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Introduction 
 

About the Nutrition Education Evaluation and Reporting System (NEERS) 

NEERS is software developed to capture the positive impacts of the Expanded Food and 
Nutrition Education Program (EFNEP) and other nutrition education programs, such as the 
Supplemental Nutrition Assistance Program - Education (SNAP-Ed) (formerly the Food Stamp 
Nutrition Education Program (FSNE)). The system provides a variety of reports that are useful 
for management purposes, provides diagnostic assessments of participant needs, and exports 
summary data for State and National assessment of program impact. NEERS is used in over 800 
locations throughout the 50 states and 6 U.S. territories. NEERS is an update and expansion of 
the original software, the EFNEP Evaluation/Reporting System (ERS), developed in 1993. 

 

About EFNEP 

¢ƘŜ ¦{5! /{w99{Ω 9ȄǇŀƴŘŜŘ CƻƻŘ ŀƴŘ bǳǘǊƛǘƛƻƴ 9ŘǳŎŀǘƛƻƴ tǊƻƎǊŀƳ ό9Cb9tύ ƛǎ ŀ ǳƴƛǉǳŜ 
program designed to reach limited resource audiences--especially youth and families with 
young children. EFNEP operates in all 50 states and in American Samoa, Guam, Micronesia, 
Northern Marianas, Puerto Rico, and the Virgin Islands. Extension professionals train and 
supervise paraprofessionals (peer educators) and volunteers who teach food and nutrition 
information and skills to limited resources families and youth.  

The objectives of EFNEP are to assist limited resources families and youth in acquiring the 
knowledge, skills, attitudes, and changed behaviors necessary for nutritionally sound diets, and 
to contribute to their personal development and the improvement of the total family diet and 
nutritional well being.  

About SNAP-Ed* 
The Supplemental Nutrition Assistance Program - Education (SNAP-Ed) is a federal/state 
partnership that supports nutrition education for persons eligible for food stamps. State 
agencies that choose to conduct nutrition education through their Supplemental Nutrition 
Assistance Program are eligible to be reimbursed for up to one half of their SNAP-Ed costs by 
the USDA Food and Nutrition Service (FNS). State and local funding comes primarily from land-
grant institutions which contract with state supplemental nutrition assistance agencies to 
deliver SNAP-Ed. They reach intended audiences by coordinating with state and local partners 
and with other contractors. Other contractors are state public health departments, food banks, 
tribal programs and local health organizations.  
 
The goal of SNAP-Ed through the Land-Grant University System is to provide educational 
programs and conduct social marketing campaigns that increase the likelihood that people 
eligible for supplemental nutrition assistance will make healthy food choices within a limited 
budget and choose physically active lifestyles consistent with the Dietary Guidelines for 
Americans and Food Guidance System (MyPyramid.gov).  
 
*Note, SRS5 was released before FSNE became SNAP-Ed.  To be consistent with the options 
available in the software the remainder of the manual uses "FSNE" when referring to SNAP-Ed.    



  

Levels of Interaction 

The design of NEERS consists of separate software sub-systems for the County (Unit), State, and 
Federal levels. They are denoted as follows:  

CRS County level subsystem 
SRS State level subsystem 
FRS Federal level subsystem 

Each CRS accumulates data about individuals and exports data to the SRS. The SRS accumulates 
the CRS data from the counties, prepares state reports and exports the summary data to FRS. 
The FRS, in turn, prepares nationwide reports. Also, there is a flow of data from FRS to SRS, and 
from SRS to CRS. Figure 1 shows the flow of data between these three systems. As of May, 
2008, the CRS and SRS subsystems have been completed.  
 
Figure 1 NEERS Data Flow Chart 

 
 

 



  

Description of This Manual  

This manual describes the update release of SRS5.01,10.31.2008.  Included is information on 
ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ ǎȅǎǘŜƳ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳΩǎ ŎŀǇŀōƛƭƛǘƛŜǎΦ  
 
NEERS makes use of on-screen text to assist the user. This manual and the on-screen text are 
designed to complement each other.  Although this manual concentrates on the operation and 
use of the software, some information about strategies that may be used to correctly prepare 
data for the system is included. 
 

Key System Features  

NEERS is a database that stores information in the form of records about the program 
participants, their family structure and their dietary preferences. The system is structured to 
collect data about adult participants, about youth group members, and about staff 
assignments, and hours. The information can be added to and modified throughout the report 
period. The major components are summarized in Table 1.  
 
Table 1 NEERS Component Features  

Component or Feature  Highlights  

ADULTS  Maintain and report gender, age, income, residence, aid from public assistance 
programs and other information about the adult participants. 

NUTRITION  Information on the actual nutrient content of the diets and how well the diets 
meet national dietary recommendations. 

BEHAVIOR CHECKLISTS  Evaluates the impact of nutrition education on participants during enrollment. 
Assesses improvement in the areas of food resource management, nutrition 
practices and food handling and safety. 

STAFF  Maintains the data about the professionals, paraprofessionals, and volunteers 
who deliver the program. 

YOUTH  
Maintains demographic information and provides reports on the youth groups. 

INTERAGENCY 
COOPERATION  

Records data addressing interagency cooperation with two major food assistance 
programs, coalitions and agreements, and captures data on source and amount of 
outside funds. 

TABLES  Maintains the race/ethnicity categories, recommended dietary allowances, 
minimum recommended servings, and poverty level tables used by the system. 

SYSTEM 
ADMINISTRATION  

Maintains DataDB, identifies system and reporting period; and manages security. 

DATA INTERCHANGE  Exports accumulated data for transmittal.  These exports include information 
about adults, youth, staff, diet, behavior checklist, and interagency cooperation. 
No personally identifiable information is transmitted. Imports information from 
the state for use at the county level. These imports include behavior checklist 
question sets, state adult subgroups, state public assistance programs and foods 
database. 
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1.  Installation 
 
 
 
 
 
 
 
 

The SRS5 Installation package is now available on the CSREES website at 
http://www.csrees.usda.gov/nea/food/efnep/neers5/neers5_installationUpgrades_09.html  

 
  Click on SRS5 ς v.5.01 Installation File 

 
 
 
 
 
 
 
 
 
 
 
 
 

SRS5 requires an installation of CRS5 on the same machine.  Make sure that CRS5 is 
installed on your machine and updated to version 5.03 dated 1/31/2007 before 

proceeding with the SRS5 installation.  For more information on System 
Requirements see Section 1.5 Important Features in SRS5. 

If you do not have a copy of CRS5 contact the CRS Help Desk @  
crs-help@lyris.csrees.usda.gov 

If you have SRS 5.00 installed on your computer you MUST uninstall that 
version in order to install this full version of SRS 5.01.  Use your SRS5 CD and 

uninstall the old version using the directions located in Section 1.6 

Uninstalling SRS5.   You only have to uninstall the SRS5 program.  You 

can leave your databases as they are on your hard drive. 
Once SRS5.00 has been uninstalled you can proceed with this installation by 
downloading the file and use the directions that follow to complete a new 

installation of SRS5.01 

http://www.csrees.usda.gov/nea/food/efnep/neers5/neers5_installationUpgrades_09.html
mailto:crs-help@lyris.csrees.usda.gov


{wр ¦{9w{Ω a!b¦![  1. Installation 

 

 11 

 

 Click Save 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Internet Explorer will ask you where you would like to save this folder.  Save it to your desktop. 

 Click Save 
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 Click Open or if this dialog box closed automatically go 
back to your desktop and find the zipped file folder that 
was downloaded.  Double click on the SRS ς v.5.01 ς 
10.31.2008.zip folder.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 This folder contains another folder with the SRS5 files in it.  Double click this folder to 
see its contents. 

 
 /ƭƛŎƪ ƻƴ άExtract all files ά ƻƴ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴ 
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 Click Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Browse 
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 Select the destination folder and click OK. 

 For first time users you will need to make a new folder to unzip and store the files.  A SRS 

Installation folder would be recommended on the C:/ (i.e. C:/SRS Installation files). 

 Click OK 

 

 

 

 

 

 

 

 

 
 
 
 

 Check to make sure that the correct directory has been selected (C:\SRS5 Installation Files)  

 Click Next 
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 Click Finish 
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 Windows will open the C:\SRS5 Installation Files Folder and you can see the folder that was 

unzipped. 

 

 Open the E5SRS APP_2008-11-14 folder. 

 

 Double click the SETUP.EXE file to begin the SRS5.01 installation. 

 
 
 
 
 
 
 
 
 
 
 

After you have finished extracting the SRS5APP.mde file and you have confirmed that SRS5 has 
been successfully updated you may delete the file you previously downloaded to your desktop.  

Go to your desktop and locate the SRS ς v.5.01 ς 10.31.2008.zip folder.  Highlight it and hit 
delete on the keyboard to send this file to the Recycle Bin. 
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 Click Run. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Once SRS has started running you will see the SRS5 Installation Screen.   

 Click Next 
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 Enter a User Name and Organization 

 Click Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

At this point in the installation process you will have to choose if you want to do a typical 
installation or a custom installation.   
 

Typical Installation will install the program, inside of the C:\Program Files folder on your hard 
drive.  It will create a folder called SRS5Apps there to store the application databases.  Typical 
Installation is recommended unless you are an advanced user, but please note that the typical 
installation installs files in a location that may not be desirable for your use.   
× Custom Installation allows you to have more control about where the program installs, 

but it requires additional steps that will be explained in section 1.2. 
   

 If you would like to proceed with the typical installation go to Section 1.1. 
 

 If you would like to proceed with the custom installation go to Section 1.2. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Typical Installation Users: 
If you were previously running version 5.00 and have 
uninstalled that version and reinstalled the 5.01 
version yƻǳǊ 5.Ωǎ ŀǊŜ ǎǘƛƭƭ ƻƴ ȅƻǳǊ ƘŀǊŘ ŘǊƛǾŜΦ ¢ƘŜǊŜ 
were not removed during the uninstall or reinstall of 
SRS5. To access them, you will have to create a new 
Data DB and browse to the find the location of your 
ǇǊŜǾƛƻǳǎ {w{р 5.ΩǎΦ   ¦ǎŜ {ŜŎǘƛƻƴ нΦмΦм  Creating a New 
Database to direct SRS5 to the existing folder locations.  
Follow the steps in to add a new database, but rather 
that creating a new folder, browse to the existing 
folder which contains your data. You will need to do 
this for each database you wish to reattach.  

Custom Installation Users:   
If you were previously running version 5.00 and 
have uninstalled that version and reinstalled the 
5.01 version using the cǳǎǘƻƳ ƳŜǘƘƻŘ ȅƻǳǊ 5.Ωǎ 
ǿƛƭƭ ǊŜƳŀƛƴ ƛƴǘŀŎǘΦ IƻǿŜǾŜǊΣ ƛŦ ȅƻǳǊ 5.Ωǎ ŀǊŜ ƳƛǎǎƛƴƎ 
from the available Data DB screen then Use Section 
2.1.1  Creating a New Database to direct SRS5 to 
the existing folder locations.  Follow the steps in to 
add a new database, but rather that creating a new 
folder, browse to the existing folder which contains 
your data. You will need to do this for each 
database you wish to reattach. ̧ ƻǳǊ 5.Ωǎ ŀǊŜ ǎǘƛƭƭ ƻƴ 
your hard drive.  There were not removed during 
any part of the uninstall or reinstall of SRS5. 
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 Click Typical or Custom to proceed with the installation of SRS5. 
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1.1  Typical Installation 
 
The Typical option for installing SRS5 creates a folder inside of C:\Program Files called 
SRS5Apps; C:\Program Files\SRS5Apps 
 

 Click Install 
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 Click Finish 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The completed installation takes you back to the Desktop.  Now  
look for the SRS5 Shortcut icon. 

 Double click the Shortcut to log into SRS5 
 
 
 

 During the initial log in to SRS5 you will need to install a digital certificate from Keymind 
so that your computer knows that the content you just installed is safe 

 
See Section 1.3 for directions on Installing the Digital Certificate. 

 
 

 The User Name is ERS 

 The Password is ERS 
o The User Name and Password are case sensitive. 
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1.2  Custom Installation: For Advanced Users Only 
 

The Custom Installation for SRS5 will take some extra steps to get files set up in the correct 
location, but it will allow you to store the application files and data files separately.   
 
The recommended place for installing the SRS5 application files is C:\AccessApps\SRS5. 
C:\AccessApps already exists on your computer because CRS5 creates and installs this directory.  
The following steps will guide you through finding the proper location for installation and 
creating the SRS5 folder. 
 

 Click Browse 
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 Browse to find the C:\AccessApps folder. 

 Notice that there is a CRS5 folder in there from the CRS5 installation. 

 Click on the New Folder icon on the right side of the window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 Name the new folder SRS5 and hit Enter.  Make sure that the SRS5 folder is highlighted 
and it is showing up in the Folder Name path at the bottom of the window.   

 Click OK 
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 Check to make sure that the location is C:\AccessApps\SRS5 

 Click Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Install 
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 Click Finish 
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1.2.1 Editing the AppInfo.ini File 
 

 After finishing the custom installation for SRS5 you will need to edit one additional file to insure 
functionality of SRS5. 

 Go to the C:\AccessApps\SRS5 folder and look for the AppInfo.INI file 
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 Double click the AppInfo.INI file to open this file.  It will automatically open in WordPad. 

 All of the folder locations must be updated to reflect the custom folders where SRS5 
was installed.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The DataDB file - DataDB=C:\Program Files\SRS5Apps\E5SRSDATA.MDB 

o must be changed to C:\AccessApps\SRS5\E5SRSDATA.MDB 
 

 AppDB=C:\SRS5 Dev\E5SRS APP.MDB 
o C:\AccessApps\SRS5\E5SRS APP.MDE 

 

 FoodsDB=C:\Program Files\SRS5Apps\E5FoodsDB.MDB 
o C:\AccessApps\SRS5\E5FoodsDB.MDB 

 

 SRS5=C:\Program Files\SRS5Apps 
o C:\AccessApps\SRS5\  
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 The edited AppInfo.INI file should match the one below. 

 Click File 
o Click Save 

 Click File again 
o Click Exit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Go to the desktop and look for the SRS5 Shortcut icon. 

 Double click the Shortcut to log into SRS5 
 

 During the initial log in to SRS5 you will need to install a digital 
certificate from Keymind so that your computer knows that the 
content you just installed is safe 

 
See Section 1.3 for directions on Installing the Digital Certificate. 

 

 The User Name is ERS 

 The Password is ERS 
o The User Name and Password are case sensitive. 
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1.3   Installing the Digital Certificate 
 

 If you are not prompted to install a digital certificate or get a security warning proceed 
to Section 1.4. 

 If your security screens do match the ones below or they are in a different order you 
may want to contact your local IT department for assistance.  Every institution has 
different security settings and they may not mirror the installation process below. 

 

During the initial log in to SRS5 you will need to install a digital certificate from Keymind.  This is 
necessary so that your computer knows that the content you just installed is safe and so that 
you will not get any future security warnings in SRS5.   
 
The following screen should appear after you log into SRS5 for the first time. 
 

 Click 5ŜǘŀƛƭǎΧ 
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 Click View Certificate 
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 Click Lƴǎǘŀƭƭ /ŜǊǘƛŦƛŎŀǘŜΧ 
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 Click Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Next 
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 Click Finish 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click OK 
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 Click OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click OK 
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 Read the Security Warning and click Yes 
 

 

 Click Open 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Go to Section 2.2 System Administration in order to finish setting up a new Database. 

After you log out of SRS5 and log back into the system you will want to 
check the above box that allows you to Always trust files from this 
ǇǳōƭƛǎƘŜǊΧ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ƭƻƎ ƛƴǘƻ {w{р ǿƛǘƘƻǳǘ ƎŜǘǘƛƴƎ ǘƘƛǎ 

security warning every time you log in.  The opǘƛƻƴ ǘƻ ά!ƭǿŀȅǎ ǘǊǳǎǘέ ǿƛƭƭ 
only be available after you have logged out of SRS5 and log back into 

the system a second time. 
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1.4  First Time Log In for SRS5 ς Database Management 
 

During the installation and setup of SRS5 you may have had to create a Database and enter the 
System Configuration information just to get to the Main Switchboard of SRS5.    
SRS5 creates the initial Database in a location that is undesirable for your everyday use of SRS5.  
It is STRONGLY recommended that you follow these steps to ensure that SRS5 stores your data 
in a different location for long term use and safety.   
 
After creating the Database and entering the System Configuration information you should be 
on the Main Switchboard. 

 If you chose the TYPICAL installation the DB you are currently attached to is located at 
C:\Program Files\SRS5 Apps 

 If you chose the CUSTOM installation the DB you are currently attached to should be 
located at C:\AccessApps\SRS5 
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1.4.1 Creating New Folders for DB Storage 
 

 From the Main Switchboard click on the Blue Explode button to go to the Attach DataDB 
screen.  

 This screen shows the Database that was created during the initial setup of SRS5. 

 Click on New DataDB 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click on the Windows Explorer button 
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That should open up a new window for you to view the files on your computer.  Locate the C:\  
Drive.  This drive should contain two folders that were installed during CRS5 Installation ς 
AccessApps and E5 CRS Data.  Since you should be accustomed to storing your CRS5 data inside 
the E5 CRS Data folder it is recommended that SRS5 users create an E5 SRS Data folder to store 
and maintain their SRS databases. 
 

 Right click in the white space and select New and then Folder. 
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 Name the new folder E5 SRS Data and hit Enter 

 

 

 

 

 

 

 

 

 

 

 

 

 Double click on the E5 SRS Data Folder to open it.  Inside this folder you can create 

subfolders to manage your data for the current year and future reporting periods.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating these folders now will 
assist in the easy creation of new 
databases in the future and it will 
store your data in a more desired 
location.   
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 Close the Windows Explorer Window and return to SRS5.   

 

 
To coƴǘƛƴǳŜ ǎŜǘǘƛƴƎ ǳǇ ƴŜǿ 5ŀǘŀ 5.Ωǎ ǎŜŜ Section 2.1.1 
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1.5  Important Features in SRS5 
 

 The Windows Environment 
o The minimum requirements for NEERS5 are: 

 Windows XP/2000 

 CRS5 Installed 

 32-bit CPU 

 Access 2003 Runtime (this is installed automatically with CRS5) 

 800x600 screen resolution 
 

o ²ƘƛƭŜ Ƙƛƴǘǎ ŦƻǊ ŜŀŎƘ ƻǇŜǊŀǘƛƴƎ ǎȅǎǘŜƳ Ƴŀȅ ōŜ ǇǊƻǾƛŘŜŘΣ ǘƘŜ ¦ǎŜǊ aŀƴǳŀƭΩǎ ŦƻŎǳǎ 
is for Windows XP. 

o SRS5 is not compatible with Windows Vista. 
o If you have Microsoft Office installed on your computer, be sure that all the 

current updates have been applied.  To check for Microsoft Office updates visit 
Microsoft Office Online. 

o Currently SRS5 does not run on Macs with OS X or Leopard.  If you are using a 
Mac with an Intel processor and Windows XP, SRS5 should install and run as 
normal.  

 

 The Information Box found on the Main Switchboard contains very important 
information about SRS5.  Use this box to confirm: 

o Unit information. 
o The correct DB is attached. 
o Reporting Period. 
o The most current version of SRS5 is running. 

 

 
 
 
 
 
 
 
 

http://office.microsoft.com/en-us/downloads/FX101321101033.aspx
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 Use the BLUE Explode Button on the Main Switchboard to quickly change Data DBs 
o From the Main Switchboard you can change DBs by clicking on the BLUE explode 

button next to the information box. 

  
o ¸ƻǳ ŀǊŜ ǘŀƪŜƴ ǘƻ ǘƘŜ ά!ǘǘŀŎƘ 5ŀǘŀ5.έ ǎŎǊŜŜƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŀ ƴŜǿ 5. ŀƴŘ 

attach it. 
o This screen shows you the DBs that are available on your computer. 
o The current DB that is attached in SRS5 appears at the bottom of the screen as 

well as the DB that you are selecting to attach.  
 

o To change DBs highlight the DataDB you wish to attach and click  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



{wр ¦{9w{Ω a!b¦![  1. Installation 

 

 43 

 

 Printers and Paper 
o All reports are designed for printing on 8½ x 11 inch paper. Most reports have 

portrait orientation although a few have landscape orientation. 
o All reports are directed to the Windows default printer. You may select a new 

default printer with the Default Printer menu item under File on the Menu Bar 
(ALT-F). 
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 Backup on Normal Exit 
o On the Main Switchboard there is a checkbox available to have SRS5 perform an 

automatic backup of the Database to which it is currently attached. 
 

 
o By checking this box and clicking Exit SRS the system 

creates a backup .ZIP File in the folder of the 
current database. 

o This .ZIP file is located in a sub-folder of that 
corresponds to the date on which the backup was 
made. 

 

 



{wр ¦{9w{Ω a!b¦![  1. Installation 

 

 45 

1.6  Uninstalling SRS5 
 
The original SRS5 installation CD or downloaded files are required for proper un-installation of the 
program.  Insert the CD into a CD-ROM drive on your computer or locate the folder that where the files 
were saved (C:\SRS5 Installation Files.)  Open the folder or open the CD from My Computer.  Double 
click the setup.exe file 

  
 

 Click Next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



{wр ¦{9w{Ω a!b¦![  1. Installation 

 

 46 

 Click the Trash Can Icon - Remove 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click Remove 
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 Click Finish 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you installed SRS5 using the custom 
installation method you will still need to 
go back and delete the application files 
created in the AccessApps/SRS5 folder.  
Uninstalling does not delete databases.  
Each Database and the application files 
will need to be deleted using Windows 

Explorer. 
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2. System Administration 

2.1  DataDB 

2.1.1 Creating a New Database 
 

From the Main Switchboard click on the BLUE EXPLODE button next to the information box.  
You are now on the Attach DB screen. 

o You can also access the Attach DB screen by clicking on System Administration 
and then clicking on DataDB 

 
 
 

 Click the button. 
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 Create a New Nick Name for this Database (maximum 16 characters). 

 

 

 Click on   

 

 
 

 

 

 Locate the desired storage folder for the SRS5 Data and double click to open it. 
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 Right click in the white space and select New and then Folder. 

 Name your folder with the appropriate unit name and year.  This will help you keep your 

folders organized as you change years and create multiple units.   

 Close the Windows Explorer Window and return to SRS5.   

 Click      
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 Double click on the C:/E5 CRS Data folder and highlight the folder you created for your 

new Database by double clicking on it.  

 Click OK 

 Click Save - this will return you to the 

Attach DataDB screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Highlight your new Database in the list of Available DataDBs. You should now see your 

new database listed at the bottom of the screen under Selected DataDB. 

 

 Click  

Database attachment allows you to quickly and 
easily switch between multiple data sets.  See 

Section 2.1.2 for instructions.  
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 Click to create a new empty database.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 After the database has been created, the system will automatically take you to the 

System Configuration screen so you may enter the required system information (see 

Section 2.2). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once a new database has been created 
in SRS5 you are ready to import data.  
See section 9.3 Import CRS Data for 

complete instructions on this process. 
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2.1.2 Attaching an Existing DataDB 
 
The Attach DataDB Screen shows all available databases.  This gives you the ability to store and 
access multiple databases. 
 

 From the Main Switchboard click System Administration 

 Click  DataDB 

 Highlight the Database of interest in the list of Available DataDBs. You should now see 

your new database listed at the bottom of the screen under Selected DataDB. 

 

 Click  

 

 After the database has been attached, the system will automatically take you to the 

Main Switchboard.   

 Confirm the correct database is attached by verifying the details listed in Information 

Box at the top of the Main Switchboard. 
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2.1.3 Deleting an Existing DataDB 

 
 From the Main Switchboard click System Administration 

 Click  DataDB 

 Click  

 
 

 Highlight which DataDB to be deleted.  The nick name will appear in the yellow box on 

the right.  

o Note: You cannot delete the Database that you are currently attached to. 

 Click Delete 

 

 SRS5 will return to the Attach DataDB screen and the DB that was just deleted will no 

ƭƻƴƎŜǊ ōŜ ƭƛǎǘŜŘ ǳƴŘŜǊ ŀǾŀƛƭŀōƭŜ 5ŀǘŀ5.Ωǎ 

 
 
 
 
 
 
 
 

Note:  Deleting the DataDB from the screen does not delete the DataDB from the hard 

ŘǊƛǾŜΦ  ¢Ƙƛǎ ǎǘŜǇ ǎƛƳǇƭȅ ǊŜƳƻǾŜǎ ǘƘŜ 5ŀǘŀ5. ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ !ǾŀƛƭŀōƭŜ 5.ΩǎΦ  ¢ƻ ŘŜƭŜǘŜ 

the DataDB from the hard drive, use Windows Explorer to locate the file and delete it. 
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2.2  System Configuration 
 

The System Configuration screen can be found by clicking on the button from the Main 
Switchboard.  
 
And then clicking on  
 

 
The System Configuration screen requires you to enter important information such as your 
state, unit id, program, institution and reporting period. It also sets some operational switches. 

 Select your state from the drop down menu 

 Enter the Unit ID 
 
 
 
 
 

o The Unit ID should be domain name of your institution, without the.edu. 
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 Choose the program your database represents by clicking on one of the three choices: 
EFNEP, FSNE, or OTHER. 

 
o If EFNEP is selected, indicate your Institution from the drop down menu.  This is 

necessary to identify your institution when the EFNEP data is sent to USDA CSREES 
at the end of the fiscal year.  The institution box will not appear if you select FSNE or 
Other since this data is not aggregated at the Federal level.  άhǘƘŜǊέ ǎƘƻǳƭŘ ƴƻǘ ōŜ 
selected if programming is for EFNEP or FSNE. 

 
 

 
 
 

 Enter the State ƴŀƳŜ ƛƴ ǘƘŜ ά¦ƴƛǘ bŀƳŜέ ōƻȄ 
 
 
 
 

 Enter the correct Reporting Period Begin and Period End Dates.  
 
 
 
  

o The Reporting Period is used to specify the time period for the dataset. In most 
cases the fiscal year is used as the reporting period. Begin and End dates are 
sometimes used to cross check other dates that are entered (e.g., entry and exit 
dates of adult participants). These dates also become the default date ranges for 
previewing reports and exporting data. 

 

 Choose Yes or No according to your states Approved Sampling Plan status. 

 After entering all required information correctly, click Save.  
 

 Use the Back Door to return to the Main Switchboard  

Important:  The System Use designation is important because it ties into 
importing data from CRS5.   If EFNEP is designated as the system use then 
ƻƴƭȅ 5.Ωǎ ǘƘŀǘ ǿŜǊŜ ŘŜǎƛƎnated as EFNEP in CRS5 can be imported.  The 

designated system use between EFNEP, FSNE, or other must be consistent 
ŦƻǊ 5.Ωǎ ǘƻ ōŜ ƛƳǇƻǊǘŜŘ ƛƴǘƻ {w{рΦ  State, Institution, and Reporting Period 

must match as well. 
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2.3  Security Functions 

2.3.1 Add User 
 

Directions for Entering New Users  
 
From the Main Switchboard Click on: 

 System Administration 

 Security Functions 
 
This opens the Security Switchboard. 

 Click on Add User 
 
 
 
 
 
 
 
 

 
 

 Type a User Name in 
the box  

 Select the appropriate 
group for this user 
(Manager or User) 

 Click Add 
 
 
 
 
 

You will be prompted with a 
ƳŜǎǎŀƎŜ ǿƘƛŎƘ ǎŀȅǎ ά¦ǎŜǊ ψψψψψ Ƙŀǎ ōŜŜƴ 
ŀŘŘŜŘ ǿƛǘƘ ǇŀǎǎǿƻǊŘ ψψψψέ όǘƘŜ ǇŀǎǎǿƻǊŘ 
will be the same as the user name but in 
all lower case letters).  This is the default 
password*.  

 Click OK 

NEW Terminology in CRS5 and SRS5:  The new terms Managers and Users are equivalent to 
Executive Level and Data Entry Level from ERS4.   

 MANAGERS have total access to change the passwords of any users without knowledge 
of their old passwords.  Managers can also add and delete users.   

 USERS only have access to change their own password.   
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*It is recommended you change the password to something more secure since it is merely 
repeating your user name. 

 

 Click OK ς This message simply tells 
you the user has been added to the 
selected group.  In this case User 
crstest was added to the 
άaŀƴŀƎŜǊǎέ DǊƻǳǇ 

 
 
 
 

2.3.2 Change Password 
 

From the Security Switchboard click on 
Change Password 
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Type in a New Password and Confirm 

 Click on Save Changed Password 
 
 

 Click OK 
 
 
 
 
 
 
 
 
 

 
 

2.3.3 Delete User 

 To delete a user in SRS5 click on from the 
System Administration switchboard. 

 

 Click on Delete User 
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 Highlight the user you wish to delete.  
 
 
 
 
 
 
 
 
 

 Confirm that you wish to delete this user by 
clicking Yes. 

 
 
 
 
 
 
 
 

 Click to return to the Security Switchboard and then click the Back door 
to return to the System Administration Switchboard.   
 
 

 Use the Backdoor icon to return to the Main Switchboard. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



{wр ¦{9w{Ω a!b¦![  2. System Administration 

 

 61 

2.4  Start New Reporting Period 
 

This function is used to create a new DataDB for a new reporting period (fiscal year).  A copy of 
the current DataDB will be made and unit data from the previous reporting period will be 
ŘŜƭŜǘŜŘΦ  ¢ƘŜ ǇǊƛƻǊ ǇŜǊƛƻŘΩǎ Řŀǘŀ ǿƛƭƭ ōŜ ƭŜŦǘ ǳƴŎƘŀƴƎŜŘΦ  ¢Ƙƛǎ ǎƘƻǳƭŘ ōŜ Řƻne only at the end of 
a reporting period.  Using this feature is the desired practice for beginning a new year as 
opposed to just creating a new DataDB. This function carries over appropriate information into 
the next DataDB such as system configuration.   

 

 hƴ ǘƘŜ άaŀƛƴ {ǿƛǘŎƘōƻŀǊŘέ ǎŎǊŜŜƴ ŎƭƛŎƪ ƻƴ  
 
 

 Next click on  
 

 Verify the accuracy of the dates for the new reporting period.  
  

 Create a nickname for your new DB.  You should select something that you are able to easily 
identify such as Georgia07 (State and year). 

 

 Use Windows Explorer to create a new folder (see section 2.2.1). 
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 Note that the new folders should all be created within the C:\E5 SRS Data folder (see 
Section 1.4.1) for SRS5 data storage.   

 

 

 Close Windows Explorer and return to SRS5.   

 Locate the folder you just created using the browse feature. 

 Click Next to purge all unit data.  

 Click OK 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Use the Back Door to return to the main Switchboard.   
 
 

 Verify the dates of the reporting period for the new database by checking the 
information box at the top of the Main Switchboard.  












































































































































































































































































































































































