FOR TRAINING Apr 16,2025 B q

=]
e Submittable, contact the OHA
N\ COMPASS Program:
@ Sean.McMahon2@oha.oregon.gov



https://www.submittable.com/help/gold/
mailto:OHA.Measure110@oha.oregon.gov
mailto:Sean.Mcmahon2@oha.oregon.gov
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Thank you for joining
us today!

If you have any lingering questions,
or you think of a question later, let us
know!

Let’'s stay in touch! Questions or Comments?
Sean McMahon: Sean.McMahon2@oha.oregon.gov



mailto:Sean.McMahon2@oha.oregon.gov
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