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LOGGING INTO CATALYST 
 

CATALYST is a web-based reporting and monitoring system developed to facilitate contract management 

between the Kentucky Tobacco Program and local or district health departments and districts.  As a web-based 

system, CATALYST is always accessible. 

Steps: 

1. Obtain a User ID and Password from Dennis Peyton (Dennis.Peyton@ky.gov or 

502.564.9358 ext. 3824) 

2. Open Internet Explorer and navigate to the CATALYST 

website: http://catalyst.cquest.us/ky-tobacco-2010/home/default.asp  

3. When prompted, enter the User ID and Password and click ‘ENTER.’ 
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WELCOME TO CATALYST 
 

If you see the WELCOME screen (below) then you have successfully entered CATALYST.  Ensure that the CONTRACT 

YEAR reads FY 11-12.  If another fiscal year appears, use the blue ‘NEXT’ button underneath ‘WELCOME.’    

 

If your login is unsuccessful, CATALYST will prompt the page below, indicating an incorrect username or password. 
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CATALYST WEBSITE HIERARCHY 
 

The website hierarchy chart below provides users with a scope of the CATALYST reporting system.  Although the 

model appears complex, CATALYST is far more manageable than a new user might imagine.  Data is logged into the 

system through contract management screens and users retrieve data through reports.  The following pages of this 

guide will highlight the features necessary for users to navigate, plan, and report using CATALYST.    

 

 

 

 

 

 

CATALYST Website 
Map

Home

Your Profile (Reset 
Password)

Contract            
Management

Contractor 

Contracts (check 
contract status, FTE 

allocation)

Work Plans (entry of 
work plan each 

spring)

Outputs/Events 
(report of planned 

outputs and events)

Evaluation Tools (link 
to CDC website)

Reports

Contract Reports

Work Plan Reports

Output/Event 
Reports

System (includes 
closeout)

Utilities

Resource Links

Dowload

Print Forms (includes 
contract worksheet)

Help

Training Manual
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CHANGING PASSWORD 
Users are requested to change their password every three months.  Passwords must be at least six characters long 

and contain a combination of letters and numbers. 

Steps: 

1. From the ‘WELCOME’ homepage, highlight HOME and select ‘YOUR PROFILE’ from the 

dropdown menu. 

2. Enter the password under both NEW PASSWORD and CONFIRM NEW PASSWORD.  If 

applicable, update the E-MAIL and PHONE fields. 

3. When finished updating, select SAVE CHANGES as highlighted below. 
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ANNUAL WORKPLAN CONSIDERATIONS 
 
 
KENTUCKY PROGRAM GOALS 

ALL  KENTU CKY  HEA LT H D EPARTMENT S/DI STRI CTS  MUST ADD RESS EA CH OF  THE 

FOLLOWING CDC G OA LS:  

1) To prevent the initiation of tobacco use among young people;  
2) Promote quitting among young people and adults; 
3) Eliminate nonsmokers’ exposure to environmental tobacco smoke (ETS);  
4) Identify and eliminate the disparities related to tobacco use and its effects among 

different population groups 

 
CDC BES T PR A CTI CES 

The Tobacco Prevention and Cessation Program recommend strategies based on the 

Centers for Disease Control’s Best Practices for Comprehensive Tobacco Control Programs and 

the Guide to Community Preventive Services for Tobacco Use. 

 

USE OF FUNDS 
Funds should be used to support evidence-based strategies in your community to 

reduce the burden of tobacco use among all populations.  You are encouraged to work toward 

policy and environmental change (in your community) to affect a change in public perception 

that the use of tobacco is harmful to everyone’s health.  Funds can be used for personnel, 

travel, training and operating expenses.  Reference the PHPR and Administrative Regulations 

for specific Tobacco Prevention and Cessation guidelines in addition to the following: 

 

Training 

1. Attend one in-person training/conference 
2. Participate in one or more webinars 
3. Participate in monthly Conference Calls 

 

Surveys 

1. Participate in the training & implementation of the Kentucky Youth Tobacco Survey 
and the Youth Risk Behavior Surveillance System Survey. 
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Activities 

1. Address each of the 4 CDC Goals 
a. Prevent youth initiation 
b. Promote cessation 
c. Reduce nonsmokers’ exposure to secondhand smoke 
d. Identify and eliminate tobacco-related disparities 

2. Document activities in Catalyst 
 

 

OBJECTIVES 
Below are some objectives that should guide your program activities. 

• Decrease percentage of youth grades 9-12 who have used tobacco products in the past 
30 days.   

• Decrease current smoking among youth and adults 
• Increase the number of school districts that implement (and enforce) a 24/7 Tobacco-

Free School policy. 
• Increase  the number of workplaces that prohibit smoking  
• Increase the number of cities and/or counties that pass comprehensive smoke-free 

ordinances. 
 

 

ADDRESSING DISPARATE POPULATIONS 
One of the two major goals of Healthy People 2010 is to eliminate health disparities 

among segments of the population, including differences that occur by gender, race or 

ethnicity, education or income, disability, geographic location, or sexual orientation.  The 

initiatives to fulfill program goal 4 are included in goals 1, 2, and 3.  Those initiatives, which will 

be implemented for the specific population for which they were designed, should also be 

expanded to include similar but disparate populations.  For example, when determining 

appropriate programs to assist adults with smoking cessation, efforts should be made to 

incorporate a plan to address the specific needs of pregnant women who smoke. 
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ENTERING ANNUAL WORKPLAN 
 

Steps: 

1. From the toolbar select -- CONTRACT MANAGEMENT – WORK PLANS  

2. Select your health department as CONTRACTOR, select the current CONTRACT YEAR 

and click ‘NEW’ (see below). 
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3. Each activity in your workplan will have the following components: GOAL, ACTIVITY, 

ESTIMATED TIME, ESTIMATED COST, PLANNED CLOSEOUT MONTH, SMART 

OBJECTIVE, and an AUDIENCE. See Goal/Activity List on page 15. 

4. On the first screen select the GOAL and ACTIVITY you wish to implement in your 

workplan and write a SMART OBJECTIVE description to identify what you plan to 

accomplish.  Next, enter the projected CLOSEOUT MONTH, or the time you 

anticipate this activity to be completed.  If applicable, enter the ESTIMATED TIME 

and ESTIMATED COST of the activity. 

5. Click the AUDIENCE tab on the lefthand side of the screen or click NEXT to enter the 

AUDIENCE screen.  For the GOAL/ACTIVITY combination you previously selected, 

enter an appropriate AUDIENCE. When finished, click SAVE on the lefthand side of 

the screen to complete your entry.   
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6. Return to the WORK PLAN screen as navigated in step two.  The GOAL/ACTIVITY 

combination recenlty entered will now appear in your workplan (below). 

7. Repeat the steps above to enter your entire fiscal year workplan. 
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OUTPUT REPORTING IN CATALYST 
 

Steps: 

1. From the toolbar select – CONTRACT MANAGEMENT – OUTPUTS/EVENTS. 

2. Select your local health department as CONTRACTOR, select the current CONTRACT 

YEAR and click FIND. 

3. The screen will now display your workplan.   Click on the desired closeout activity.  
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4. There are four screens associated with each activity.  Use each to report actual 

activities against what was addressed in the original work plan. 

5. The first screen, OUTPUTS, is shown below.  Select a closeout MONTH, TIME, COST, 

and # of EVENTS at the top of the screen.  If applicable, estimate the AUDIENCE on 

the left side. 

 

6. Click NEXT to access the KEY PARTNER menu, which is used to document 

partnerships, cash donations, volunteer activity, and other in-kind contributions if 

applicable. 

7. The KEY PARTNER dropdown menu lists several state and local partners.  You may 

enter additional partners by typing them into the blank text field. 

8. Select CONTRIBUTION TYPE; enter the DATE, VALUE, VOLUNTEER HOURS, and any 

relevant NOTES where appropriate. 

9. Click UPDATE to add the entry to the list at the bottom of the screen.  You can add 

multiple partners by clicking NEW, entering data, and finish the entry by clicking 

UPDATE. 
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10. Click NEXT on the left side of the screen to enter the MEDIA menu.  

11. If applicable, enter the variables associated with media use: MONTH, MEDIA TYPE, a 

brief DESCRIPTION, EXPOSURE TIME and FREQUENCY, and the DISTRIBUTION 

AUDIENCE. 

12. Similar to KEY PARTNERS, multiple MEDIA entries can be made by repeating step 

nine above. 

 

 

13. Click NEXT on the left side of the screen to enter the EVALUATION menu. 

14. The EVALUATION screen should be completed when the activity has concluded.  

Select the CLOSEOUT MONTH at the top of the screen, select YES or NO for the 

status of your SMART ACTIVITY, and write a brief summary of your SMART ACTIVITY 

result. 

15. When applicable, include a brief summary of your RECOMMENDATION pertaining to 

this activity, and a summary of the POLICY OUTCOME. 

16. When finished, select SAVE on the left to return to the OUTPUTS/EVENTS screen. 
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CATALYST GOAL/ACTIVITY LIST 
 

C1: Capacity 
Development 

C2: Prevent Initiation C3: Promote 
Cessation 

C4: Eliminate 
SHS 

C5: Diversity 

-Adult coalition meetings 
and activities 
-Apply for grant 
-Attend NATL conference 
on tobacco/health 
-Attend state tobacco 
conference 
-Champions meetings 
-Community assessment 
-Diverse population 
coalition 
-KY ASAP board meetings 
-Motivate/Educate staff 
-Pregnant smokers 
coalition 
-Public edu. – excise tax 
-Survey: Youth Risk 
Behavior Survey (YRBS) 
-Survey: Youth Tobacco 
Survey (YTS) 
-Tobacco coordinator 
monthly conference call 
-Training: (1) Cooper/ 
Clayton Facilitator 
Training – (2) N.O.T., (3) 
Other, (4) TATU Facilitator 
(5) TEG/TAP Facilitator 

-Curriculum:  (1)    
    LifeSkills, (2) Other,    
    (3) Project Alert,  
    (4) Project T.N.T.,    
    (5) Science, Tobacco,    
     and You 
-Great American Smoke 
Out 
-H.O.T. Conference 
-Health/Career Fair 
-Kick Butts Day 
-Media: (1) Billboards,  
    (2) Other,  (3) Press  
    Releases,  (4) Radio   
    PSA, (5) Website 
-Media Advocacy 
-Operation Storefront 
-Policy Change – 24/7  
    Tobacco-Free School 
-Policy edu. – public  
    speaking 
-Promote 24/7  
    Tobacco-Free Schools 
-Public edu.:  excise tax 
-Retailer education 
-School presentations 
-Smokeless tobacco    
     education 
-SQUADS 
-T.N.T. 
-TATU – peer edu. 
-TATU – teen training 
-TEG TAP 
-Through with Chew              
     Week 
-World No Tobacco Day 
-Youth Cessation:  
     ASPIRE 
-Youth Coalition:  
     (1) Activities,  
     (2) Meetings 

- BecomeanEx.org 
-Employer  
 cessation support 
-Freedom From  
   Smoking  
-Great American  
     Smoke Out 
-Health/Career fair 
-Media: (1)   
   Billboards, (2)    
   Other, (3) Press  
   Releases, (4)   
   Radio PSA,  
   (5) TV PSA 
-Parent/Fam SHS  
   and cess. Skills 
-Patient edu.  
   Outside Health   
   Dept. 
-Policy edu. –  
   public speaking 
-Pregnant smoking 
-Provider edu. 
-QuitLine:  (1)  
   Media,  
   (2) Promotion 
-Smokeless  
   Tobacco edu. 
-TEG TAP 
-Cooper/Clayton  
   Method to Stop   
   Smoking 
-Through with  
   Chew Week  
-World No  
   Tobacco Day 
-Young Adults:  
   (1) College/Tech  
   Schools,  
   (2) Other Venues 
-Youth Cessation –  
   ASPIRE 
 

-Distribute SF  
   dining guide 
-Employer cess.    
   Support 
-Great American     
   Smoke Out 
-Kick Butts Day 
- Media: (1)   
   Billboards, 
   (2) Other,  
   (3) Press     
   Releases, (4)   
   Radio PSA,  
   (5) TV PSA 
-Media Advocacy 
-Parent/Fam.   
   SHS and cess. 
-Policy Change: 
   (1) SF city hall 
   (2) City ord. 
   (3) County ord. 
   (4) courthouse 
   (5) restaurant  
   or bar 
   (6) school 
   (7) workplace     
    employers 
-Policy edu.   
   Public speaking 

-18-24 years,  
   not in college 
-Diverse pop.  
   coalition 
-KY ASAP 
-Pathways to  
   Freedom 
-Pregnant  
   Smokers  
   Coalition 
-Target pop.: 
   (1) African- 
   American 
   (2) Hispanic 
   (3) Other 
   (4) Pregnant 
   Women 
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CATALYST TERMINOLOGY 
 

Activity: A program approach or strategy that is intended to achieve a short-term or            

 intermediate outcome. 

Activity Workplan: Set of activities selected for implementation in the contract service area 

 for a selected fiscal year. 

Disparate/High Risk Populations: African American, Hispanic/Latino, Pregnant Women, 

 Youth, and Appalachian populations, to name a few, in Kentucky have been shown to be 

 particularly susceptible or at greater risk of tobacco-attributable health complications 

 when compared to the general population.  Where appropriate, the Kentucky Tobacco 

 Program encourages interventions that target these vulnerable populations. 

Event: The implementation of an activity (printing of a newspaper article, or teaching a class). 

Goal: A targeted tobacco-related essential public health services/other special area of focus 

 that the KY Tobacco Program hopes to achieve through implementation of various 

 activities.  The goal is the purpose toward which activities are directed.  

Outputs: Indicators that demonstrate an event is complete within your activity work plan.  For 

 example, the number of individuals who attended a Cooper-Clayton class is an output. 

SMART: Specific, Measurable, Achievable, Relevant, Time-bound. 

1. Specific: Objectives should provide the “who” and “what” of program activities.  The 

greater the specificity, the greater the measurability. 

2. Measurable: The focus is on “how much” change is expected.  Objectives should 

quantify the amount of change expected, while also providing a reference point 

from which a change can clearly be measured. 

3. Achievable: Objectives should be attainable within a given time frame and with 

available program resources. 

4. Realistic: Objectives are most useful when they accurately address the scope of the 

problem and programmatic steps to be implemented within a specific time frame. 

5. Time-phased: Objectives should provide a time frame indicating when the objective 

will be measured or a time by which the objective will be met. 

Target Audience: A specific population for which a behavior or attitudinal change is desired.  
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