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I. Healthy Marriage and Responsible Fatherhood Grants: Data
Collection and Performance Reporting Using nFORM 2.0

This manual provides a detailed description of the Information, Family Outcomes, Reporting, and
Management 2.0 (nFORM 2.0) system, which Healthy Marriage and Responsible Fatherhood (HMRF)
grant recipients will use to collect, store, and analyze performance measure data required by the
Administration for Children and Families (ACF). The manual is designed as a reference for grant
recipients to use throughout the project. It provides answers to many of the questions grant recipients may
have as they use nFORM. If grant recipients cannot find answers to their questions in this manual, they
may ask the nFORM 2.0 Help Desk for assistance. The nFORM 2.0 Help Desk is described in Module 11
of this manual; several training videos and other resources are also available on the HMRF Grant
Resources Site.

A. Whatis nFORM 2.0?

nFORM 2.0 is a management information system that each HMRF grant recipient will use to collect the
information that will be reported to the Office of Family Assistance (OFA) within ACF. Grant recipients
will use nFORM to collect information about:

e Program operations (for example, outreach and recruitment activities, enrollment, staff qualifications
and training, staff supervision and observations, and implementation challenges)

e Services (for example, case management activities, workshop attendance, and referrals)

e Client characteristics and outcomes (for example, applicant characteristics survey, program entrance
and exit surveys of clients)

nFORM is designed to generate all necessary calculations at the touch of a button for the required
semiannual Program Progress Reports (PPRs) and Quarterly Progress Reports (QPRs). Some data can
also be exported to other programs, such as Microsoft Excel, for grant recipients to view and analyze.
nFORM is web-based and does not require users to download any applications or program any code.
nFORM is accessible anywhere there is Internet access and is provided free to each OFA-funded grant
recipient.

Minimum system requirements. nFORM 2.0 is Section 508 compliant, and works on multiple platforms
including desktop computers, laptops, and tablets — specifically iPads (not mini) and Samsung Galaxy
Tabs. Please note that nFORM 2.0 has not been optimized for use with smartphones, and that updates to
operating systems may affect nFORM 2.0 functionality.

Because nFORM is a web-based system, you must use a web browser to access nFORM and to
administer the surveys to clients. nFORM and the surveys have been tested by using the Google Chrome
browser app (version 86) and the Microsoft Edge browser app (version 84). nFORM has not been tested
with other web browsers, such as Mozilla Firefox and Safari, and it may not work as intended with those
other browsers. It is also always recommended to keep browsers updated to their latest versions so that
they have the most recent bug fixes and security updates. The browser version is identified by selecting
“Help” in the menu bar of the web browser and choosing “About.” Please consult your tablet user guide
for instructions on how to ensure that your browser version is up to date. Finally, do not use Internet
Explorer due to security issues affecting that browser.
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nFORM also requires the web browser to support Javascript. The browser also should allow pop-ups
(external links open in a new window or tab) and accept session-based cookies. By default, the major web
browsers are configured to handle these requirements.

Grant recipients should consider using mobile hotspots or JetPacks to enable nFORM to be used in areas
that otherwise do not have sufficient Internet access. Grant recipients who are using mobile hotspots or
JetPacks should ensure they are optimized to maximize signal strength. Grant recipients should also avoid
running system updates or other data-intensive maintenance functions while using nFORM with a mobile
hotspot or JetPack.

B. Overview of tasks performed in nFORM

nFORM is designed to (1) support collection of all required performance measure data, (2) facilitate grant
recipients’ required quarterly reporting, and (3) help grant recipient staff track clients and document
services. Data should be entered into nFORM in real time so that it is accurate, up-to-date, and ready for
required reporting to ACF. This section provides a brief overview of the tasks that staff will complete in
nFORM. Module II provides more information about where to access this functionality in nFORM, as
well as where in the user manual to find step-by-step instructions for each function.

Initial grant recipient administration tasks. Staff from the nFORM Team at Mathematica established
an account for an initial site administrator at each grant recipient. Before serving clients, that site
administrator should create user accounts for the other grant recipient staff who will use nFORM,
customize nFORM to reflect each grant recipient service location and, if the grant recipient is conducting
its own evaluation, applicable treatment and control groups. Site administrators will also add service
providers and partner agencies to the system so that staff can access the service provider information to
refer clients to needed services.

Client intake tasks. At client intake, grant recipients will share a privacy statement so that each client is
aware of their data privacy rights, and then enter information about the client to create a client record. The
information entered at client intake includes the application date, the population for which the client will
be receiving services, and contact information. Additionally, grant recipients providing services to
couples will use the application form to link together each partner’s client record in nFORM. After the
grant recipient creates a new client profile, nNFORM will automatically generate a unique client

ID number.

Using nFORM, each new client will complete an applicant characteristics survey (ACS) at intake. This
survey collects such information as the client’s demographic characteristics, financial status, and family
status. Site administrators will assign a case manager to each client. If the grant recipient is conducting a
local evaluation, staff will record a client’s service assignment (treatment or control group) in nFORM
after the client completes the applicant characteristics survey. Module V provides more information about
who is considered to be a client for purposes of creating client records in nFORM.

Workshops and sessions management. Grant recipient staff will use nFORM to create workshops and
schedule workshop sessions. nFORM makes it easy to schedule sessions that recur for the required length
of the workshop and to track attendance of clients who are registered for sessions as well as clients who
drop in to sessions. nFORM also facilitates session cancellations, and rescheduling sessions to occur at
different dates and times.
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Service contacts, referrals, program supports, and incentives. Grant recipient staff will also use
nFORM to track individual service contacts (ISCs), referrals, and incentives provided to clients. For ISCs,
the grant recipient will enter information such as the length and location of each contact and issues
discussed during the contact. Case managers are responsible for noting what referrals a client receives and
if the client follows up on the referral. nFORM will remind the case manager to request this information.
Information on incentives includes the type of incentive and the reason for providing it to the client. Grant
recipients that serve couples will track participation at both the individual and couple levels.

Entrance and exit surveys. At the start of their first workshop, clients will complete an entrance survey,
and at the end of their last workshop (or 14 days after the entrance survey is completed if the program is
structured to last less than that), clients will complete an exit survey. These surveys ask clients questions
from five outcome domains: (1) parenting, co-parenting, and fatherhood; (2) economic stability; (3)
healthy marriage and relationships; (4) personal development; and (5) program perceptions. Grant
recipients are encouraged to contact their FPS with any concerns or requests about survey timing.

Table 1.1 below shows which surveys are administered in nFORM to each type of client population; all
surveys are available in nFORM in English and Spanish. Please note that when couples are served by
either FRAMEWorks or Fatherhood FIRE programs, each partner is surveyed separately.

Table 1.1. Client surveys by client population

Client population
FRAMEWorks programs

Adult individual Adult entrance and exit survey

Adult couple Adult entrance and exit survey
READY4Life programs

Youth entrance and exit survey

Fatherhood FIRE programs

Reentering individual Reentering fathers entrance and exit survey
Community individual (father) Community fathers entrance and exit survey
Community individual (mother) Community mothers entrance and exit survey
Community couple (father) Community fathers entrance and exit survey
Community couple (mother) Community mothers entrance and exit survey

Grant recipient staff will make sure clients are set up to complete the correct surveys. The surveys are
web-based for clients to complete on their own using a computer, laptop, or tablet. Administering the
surveys via the web allows them to be linked directly to nFORM and improves data quality. For example,
nFORM has skip patterns automatically programmed to direct clients to the right questions based on their
previous responses. Importantly, nFORM is programmed with audio computer-assisted self-interview
technology (ACASI). ACASI gives clients the option to listen to a recording of the questions and
response options with headphones, rather than having to read them on the screen. Program staff will
schedule clients’ completion of the surveys and also track each client’s completion in nFORM. Tracking
and administering surveys using nFORM is easy; surveys only become available to administer to clients
in their intended order of administration. The applicant characteristics survey must be completed by
clients first. The ability to generate a passcode for a client to access the entrance survey is not available
until after an applicant characteristics survey is submitted. Likewise, a passcode for a client to access their
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exit survey is not available until after their entrance survey has been submitted. nFORM automatically
accesses the versions of the entrance and exit surveys that match the population from the client’s record.
This means that clients will automatically get the survey that is tailored to them.

Program operations survey and narrative. Each quarter, program staff will use the nFORM system to
complete the program operations survey, which consists of questions about topics such as outreach and
recruitment of clients into the program; staff qualifications; and implementation challenges. Grant
recipients will also provide narrative answers to a set of questions to provide context for their program
operations. These two elements are part of the required reports described next.

Reporting. All grant recipients are required to collect and report on performance measures using the
nFORM system. ACF requires two types of reports: a semiannual Performance Progress Report (PPR)
and a Quarterly Progress Report (QPR). The QPR provides a subset of the information that is reported on
the PPR. Grant recipients are required to submit a report to ACF each quarter. The required reports
alternate between QPRs and PPRs; QPRs are due in January and July and PPRs are due in April

and October.

To produce the reports, grant recipients first complete the quarterly program operations survey. All of the
quantitative information for the reports is then generated at the touch of a button in nFORM. Grant
recipients then review the quantitative information to inform the narrative they draft using a template
provided in nFORM. After drafting the narrative, grant recipients should review the reports for accuracy
before submitting them to ACF.

Grant recipients can analyze the data in nFORM in other ways, including a query tool, a data export, and
operational reports which help grant recipient staff identify, for example, outstanding surveys to be
completed by clients.

Guidance on using nFORM. A number of informational resources about nFORM and performance
measures data collection are available on the HMRF Grant Resources Site. The resources site contains
links to this user manual, several training videos, a document describing data collection and logistics, a
data dictionary describing the variables included in the data export, guidance on seeking IRB approval,
and other resources. Grant recipients are encouraged to use these resources to learn how to use nFORM
and to find answers to their questions about using the system. In addition, the nFORM Team will host
regular office hours to highlight different nFORM functions and answer grant recipient questions.

Grant recipients may also reach out to the nFORM web help desk for technical assistance. A ticket
describing the grant recipient’s technical assistance need can be submitted on nFORM’s help page. Grant
recipients are encouraged to provide as much detail about their question as possible, including screen
numbers, device and browser specifications, and client ID numbers. Grant recipients, however, should
never include client personally identifiable information (PII), like client name, in a help desk request.

C. The BUILD Project

Mathematica is conducting the BUILD (Building Usage, Improvement, and Learning with Data in HMRF
Programs) project to support ACF’s learning agenda and enable the 2020 cohort of HMRF grant
recipients to measure their program performance and make data-driven decisions for program
improvement. In addition to enhancing and maintaining nFORM and providing training and technical
assistance to grant recipients, Mathematica will provide cross-grant recipient analyses to support ACF’s
performance monitoring and reporting and to advance understanding of HMRF programs, services, and
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outcomes. Mathematica obtained an exemption from the Health Media Lab Institutional Review Board to
analyze grant recipients’ nFORM data for these analyses, without specific consent from grant recipient
clients to do so.

D. Keeping data confidential

Some of the information collected and stored in nFORM is considered confidential or sensitive. nFORM
will include some PII. PII is information that can be used on its own or in combination with other
information to identify an individual. PII in nFORM includes clients’ contact information and aspects
about clients’ involvement in the HM or RF program. (However, no Social Security numbers will be
recorded in nFORM). Additionally, some of the performance measures are sensitive questions on topics
including financial history, domestic violence, and children’s names/initials. The security features of
nFORM help protect the confidentiality of client information.

Mathematica has deployed the nFORM 2.0 system to the Amazon Web Services (AWS) cloud which is
FedRAMP-certified to ensure effective, repeatable cloud security. Safeguards that will be used to protect
sensitive data stored within the nFORM 2.0 system are consistent with the Privacy Act, the Health
Insurance Portability and Accountability Act, the Federal Information Security Management Act
(FISMA), and National Institute of Standards and Technology security and privacy standards.
Identifiable data will be encrypted at all times (in transit and at rest) using cryptographic modules that are
compliant with Federal Information Processing Standard 140-2, and will be securely deleted from the
system when no longer needed. Access to the nFORM system will be controlled via multifactor
authentication mechanisms and will be limited for both grant recipient and Mathematica staff. A grant
recipient will only be able to view and report data for its own program.

In addition to these nFORM-specific procedures, Mathematica has extensive corporate administrative and
security systems to prevent the unauthorized release of personal records, including state-of-the-art
hardware and software for encryption that meets federal standards, other methods of data protection (e.g.,
requirements for regular password updating), and physical security that includes limited key card access
and locked data storage areas. Mathematica also requires every employee to sign a pledge to protect the
privacy of data and client identity, and breaking that pledge is grounds for immediate dismissal and
possible legal action.

E. Reporting security incidents

Grant recipients should immediately report suspected or confirmed cases of unauthorized nFORM access.
Examples include sharing user accounts, allowing unauthorized individuals to access nFORM and view
client data, usernames and passwords being obtained by someone other than the user, and changes made
to a user account’s multifactor authentication process settings without the user’s knowledge. Grant
recipients should be careful not to include PII when reporting such incidents; client ID numbers or other
references can be used.

Grant recipient staff should immediately report suspected or confirmed nFORM-related security incidents
to a site administrator at their organization. The site administrator should immediately report the issue to
Mathematica by completing a help desk ticket as described in Module II. Grant recipients should also
inform their own IRB of any security incidents, as applicable.
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Il. Introduction to nFORM Functions

nFORM is designed to help users easily navigate through the system as they complete case management
and reporting tasks. Icons are used to identify each nFORM function, and every nFORM screen is labeled
with a screen number that users can reference should they have specific questions requiring assistance.
nFORM screen numbers are generally in the upper left or lower right of a screen. In addition, consistent
design elements guide grant recipients through the system. These include:

e C(Clearly labeled buttons such as m are used throughout nFORM.

e The tool tips icon @ displays field definitions and information on using the system. Users simply
hover their cursor over the icon to view the information.

e Red asterisks are included throughout nFORM to indicate required fields.

e Important messages and instructions appear in italics indicating, for example, if a user tries to save a
form with information missing from a required field.

e Plus and minus sign buttons allow users to expand (plus sign) or collapse (minus sign) an information
table.

e Arrow buttons allow users to change the order of search results by ordering results either
alphabetically or numerically (ascending or descending).

e (Calendar functions allow users to quickly select dates for entry. Users can also type in dates using the
MM/DD/YYYY format.

A. Navigating through nFORM’s main functions

nFORM’s Home Page (screen H1, below) displays a description of the system’s functions. The nFORM
2.0 logo appears on the top left of the page; users can click on this logo anywhere in nFORM to be
directed back to the home page. The grant recipient’s name is displayed across the top of the page, and
the user’s name is displayed on the top right. At the bottom of the page is an Office of Management and
Budget notice in compliance with the Paperwork Reduction Act, and a notice advising users to not enter
dummy, mock, fake, or fictitious data in nFORM as this may cause inaccuracies in the required federal
reports produced by nFORM.

The header of the Home Page displays nFORM’s six main tabs, which correspond to the main functions
of nFORM. These tabs are: Clients, Workshops, Service Providers, Reports, Settings, and Help. These
tabs appear at the top of every screen in nFORM. Links to these tabs also appear at the bottom of

every screen.

Access to each nFORM tab is determined by the user’s level of access to nFORM; users will not see the
tabs that they do not have permission to access. The types of nFORM user accounts and the levels of
nFORM access are described further in Module IV. Further, the beginning of each module states which
types of nFORM users have access to the functionality described in that module.
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Q E |M o o Hello, test userd97@mpr.com!
Information, Family Outcomes, Reporting, '

and Management

Clients ~ Workshops  Service Providers Reports  Settings Help

The Information, Family Outcomes, Reporting, and Management (nFORM) system is used by Healthy Marriage and Responsible
Fatherhood (HMRF) grantees to collect, store, and analyze program and client data and to produce required grant reports for the
Administration for Children and Families. HMRF grantees use nFORM to collect information about program operations (including outreach
and recruitment activities, enroliment, staff qualifications and training, staff supervision and observations, and implementation challenges);
client participation (including case management activities, workshop attendance, and referrals); and client characteristics and outcomes
(including an applicant characteristics survey and program entrance and exit surveys).

PAPERWORK REDUCTION ACT OF 1995 (Pub. L. 104-13) STATEMENT OF PUBLIC BURDEN: The purpose of this information collection is to support program performance
monitoring and program improvement activities for Healthy Marriage and Responsible Fatherhood programs. Public reporting burden for this collection of information is estimated
to average 2 minutes per response, 30 minutes per client total, including the time for reviewing instructions, gathering and maintaining the data needed, and reviewing the
collection of information. This is a voluntary collection of information. The answers you give will be kept private. An agency may not conduct or sponsor, and a person is not
required to respond to, a collection of information subject to the requirements of the Paperwork Reduction Act of 1995, unless it displays a currently valid OMB control number.
The OMB # is 0970-0566 and the expiration date is 04/30/2024. If you have any comments on this collection of information, please contact Hannah Mcinerney at
nform2helpdesk@mathematica-mpr.com

Clients Workshops Service Providers Reports

© 2022 - nNFORM 2.0 - Information, Family Outcomes, Reporting and Management H1

Following is a brief description of each tab, the tasks that can be completed within that tab, and the
module within this user manual that provides more detailed steps on the nFORM functionality within
that tab.

e On the Clients tab, grant recipient staff can enroll new clients and record, view, and edit important
information about clients such as client contact information; client status; service contacts, referrals,
and incentives; and workshop participation. Grant recipient staff can also assign case managers to
clients and access surveys for completion by clients. Modules V, VI, and VII describe functionality
within the Clients tab.

e On the Workshops tab, grant recipient staff record, edit, and view details about the workshops
offered by their program. The Workshops tab includes creation of workshops, session series, and
session occurrences; scheduling and rescheduling workshop sessions and occurrences; registering
clients for workshops; and tracking session attendance. Module VI describes the functionality within
the Workshops tab.

e QGrant recipient staff use the Service Providers tab to add, edit, and view the service providers to
which clients can be referred, the service provider’s contact information, and whether the service
provider is a partner agency (an organization with which the grant recipient has a partnering
agreement such as a memorandum of understanding [MOU]). Module III describes functionality
within the Service Providers tab.

e QGrant recipients will use the Reports tab to record information about program operations, create
reports, and analyze performance measures data. The Reports tab includes the program operations
survey and progress narrative; creation of required ACF reports; operational reports; and the query
tool. Module VIII describes the functionality within the Reports tab.
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e QGrant recipient staff use the Settings tab to add, edit, and view grant recipient locations, service
assignments (for grant recipients conducting their own local evaluations), and user accounts. Modules
IIT and IV describe functionality within the Settings tab.

e QGrant recipient staff may use the Help tab whenever they have questions about using nFORM that are
not addressed in this manual. The Help tab guides grant recipient staff through the process of
submitting inquiries to the nFORM Help Desk. The HMRF Grant Resources Site also provides links
to this nFORM User Manual and other useful resources for grant recipient staff. Users should
periodically clear their cached images and files to see the new versions of nFORM resources on
the resources site. A phone number is listed on the nFORM help page for grant recipient site
administrators to call should they experience any nFORM log-in issues.

B. Getting started: Logging into nFORM

Each person who uses nFORM must have their own user name and password to access the system. The
user name is the user’s email address; grant recipient staff or partner agency staff must never share a user
name to access nFORM. Mathematica created a user account for an initial grant recipient site
administrator. That site administrator is responsible for configuring grant recipient locations, service
providers, and other information in nFORM (see Module III), and creating and managing individual staff
accounts for all other nFORM users at the grant recipient (see Module IV).

nFORM requires a multifactor authentication process at log in to help protect the security of the data
stored in the system. The first level of authentication is entering the user name and password. The second
level of authentication is a phone call or text message process using a ten-digit phone number (no
extensions). Please note that using a phone number for a landline phone limits a user from accessing
nFORM outside of their office. Using a cell phone number provides users with more freedom to access
nFORM from various locations. Cell phone users must be in an area with adequate cell phone reception to
receive verification phone calls or text messages in a timely fashion.

New user accounts will be created with the new user’s preferred authentication method (text message or
phone call). Based on that preference, the user will receive either a text message or telephone call each
time they log in to nFORM. Users can change the preferred multifactor authentication method at any time
by logging into nFORM and modifying their user profile.

Once a user account is set up, the nFORM user will receive an account creation email with an invitation
to use the system. Users click on the link in the email to validate their email address. The email address
serves as the user name and is not case sensitive. Users are then prompted to create a secure, case-
sensitive password that is at least eight characters long and contains at least one letter, one number, and
one special character (such as !, @, #, $, or %). After the password is created, the link in the account
creation email will no longer be valid. Users are also required to reset their passwords every 60 days.
Upon logging into nFORM following the password expiration, users will receive notification to change
their password.
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II.B.1  Login process (screen G0)

To log in to nFORM, open your web browser and go to the nFORM URL, which opens the nFORM Log
In page. To easily access nFORM, grant recipient staff should bookmark this URL on their computers:
https://hmrf-nform.acf.hhs.gov/nFORM

Login 0 el D
Information, Family Outcomes, Reporting, -
and Management
Login
Unauthorized access is prohibited. You must have a valid username and password to use this site. When accessing nFORM 2.0 you
should use a currently patched operating system and web browser It is recommended that you use the latest patched version of Google
Chrame or Microsoft Edge
1. Users are accessing a U.S. Government information system;
2. Information system usage may be monitored, recorded, and subject to audit;
3. Unauthorized use of the information system is prohibited and subject to criminal and civil penalties; and
4. Use of the information system indicates consent to monitoring and recording
[J 1 agree to these terms and conditions
User name |
Password
Login @
Forgot your password?
© 2022 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management G0

Read the disclaimer and check the box to agree to the terms and conditions. Enter your username (email
address) and password and then click on the “Log in” button to begin the multifactor authentication
process. Depending on the authentication method selected, a screen message will indicate that the system
is either calling or texting your phone. An example message (text message authentication method) is
shown below.

You will then receive either a text message or a phone call. For telephone calls, users must answer the
phone, listen to the six-digit code read in the automated message, enter that code into the “Verification
Code” field on the nFORM screen, and click the “Verify code” button to complete the log-in process. The
automated message will repeat the six-digit code 3 times. For text messages, users will be sent a message
containing the six-digit code, enter that code into the “Verification Code” field on the nFORM screen, and
click the “Verify code” button to complete the log-in process. Users must complete this authentication
process within four minutes of clicking on the Log In button, or the six-digit code will expire.
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Login
“8 @Help

Information, Family Outcomes, Reporting,

and Management
Log in
Unauthorized access is prohibited. You must have a valid usemame and password to use this site. When accessing nFORM 2.0 you
should use a currently patched operating system and web browser. It is recommended that you use the latest patched version of Google
Chrome or Microsoft Edge.
For added security we need to further verify your account.
We're texting your phone now. In the box below, please enter the six-digit verification code sent to your phone and click the Verify Code
button to continue.

Verification Code
Verify Code
© 2022 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management GE
Text Message Phone Call
Verizon & @ 91% mm ol Verizon 9:42 AM @ 92% - il Verizon & & 12:38 PM @ 73% mm)
< )
223-95> (813) 544-7316

9:472

Friday, November 9 nFORM security code: 792169

Remind Me Message

Press home to unlock

o +r OPOO - €

If you do not receive a telephone call or text message, ask a site administrator to review your
telephone number for accuracy. If text messaging is selected as the multifactor authentication method,
confirm that the telephone number associated with the account is a mobile phone number that receives
SMS messages. Using a cell phone for multifactor authentication—either through text messaging or
calling—requires good quality cell phone reception in the location where users access nFORM. If cell
phone service is poor, users may not receive the text message for authentication or it may be delayed. If a
site administrator confirms that the correct telephone number is listed on the user’s account and the user is
not receiving the text message, poor cell service is likely resulting in the text message not coming through
in a timely manner or at all. In these cases, consider changing to the telephone call method or using a
landline phone.
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nFORM will automatically log users out after 15 minutes of inactivity. Activity in nFORM means saving
a screen or navigating to a new screen. Note that typing is not considered an activity in nFORM. A pop-
up message will appear in nFORM when there is one minute left before being automatically logged out.

You will be automatically logged out of nNFORM in 57 seconds and any unsaved
changes will be lost. To stay logged in, click ‘OK' and resume work in nFORM.

OK

1 Y [ 22 @ Help

Infarmision, Family Dulcomes, Reporting,
and Managemeant

and

Log in
@ 'Your zezsion has timed out due fo inactivity. Pleaze log in again to continue

Unauthorized access is prohibited. You must have a valid usemame and password to use this site. When accessing nFORM, you should
use a currently patched operating system and web browser, It is recommended that you use the latest patched version of Chrome due to
the numerous security threats involving Intemet Explorer

DISCLAIMER

1. Users are accessing a U.5. Governmeni information system:

2. Iinformation system usage may be monitored, recorded, and subject to audit;

3. Unauthorized use of the infermation sysiem is prohibited and subject to ciminal and civil penalties; and
4. Use of the information system indicates consent to monitoring and recording

1 agree to these terms and conditions

User name
Password
Login (@
£ 2021 - nFORM 2.0 - Information, Family Cutcemes, Reporting and Management G0

To log off nNFORM at any time, click the “Log off” button located in the top right corner of any
nFORM page.

II.LB.2  Forgot your password?

If you forget your password, click on the “Forgot your password?” link on the Log in page (G0). You will
be prompted to enter your user name to receive an email with a link to reset your password. You must
complete the password reset within 15 minutes of receiving the email or the link will become inactive. If
that occurs, repeat the procedure to have an active link resent to your email.

If you enter the wrong password five times within a single 24-hour period without successfully logging
in, your account will be deactivated and you will no longer be able to log in. After each unsuccessful log
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in, nFORM will remind you how many attempts remain before you will be unable to log into the system
without support from a site administrator.

If you exceed the maximum number of login attempts, contact your site administrator to reset your
password. You will then receive an email with a link to create a new password. You must click on the
link within 15 minutes of receiving the email or the link will become inactive. Check your SPAM folder
if you do not receive the email to reset your password.

Lol @ Help

Information, Family Outcomes, Reporting,
and Management

Log in

Unauthorized access is prohibited. You must have a valid username and password to use this site. When accessing nFORM 2.0 you
should use a currently patched operating system and web browser. It is recommended that you use the latest patched version of Google
Chrome or Microsoft Edge

DISCLAIMER

1. Users are accessing a U.S. Government information system;

2. Information system usage may be monitored, recorded, and subject to audit;

3. Unauthorized use of the information system is prohibited and subject to criminal and civil penalties; and
4. Use of the information system indicates consent to monitoring and recording

[J1agree to these terms and conditions

« The user name or password provided is incorrect.
¢ 4 log-in attempts remaining.

User name testuser82@mpr.com

Password

Log (2]

-

-orgot your password?

© 2022 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management G0

C. Seeking technical assistance (screen HD1)

Grant recipients can request technical assistance regarding the nFORM system and
o performance measures by completing a help desk ticket in nFORM under the Help tab. Grant
recipient users should contact the site administrator who set up their account for assistance
= with log-in issues; site administrators have the authority and tools to address log-in issues. All
other types of inquiries can be submitted to your Family Assistance Program Specialist (FPS).
Grant recipients are encouraged to review this manual and the other informational resources
available on the HMRF Grant Resources Site before submitting a help desk ticket.

Site administrators, case managers, and general user account types can all submit help desk tickets and
access the informational resources that are available on the HMRF Grant Resources Site. Grant recipient
staff are encouraged to raise questions with a site administrator at their grant recipient before submitting a
help desk ticket.

II.C.1  Getting help with log in issues

If a user is unable to log in to nFORM, the grant recipient site administrator should first ensure that the
user’s account is active, and that the correct phone number for the multifactor process is recorded on the
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user’s profile. In addition, the user’s password can be reset. If a user is still unable to log in, the site
administrator should submit an inquiry through the nFORM Help Desk or, if necessary, call
Mathematica’s nFORM Log In Help Line at: 844-619-6841. The Help Line is available during regular
business hours (Eastern time), excluding Federal Holidays. If you leave a voicemail, we will respond as
quickly as possible.

To ensure timely response to technical assistance questions, the nFORM Log In Help Line should only be
called for help with logging into nFORM. All other inquiries about nFORM and performance measures
should be submitted by completing a help desk ticket in nFORM.

II.C.2  Submitting an nFORM help desk ticket

Any nFORM user may request technical assistance regarding the nFORM system and performance
measures by completing a help desk ticket in the Help tab (screen HD1). To begin, use the dropdown
menu to select the category that best fits your nFORM system or performance measure inquiry. A
description of each category and the relevant nFORM User Manual modules appear in the following
table I1.1.

Please review the applicable section of the manual, the other informational resources, and the
training videos before submitting a help desk ticket.

Table Il.1. nFORM help desk categories

Category Description

Client intake/services Module V of the nFORM User Manual describes client enrollment; Module VIl describes
client case management. If submitting a ticket, please include the nFORM screen
number(s) and Client ID number(s), as applicable.

Client surveys/ Modules V and VII of the NnFORM User manual and the Performance Measures and
performance measures Data Collection Logistics manual describe client survey administration using nFORM;
the HMRF Performance Measure Sources manual describes the performance measures
on each survey. If submitting a ticket, please include the specific measures(s) if you
have questions about the constructs and domains. If you have questions about survey
administration, please include name of the survey, survey questions and/or pages,
screen number(s), and Client ID number(s), as applicable.

Workshops Module VI of the nFORM User Manual describes workshops and sessions. If submitting
a ticket, please include the screen number(s), as applicable.
QPR/PPR reporting Module VIl of the nFORM User Manual describes QPR and PPR reporting. If submitting

a ticket, please include the nFORM screen number(s), report type/item, and reporting
period, as applicable.

Query tool Module VIl of the nFORM User Manual describes the query tool. If submitting a ticket,
please include the dashboard or tab name, variable(s), and time options, as applicable.

Operational reports Module VIII of the NFORM User Manual describes the operational reports. If submitting
a ticket, please include the nFORM screen number(s) and report name(s), as
applicable.

Service providers Module Il of the nFORM User Manual describes adding and editing service providers. If

submitting a ticket, please include nFORM screen number(s), as applicable.

Settings/user accounts Module Ill of the nFORM User Manual describes nFORM settings and Module IV
describes adding and editing user accounts. If submitting a ticket, please include
nFORM screen number(s), as applicable. Please provide information on user accounts
that have been deactivated or locked, as applicable.
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Category Description

Security incident Site administrators should use this category when reporting an nFORM-related security
incident to Mathematica. Immediately report suspected or confirmed cases of
unauthorized nFORM access. Examples include sharing of accounts and allowing
unauthorized individuals to access nFORM and view client data. Please provide a
description of the incident and information on affected user accounts, as applicable.

Miscellaneous nFORM users may submit all other types of inquiries through this category.

When you submit an inquiry, please include the information specified in the text box on the screen so that
someone from Mathematica can assist you as quickly and fully as possible. It is helpful to include the
screen numbers associated with the issue, example client IDs associated with the issue (if applicable), and
a thorough description of the issue. Importantly, do not include personally identifiable information,
such as client names, in a help desk ticket or any email.

4
View nFORM 2.0 Resources \CQ| \ View CQI Resources
e /

Help Desk Instructions

To begin, use the drop down menu to select the category that best fits your nFORM system or performance measure inquiry. For each category, we identify the relevant modules in
the nFORM User Manual. Submit a help desk ticket, if needed, after reviewing the nFORM User Manual and performance measures resources. When you submit an inquiry,
please include the information specified in the text box below so that we can assist you as quickly and fully as possible

Select a category Client intake/services v

@ Module V of the nFORM User Manual describes client enroliment; Module VII describes client case management. If submitting a ticket, please include the nFORM screen

number(s) and Client ID number(s), as applicable.

Do not include any personally identifiable information about any clients in the help desk request.

Screen number(s)

Client ID:
Description
Submit Request
Clients Workshops Service Providers Reports Settings Help
© 2022 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management HD1

After your ticket is submitted, a green box will appear confirming the submission. You will receive a
response to your inquiry via email. Be sure to check whether emails are in your SPAM folder.

" Thank you for your inquiry to the nFORM Help Desk. Our hours of operation are Monday through Friday from 9AM-5PIM EST, excluding federal holidays. We will
respond fo all emails and calls as soon as possible
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lll. Grant recipient Administrative Functions

Typically the data manager at each grant recipient will have a site administrator account and will use the
Settings and Service Providers tabs to set up nFORM to reflect the grant recipient’s configuration,
including adding the names of all grant recipient office locations, adding service providers to which the
grant recipient refers clients, and creating all the nFORM user accounts for the grant recipient. The
Settings tab is also where site administrators will add service assignment categories (research groups) if
the grant recipient is conducting its own local evaluation.

All site administrators can perform grant recipient administrative functions in nFORM. Case managers
and general users can manage the service provider directory if a site administrator has provided their
account with that permission.

A. Grantee configuration (screen G1)

The site administrator will use the grantee configuration page under the Settings tab to add, edit,
and view grant recipient locations and service assignments (if the grant recipient is conducting
its own local evaluation). If a grant recipient is not conducting a local evaluation, the service
assignments table will not display.

=.= E E M a 0 Hello, testuser13@mprcom!
- [~

Clients Waorkshops Service Providers Reports Setfings Help

Information, Family Dutcomes, Reporting,
and Management

Grantee Configuration

Grantee Locations
View Location +  Additional information +
[ Qview | Location G151
[ Qview | Location G152
[ Qview | Location G153
[ Qview | Location G154
- Testing Center 600 Alexander Park Drive
Princeton, NJ 05540
Q) iew Westfield High School 72 Main Street
Mew York, NY 10002
6 Record(s)
View Service Name % Service Category s Description =
1 Mo Services Conirol Group Ceonirol (NO Services Provided) Graniee 1 Control Group that is not receiving services
=1 Services Control Group Conirol (With Services) Graniee 1 Control Group thal is receiving some services
G1 Treatment Group Treaiment Graniee 1 Treatment Group
- Treaimeni 2 Treatmeni All services
4 Record{s}
Clients Workshops Service Providers Reports Seftings Help
© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporfing and Management G1
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B. Grantee locations (screen G2)

Grant recipients that serve clients in multiple office locations can record an nFORM user’s primary
location and the location where a client will be receiving services. Location is an optional field that allows
grant recipients to track data by grant recipient location; however, it does not limit any functions within
nFORM. Recording the grant recipient location in the client’s Application Form allows grant recipients to
view their program’s enrollment by grant recipient location in the query tool. Case managers at a
specified location are still able to view all clients for their grant recipient, regardless of their location.

Select the +Add Location button in the Grantee Locations field to open the Add/Edit Grantee Location
screen (G2). Enter the name of the grant recipient location in the Location text box and any applicable
information in the Additional Information box; select the Save button to complete this process.

To edit details about existing grant recipient locations, select the View button next to the relevant location
in the Grantee Locations table. This opens the Add/Edit Grantee Location screen (G2). Select the Edit
button to change the name of the grant recipient location and then click the Save button.

2. Add/Edit Grantee Location

* Indicstes required fieldi=)

* Location Location - MNew2

If a grant recipient location has been created in error, site administrators can delete the location in
nFORM by selecting the Delete button. nFORM only permits the deletion of grant recipient locations that
are not referenced in any other record in nFORM. Grant recipient locations should only be deleted if
created in error; deleting a grant recipient location means that it will no longer appear in the
Grantee Location dropdown menus in nFORM. For example, it will no longer appear as an option on
the application form.

G2. Add/Edit Grantee Location

ndicates required field(s

~

* Location Location - New2

C. Service assignments (screen G3)

For grant recipients conducting their own local evaluations, site administrators can add service
assignments to nFORM and view the available service assignments on the Grantee Configuration page
(G1). The service assignment function enables staff to assign clients to the appropriate service categories
after their client record is created.
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Site administrators will identify the service name, which is the grant recipient’s selected name for a
specific research group; the applicable service category (Treatment, Control Waitlist (With Services),
Control Waitlist (NO Services Provided), Control (With Services), or Control (NO Services Provided);
and a brief description of the service and how it differs from others to which clients may be assigned. The
service assignment names have a 500 character limit. Site administrators can create as many service
assignments as needed in nFORM. Note that clients assigned to the Control Waitlist (NO Services
Provided) and the Control (NO Services Provided) service assignments will not have the Service History
or Workshops/Sessions tabs appear in their client profiles and they will not appear in the list of eligible
clients for registering clients for session series and for recording attendance.

Select the +Add Service Assignment button in the Service Assignments table on the Grantee
Configuration page (G1) to open the Add/Edit Service Assignment screen (G3). When all three fields are
completed, select Save to add the service assignment to nFORM.

To edit service assignment information, select the View option on the Grantee Configuration page to open
the Add/Edit Service Assignment screen (G3). Click the Edit button to modify the information or delete
the service assignment. Service assignments may be deleted by site administrators only when the service
assignments are not referenced in any other record in nFORM. After clicking the Delete button to remove
the service assignment, a message will appear asking for confirmation of the deletion. Service
assignments should only be deleted if created in error; deleting a service assignment means that it
will no longer appear in dropdown menus in nFORM.

G3. Add/Edit Service Assignment

* Indicates required field(s)

* Service Name

* Service —Select zervice category ﬂ
Category

* Description of
Service to be
Provided

D. Service providers (screens G4 and G5)

Grant recipients will use the Service Providers tab as a directory of the agencies and
organizations to whom they refer clients for services. After service providers are added to
nFORM, users can navigate to the Service Providers tab to search for a provider by type
of services or the name of the provider. Users can also choose to display all service
providers that have been added to the grant recipient’s directory.
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Add and edit service providers. Site administrators can add and edit service providers that appear on the
Service Providers tab. Other users can perform these functions if a site administrator has given them that
permission in their user profile.

Before adding a new service provider, search the directory on the Service Providers tab (G4) to see if a
record for the provider already exists. There is no duplicate detection process for service provider entries
in nFORM. Grant recipients are responsible for keeping their service provider directory up-to-date and
free of duplicate entries.

:.% Q ﬁ |M Q 0 Hello, testuser13@mpr.com
Information, Family Outcomes, Reporting, .
and Management

Clients Workshops Service Providers Reports Setlings Help

Service Providers

@ Search Criteria

Name

Services L
w Clear Criteria
+ Add Service Provider Items per page 10 v
Clients ~ Workshops  Service Providers — Reports Seftings  Help
@ 2021 - nFORM 2.0 - Information, Family Cuicomes, Reporting and Management G4

If no existing record for a service provider is found, add a new service provider to the system by selecting
the +Add Service Provider button on the Service Providers tab (G4); this will open the Add/Edit Service
Provider screen (G5).

Enter the service provider’s name and website (if available) in the top section of screen G5. The Name
field has a 500 character limit. Complete the check box if the service provider is a partner agency; a
partner agency is an organization with which a grant recipient has a partnering agreement, such as an
MOU. In the second section of the Add/Edit Service Provider screen, enter a physical address and mailing
address (if different) for the service provider. Enter key personnel in the highlighted area that follows,
including their contact information. Use the check box to indicate the primary contact for the service
provider. Each service provider must have at least one contact name. If a primary contact is unavailable
for a service provider, enter a placeholder, such as “TBD” or “Front Desk.”
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G5, Add/Edit Service Provider

Incwcates requancd

] Check here if provider iz a partner agency &

* Mame
Website
Physical Location Mailing Address
Street (Line 1) Street (Line 1)
Street (Line 2) Street (Line 2)
City City
State [¥] Zip State ¥ Zip

Key Personnel

Contact #1
FPhorne or emai is required
* First Name Phone
* Last Name Email
[ Check if Primary Contact
© Add Contact

Select the +Add Contact button to add as many contacts as needed. Contacts can also be removed by
selecting the —-Remove Contact option.

Next, scroll down on the Add/Edit Service Provider screen to the Services Provided section and check all
the services offered by the service provider. Additional information about some service categories can be
viewed by hovering your cursor over the tool tips icon.

Mathematica® Inc.
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* Services Provided (Check all that apply

Aszaccmant JobdCaresr Advanosment
O Comprefenshe Assexcment O Car=srplanning
[ Empicyment'Job Resdness [0 Empicyment r=sources &
[ Other Tangeted Assessment O Job search assistance @

[0 Fesumes dessiopment
Chilld Bupport'Cuctody e abion

[ Estanilshimodly chiid support order [ Laial Assitancs Rnfarrel

[] Estsniishimaosty chid viststion orer
Heatthianisl Health Bupport

O MedicalTentalilVeliness.
[0 Mental Healih Raterral
[ Substance Abuse Refemrs

[0 Heaith insumnce

[ Estabilshimodty chiid cusiocy oder
[ Estabilshimodify pan=ning pian

O Child suppart amearages scsisiance
[] Estabilsh pai=miy

O Couple mesiaticn

[ Pamniing @

O Child Walfars Esrviosc Imeolvement &
Eoolul carviosc Emargancy neadc

[0 Domectio Vicksnosintimats Pariner Viclenos [ HeusngRent Assistance
b [ Coikdzars Assmtance
O Fimanolal Counsaling O CHothing (net joio related) &
Edwssation [ Fubiic assistanc='weifare @
[ English for Epeakers of Cther Languages 0O Food Assistanos
B8O i [ Ot driver's lcensaistate Dbt
[ Senzml Educationsl Development (SED) mAiz st T e ing SosumEes
[ UoensureiCertficsfon [spechy [0 Cther scclal servcEsEmEMEncy nescs

ispecity)
[ Other Education (spedfy)

[ Healthy Marrage and Reletionchin Edunetion

Esrvioec
[0 Family Theragy/Councaling Radsrral o

[ wiher Refermal (specity)

[ Youth cenvioss (cpacify)

O Chisoic hens fo Indioate Inaokhe

B -

After entering all relevant information for a service provider, select Save to add the service provider
to nFORM.

To view or edit information for an existing service provider, click on the View button next to the
applicable service provider on G4 to open the Add/Edit Service Provider screen. Click the Edit button to
modify information about the service provider and then click Save to save all of the changes made. You
can also mark a service provider as Inactive on this screen; this will indicate to all grant recipient staff
that the grant recipient is no longer referring clients to that service provider. Scroll to the bottom of the
page and select the check box to indicate the service provider is inactive.

Site administrators may delete service providers only when the service providers are not referenced in any
other record in nFORM. After clicking the Delete button to remove the service provider, a message will
appear asking for confirmation of the deletion.

Service providers should only be deleted if they were created in error because the deletion removes
the service provider as an option to be selected in other areas of nFORM. If your grant recipient is no
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longer referring clients to a service provider, but the service provider is already referenced in other
nFORM records, check the box to mark the provider as inactive rather than deleting the service provider.

Find service providers. After service providers are added to nFORM, users can easily search for a
specific service provider by its name or by selecting a category of service on the Service Providers
tab (G4).

After entering a name and/or selecting a service category from the dropdown menu, select the Search
button to display the service providers that match the search criteria. After you enter search terms into the
Name field (for example, “Goodwill”), service providers with the search term anywhere in their name
will display. Selecting a type of service from the Services dropdown menu will return all service
providers that offer the selected service. Clicking Search without entering any text in the name field or
selecting a service category will return all service providers for your grant recipient.

You can sort the returned results by service provider name, types of services, contact name, phone
number, email address, and whether the service provider is a partner agency by using the arrow button
next to each column heading.

and Management

:.= E E M 0 o Hello, testuser13@mpr.com!
Information, Family Outcomes, Reporting, -

Clients Workshops Service Providers Reporls Settings Help

Service Providers

@ Search Criteria

Name
Services v
Clear Criteria
+ Add Service Provider items per page 10 v
Partner
u . Contact . . Agency
View Name ¥  Services i ~ Phone > Email hd -
V'8 1RF Agency  Establish/modify child visitation order. Establish/modify parenting Tom (111) 222-3333 ext. 19389  t_primary@webmail.com Yes
1 plan, Other Education (specify) Primary
RUEIN  1RF Agency  Employment/Job Readiness Lisa (101) 579-8282 |_primary@webmail.com
2 Primary
218 1RF Agency  Comprehensive Assessment, English for Speakers of Other David (454) 564-6487
3 Languages (ESOL), Establish/modify child visitation order, Food Ramirez

Assistance, Job search assistance, Legal Assistance Referral,
Iental Health Referral, Other social services/emergency needs
(specify}
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IV. Adding and Editing nFORM User Accounts

Grant recipient site administrators add nFORM user accounts for grant recipient staff in the
Settings tab by opening the Users page (U1). On the Users page, site administrators can create
new user accounts, edit existing user permissions, reset passwords, deactivate, and lock user
accounts for users within their own grant recipient. The Users page also lists each user’s last
name, first name, user type, user name, grant recipient location, whether the account is currently active,
whether the user has permission to view the Query Tool, and whether the user is from a partner agency.
Site administrators can filter for users based on grant recipient location, first and last name, and user type.
By default, inactive users are hidden on the page, but can be viewed by clicking the Show Inactive Users
button. Site administrators can sort the users listed on this screen by any of the columns, and view a user’s
profile by selecting the View button to the left of the user’s name. Site administrators are the only
nFORM users with this account management functionality; all other users manage their own

accounts only.

Users

@ Filter Criteria

Grantee Location All Locations ~
Last Name User Type &F User Types w
First Name [ Show Inactive Users

Clear Criteria

+.Add User ltems perpage 10 W
First Hame Grantee Location Active Guery Tool Permission  Partner
View Last Hame = = | User Type *  User Name * = P Py s
0, View Case Managser Marybath Case Manager testuzers3@mer com ¥ ¥ N
- Case Manager Test Case Manager testuser24@mer.com ¥ N ¥
- General Marybath General iestuser43@mpr.com Y M M
- General Matt Zenerzl testuser1 T4@mer.com ¥ N N
- Site Admin Matt Site testuser103@mprcom Location G251 ¥ ¥ N
Administrator
Q View Site Marybath Sits testuser108@mpr.com Y N N
Adrrinistrator Adrninistrator
- Sitz Marybathil Site testuserEZ@mpr.com Y ¥ N
Administrator Administratar
- Testid Test!d Sitz Jun.ypark@pgmail.com Y N N
Administratar
- Walenzusla James Sitz JJalenzuslz@mathematica- ¥ N N
Administrator mpr.com
9 Recard(s)

Mathematica® Inc.

22



nFORM 2.0 User Manual

Site administrators are the only users who can add and edit user accounts for their grant recipient under
the Settings tab.

Mathematica created a user account for an initial site administrator at each grant recipient. That site
administrator is responsible for creating and managing individual staff accounts for all other users at the
grant recipient.

Access to nFORM functionality and information in the system is determined by user type and
permissions. That is, users have expanded or restricted access to the system based on the type of account
they are assigned and the permissions provided by the site administrator.

Site administrator accounts have the capability to input data, view client-level data, and perform
administrative functions. Case manager accounts have the ability to input data and view client-level data.
General user accounts have the most restricted access to nFORM functionality; general users can input
data and view limited client-level data, such as searching to see if a client is in the system. Site
administrators select the appropriate user type when creating a new account.

Site administrators can provide case managers and general users with additional permissions in the user’s
profile. Site administrators do this by checking a box next to the permission(s) they want to give to the
user. If a permission is selected, the user has additional functionality or access to information in nFORM.
The user permissions are:

e (Case Manager Assignment, which allows users to assign case managers to clients.

e Enrollment, which allows users to enroll new clients and edit enrolled clients’ information.

e Query Tool, which allows users to view the Query Tool. This permission is limited to three active
user accounts for each grant recipient.

e Service Provider Management, which allows users to add and edit service providers.

e Sessions Series Management, which allows users to add and edit session series.

The following Table IV.1 lists each type of nFORM user and each user’s access to specific nFORM
functions.

Table IV.1. nFORM functionality by user type

Grant Recipient User Roles

Site Case
Tasks Administrator Manager
User Management: Other People’s Accounts
User List Yes No No
Add, Deactivate, and Lock Users Yes No No
View and Edit User Profiles Yes No No
Reset Passwords Yes No No

User Management: Own Acccount
View and Edit User Profile

Self

Change Password

Self

Client Management
All Clients List

My Clients List

No
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Grant Recipient User Roles

Site Case
Administrator Manager
Add/Edit Client Application Yes Yes Optional
Add/Edit Client Program Info (Individually and in bulk) Yes Yes Optional
View Client Profile Yes Yes Optional
Generate Survey Passcode (Individually and in bulk) Yes Yes Optional
View Applicant Characteristics Survey Yes Yes No
Assign/Unassign Case Managers (Individually and in bulk) Yes Optional No
Edit Data Outside Intake Form Yes Yes No
Record Service Assignment Yes Yes Optional
Edit Local Evaluation Status/Service Assignment Yes No No

Service Management

View Client Service History Yes Yes No
Add/Edit and View Individual Services (Individually and in Yes Yes No
bulk)

Delete Client Service Yes No No

Workshop Management

View Workshop List/Details

Yes

Yes

Yes

Add/Edit and Delete Workshops

Yes

No

No

Session Series Management

View Session Series List/Details Yes Yes Yes
Register Clients in Session Series Yes Yes Yes
Add/Edit Session Series Yes Optional Optional
Cancel/Reinstate Session Series Yes Optional Optional
Delete Session Series Yes No No

Session Occurrence Management

View Session Occurrence List/Details Yes Yes Yes
Cancel/Reinstate/Reschedule Session Yes Yes Yes
View/Record Client Attendance Yes Yes Yes
Generate Roster Yes Yes Yes

Administrative Operations

Add/Edit/Delete Messages/Reminders Yes Optional Optional
View Messages/Reminders Yes Yes Yes
Add/Edit/Inactivate/Delete Service Providers Yes Optional Optional
View Service Provider Listing/Details Yes Yes Yes
View/Add/Edit/Delete Grantee Locations Yes No No
View/Add/Edit/Delete Service Assignments Yes No No

Reporting and Other Functionality

Complete Program Operations Survey Yes No No
Generate QPR/PPR Yes No No
Generate Operational Reports? Yes Yes Yes
Export nFORM Data Yes No No
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Grant Recipient User Roles

Site Case
Administrator Manager

Access Query Tool° Optional Optional Optional
Submit Help Desk Tickets Yes Yes Yes
Note: All optional tasks are granted by permissions selected by a site administrator.

a Access to specific operational reports varies by user account type and permissions selected by a site administrator;
see Module VIII for which reports are accessible by user type.

b Up to three nFORM user accounts at each grant recipient can be given permission to use the query tool.

As indicated in the above table, only site administrators can delete information in nFORM. Site
administrators can only delete the following information from nFORM: individual client service contacts,
workshops, workshop session series, messages/reminders, service providers, grant recipient locations, and
service assignments. This information can only be deleted when it is not referenced in any other nFORM
record. Client records cannot be deleted from nFORM,; this is a quality control feature to prevent
erroneous client deletions from the system. Grant recipients are therefore encouraged to confirm
applicants’ program eligibility before adding them to nFORM.

Given the potential risks of inadvertently deleting information, nFORM automatically asks site
administrators to confirm each requested deletion. Site administrators using Chrome may be given the
option to prevent these confirmations from appearing, but should not choose to do that.

A. Add user accounts (Screens U1 and U2)

Before creating a new user account, first search existing users in nFORM on the Users screen (U1) to
avoid creating multiple user accounts for the same person. If an active user account already exists for the
user, then there is no need to create another user account. If an account exists for the user but it is
deactivated, the site administrator can re-activate the user account on the User Profile screen (U3). If the
existing account is locked, the site administrator will need to contact the nFORM 2.0 help desk to unlock
the account. If no user account exists, create a new user account. To create a new user account, select the
+New User button on the Users screen (U1) to open the Add/Edit User screen (U2). To comply with
FISMA security standards, user accounts should be set up for individuals only. Multiple individuals
should never share a single nFORM user account. In addition, no two user accounts (whether activated,
deactivated, or locked) can share the same email address. Active, deactivated, and locked user accounts
are explained in more detail in Module IV .B.
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U2. Add/Edit User

ndicates required field(s)

* First name

* Last name

* User name

Enter an email address for the user name.

* Phone Number

* Authentication —-Select authentication method v
Method
* User type —-Select user type v
Grantee Location —-Select location v

[[] Check if this person is from a partner agency
Permissions (Check all that apply)
[l Ccase Manager Assignment Allow users to assign case managers to clients
(] Enraliment Allow users to enrall new clisnts
(] Query Tool Allow users to view the Query Tool
[l Service Provider Management Allow users to add/edit service providers

[[] sessions Series Management Allow users to add/edit session series

Cancel

Fill in the required information about the user:

e First and last name

e User name (the user’s email address). nFORM does not allow creation of two user accounts with the
same email address.

e Ten digit phone number at which the user will receive the multifactor authentication phone call or
SMS text message. Telephone numbers that include extensions are not compatible with nFORM's
multifactor authentication process.

e The preferred authentification method (phone call or SMS text message). If SMS text is preferred, the
ten digit phone number must be for a phone that can receive texts.

e The user type—site administrator, case manager, or general user
The following information should be entered but is not required:

e (Grantee location of the user. If the user is at multiple locations, note the primary location. This field
does not limit the user’s ability to access nFORM data across locations.

e If the new user is from a partner agency.
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The user permissions will automatically be selected based on the default permissions for the user type
selected. Edit these permissions by selecting or de-selecting the boxes to provide the new user with the
desired access to nFORM functions. Note that the query tool is the only permission that can be selected or
deselected for site administrators.

After completing the necessary fields, select the Save button to add the new user to nFORM. The new
user will then appear in the list of users on the Users page (U1). An email will be automatically sent to the
email address entered for the new user; this email provides instructions for setting a password and logging
into nFORM, as described in Module I1.

B. Edit user profiles (screen U3)

Site administrators can access and edit user profiles by selecting the View button next to a user’s name on
the Users page to open that user’s User Profile screen (U3). Individual users can access and edit their own
profiles at any time by clicking on their user name in the upper right hand corner of any nFORM screen to
open the User Profile screen. Case managers and general users can reset their own passwords and edit
their profile information and multifactor authentication settings. Case managers and general users cannot
activate, deactivate, or lock their own user accounts, nor can they access any other user’s profile.

User Profile

Castro, Matthew

User Name testuseri3@mpr.com
Phone  (609) 555-7987
Authentication Method  Automated phone call
User Type  Site Administrator
Grantee Grantee 1 RF (LE)
Location n/a

Permissions All Permissions

@ Change Password # Edit Profile

Clients Workshops Service Providers Reporis Seftings

|‘E
i
L=]

@ 2021 - nFORM 2.0 - Information, Family Cutcomes, Reporting and Management U4

Reset passwords. To reset a user’s password, click the Reset Password button on the User Profile screen
(U3). An email with a link will be sent to the user. The link will only be active for 15 minutes once the
email is sent. The user should follow the instructions in the email to reset his or her password. Passwords
must be at least 8 characters long, and contain at least one number and at least one special character (! @
#8$%"N&*).

Edit user profiles. To edit a user’s profile information, click the Edit Profile button on the User Profile
screen (U3) to open the Add/Edit User screen (U2). Then click the Edit button on the bottom of the
Add/Edit User screen to make the fields editable. The profile information and multifactor authentication
information can be modified.

Site administrators can also change the user permissions of individual accounts by selecting or deselecting
the user permission check boxes at the bottom of the Add/Edit User screen (U2).
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After all edits have been made to the user profile, click the Save button. The User Profile screen (U3) will
then display a message that the user profile was updated successfully.

Deactivate user accounts. Deactivate a user account by clicking the Deactivate User Account button on
the User Profile screen (U3). A message that the user account was deactivated successfully will display at
the top of the User Profile screen. By default, only active user accounts are displayed on the User Screen
(U1). When site administrators opt to view all users on screen U1, the value in the Active column will
change from a Y to N to note that the account is now inactive. That user will not be able to log into
nFORM with an inactive user account.

As a security measure, users will automatically have their nFORM account deactivated if they have
not logged in for more than 60 days. These accounts will then appear with an N in the Active column
on the Users screen (U1). Users at risk of having their accounts automatically deactivated will receive
three emails reminding them to log into nFORM before their account becomes inactive. Users will
receive these reminders two weeks, one week, and one day before their account is scheduled to

become deactivated.

Activate a deactivated user account. To activate a previously deactivated user account, site
administrators should select the user’s account on the Users page and open the User Profile screen (U3).
Click the Activate User Account button on this screen. A message that the user account was successfully
activated will display at the top of the User Profile screen. This user will once again be visible by default
on the Users screen (U1). The Active column on the Users screen (U1) will change from N to Y to note
that the account is active and the user can now log in to nFORM.

When a user account is re-activated, the user can access nFORM using their old password. The user will
be prompted to enter a new password if their password has expired. For added security, users should reset
their password after their account is re-activated. If the user does not log in on the same day on which
their account is re-activated due to inactivity, the account will be deactivated again overnight, and will
need to be activated again.

Lock user accounts. Lock an active or deactivated user account by clicking the Lock User Account
button on the User Profile screen (U3). Site administrators will see a message that the account was
successfully locked at the top of the User Profile screen. Like inactive user accounts, these user accounts
will no longer be included by default on the Users screen (U1). When site administrators opt to view all
users on screen U1, the Active column will display a value of N to indicate that the account is now
locked. Users with locked accounts will not be able to log into nFORM. Site administrators will not be
able to unlock these accounts, and should contact the nFORM 2.0 help desk for support to unlock an
account if needed. Deactivated accounts that have not been activated within 30 days of becoming
deactivated will become automatically locked.
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V. Enrolling Clients

The Clients tab is used by all site administrators, all case managers, and general users with
enrollment permission to complete tasks associated with client enrollment. Creating client
records in nFORM enables grant recipient staff to track client participation in their HMRF
programs.

Enrolling clients is functionality available to all site administrators, all case managers, and general users
with enrollment permission. Clients include anyone served by HMRF grant funding, and, if a grant
recipient is conducting a local evaluation, control group members who may or may not receive grant
funded services. The following individuals are not considered grant funded program clients and should
not be entered as clients in nFORM:

e Individuals under age 13

¢ Individuals who participate in the same workshops and services as FRAMEWorks, READY4Life, or
Fatherhood FIRE clients, but who are not specifically served with HMRF grant funding

¢ Individuals in control groups who are not receiving any services from the grant recipient and who will
not be completing the applicant characteristics, entrance, or exit surveys. This includes local
evaluation control groups based on external administrative data; if the control group individuals were
entered into nFORM, but not administered the applicant characteristics survey, they would always
have a “pending enrollment” status.

Entering these clients into nFORM will affect the usefulness of the grant recipient performance measures.

A. Enroll new clients for individual services (screens C1 and C2)

When enrolling a new client, first search existing clients in nFORM on the All Clients page (C1). Search
by the applicant’s first and last name to determine whether the applicant is already entered as a client in
nFORM. Ask applicants about other names that may be used and search those as well. Some first names
may be entered in shortened or alternative versions (e.g., Bill, Billy, Will, Willy in place of William). For
example, nFORM would not flag William Smith and Bill Smith as duplicate entries. nFORM will,
however, return names that begin with the letters searched, for example, searching for “Will”” will return
William in the search results provided Will was the only search criterion. Applicants may also go by more
than one name (e.g., a middle name) or use nicknames. You may also search for the client by their

phone number.
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All Clients

@ Search Criteria

Grantee Location v

Client 1D Case Manager ~

Last Name Application Date =)

First Name Enroliment Date s
Middle Name Client Status v

Phone Number 0 Include Duplicate Confirmed
Population v Service Assignment ~
w Clear Criteria
<+ Add Client Items per page 10 W
Chients Wiorkshops Service Providers Reporis Setfings Help
& 2021 - nFORM 2.0 - Information, Family Cutcomes, Reporting and Management c1

Search all possible names an applicant uses to determine if a record already exists in nFORM. If it is
unclear whether a client already has an existing record in nFORM by name alone, open the profile of the
possible match to further verify (e.g., by confirming birthdate).

If the applicant already has a record in the system, there is no need to create another record. Staff
conducting intake may want to advise the client’s assigned case manager. In addition, if the client is
pending enrollment, the client can be given the applicant characteristics survey (see Module V.D below).

If the applicant is not found as a current client in the system, select the +Add Client button on the All
Clients page (C1) in the Clients tab to open the Application Form (C2).

Grant recipient staff are encouraged to confirm each applicant’s eligibility for the grant program before
creating a new client record in nFORM. Client records cannot be deleted from nFORM,; this is a quality
control feature to prevent erroneous client deletions from the system. Therefore, extraneous records for
ineligible clients will be retained in nFORM with records for eligible clients, which may complicate case
management.

Complete the Application Form (C2) for the applicant. In the top portion of the screen, enter the
application date and the name of the grant recipient staff member completing the form. The Form
Completed by drop-down menu is populated with all staff members who have nFORM user accounts with
active users preceding inactive users. The application date is prefilled as the current date; grant recipient
staff may only enter the application date as the current or an earlier date.
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C2. Application Form

3

* Appliostion Date

* Form Completed by © ase Manager, Tast v

@ PRIVACY STATEMENT

Check to incioste that the privacy ciastement hac Deen offered fo the applicant either verdally or in writing.

Client Information

* Firct Name Tooy Micdle Name
* Lact Name Seare * Date of Birth =]
* Referred By Type Extamal organizs s v

Referral Organization Name

Qrantee Locstion © & Y ¢

* Population R 2 inSvicua v

© Contact Information

Phone # Social Media
One phone or emad s reguired Emall
Home Phone 123) 456.78
Faoetook
Cell Phone
Twitter
Work Phone Other

Choack hare If dient agrees 10 b cortaciod by et

mewsage

Grant recipient staff must then present the Privacy Act Statement, printed in the application form,
verbally or in writing to the applicant. The statement explains the purpose of data collection and the
extent to which client information will be kept confidential. Check the box indicating the client has been
offered the privacy statement in order to save the form.

Enter the following information about the applicant in the Client Information section of the
Application Form:
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e First, middle, and last name

e Date of birth

o Referred by type

e Referral organization name

e Grantee location (if applicable)

e Population

e Local evaluation status (if grant recipient is conducting a local evaluation)
¢ Intimate partner violence or teen dating violence screening and outcome

e Home, cell, and work phone numbers

e Email

e Social media information (Facebook, Twitter, other social networks)

o Address(es)

If the client refuses to provide his or her date of birth, grant recipient staff should try to record at least the

correct month and year, or the correct year of birth for the applicant. As stated previously, clients whose
age is 24 years old or younger can be assigned to the Youth population.

Grant recipients must select the type of agency or organization from which the client was referred to the
program. If the client was not referred by another agency or organization, but rather chose to attend the
program themselves, grant recipients can select the “Self-referrals” option.

Select a client population based on the types of services your program provides, how your program
defines its target population(s), and how your program will measure performance.

e For FRAMEWorks grant recipients the client population options are Adult Couple and Adult
Individual.

e For READY4Life grant recipients, the only available client population option is Youth.

e For Fatherhood FIRE grant recipients the client population options are Community Couple,
Community Individual, and Reentering Individual.

For example, grant programming may focus on serving couples (either Adult Couples for FRAMEWorks
grant recipients or Community Couples for Fatherhood FIRE grant recipients), or clients in relationships
may be served as part of programming targeted for individuals. Clients whose age is between 13 and 24
years old can be assigned to the Youth population by READY4Life grant recipients. If enrolling a client
as a Community Individual or member of a Community Couple, grant recipient staff will be prompted
with an additional field to select if the client is a mother. The response to this question will determine
which version of the surveys the client receives — those for fathers or those for mothers.

If a couple is receiving services together, this should be reflected in the client population selected on the
Application Form (that is, “Adult Couple” for FRAMEWorks programs or “Community Couple” for
Fatherhood FIRE programs). Grant recipient staff follow the same enrollment steps described in this
section for each partner of a couple, including identifying both partners as participating in the local
evaluation, if applicable. Then, staff must also link the partners together as a couple unit in nFORM. See
Module V.E for more information on entering couples into nFORM.

Mathematica® Inc.



nFORM 2.0 User Manual

Grant recipients are encouraged to speak with their FPS to finalize their target population(s). A
client’s population can only be modified until the client takes the entrance survey, which ensures
that a client completes an exit survey for the same population. A client’s population should not be
changed while the client is taking a survey. Grant recipients serving more than one client population are
encouraged to create a written protocol for staff to follow to determine the correct client population that
should be recorded for applicants during intake. For example, grant recipients that serve both individuals
and couples should have clear procedures in place to determine during intake whether individuals may be
interested in and eligible to receive services with a partner.

Grant recipients conducting their own local evaluation must check the applicable box in the middle of the
Application Form if the applicant will be part of the program’s local evaluation. This box should be left
unchecked if the client is not participating in a local evaluation. Checking the local evaluation box will
enable a service assignment (for example, whether a client will be in a treatment or control group) to be
designated for the client on their profile page after the client completes the applicant characteristics
survey. It is important for staff to be trained on whether or not the box should be checked, particularly if
grant recipient staff will be serving clients who will participate in a local evaluation as well as clients who
will not.

If a mistake is made in whether the local evaluation box is checked, the site administrator can edit the
client’s Application Form and correct the mistake. Select the Edit button in the top right corner of the
Client Information box to open the Application Form screen (C2). Click Edit at the bottom of the form. In
the middle of the form, check the box next to "Check here if client is in a local evaluation" and click Save
at the bottom on the form. The client will then be part of the local evaluation and the client’s service
assignment can then be saved on their profile. If a client was mistakenly indicated as being in a local
evaluation, site administrators repeat the same process to uncheck the box that signifies the client is part
of the local evaluation.

Grant recipients must enter all available client contact information into nFORM. In the case that grant
recipients are using another system to record clients’ contact information, grant recipients must still enter
a minimum of one set of contact information in nFORM, defined as one primary physical address and
either one phone number or one email address. Grant recipients can enter additional primary or secondary
addresses by selecting the Add Address button.
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If the client does not have a phone number or email address, check the box that indicates this contact
information is unavailable. In these situations, it is very important to gather information about additional

Client Information # Edit

Application Date  6/2/2022
Population Community couple
Grantee Location  Southeast Side

Date of Birth  1/4/2000

© Applicant has not been screened for intimate partner
violence or teen dating violence.

@ Contact Information

. (098) 239-4238

Address

©.Address 1 - Primary

945 Saint Dr
Topeka KS 94203-9428

Additional Contacts

© No additional contact(s) have been added.

Form Completed By  Test Site Administrator4

Referred By:

Type Employment assistance centers or one-
stops

Name

contacts so that the client can be reached, if needed.

If the applicant provides a cell phone number and you plan to use text messaging as a contact method, be
sure to ask the applicant if they agree to be contacted by text messaging. Some people incur costs when
they receive text messages, so it is important to verify in advance that applicants agree to be texted. If the
applicant agrees to be contacted by text messaging, check the box to indicate this on the client’s record.
While additional contacts are not required, grant recipients are encouraged to record information for two
to three people who will know how to reach the client. Additional contacts can help you reach clients for
services, workshops, and data collection (for performance measures and a local evaluation, if applicable).
To record additional contacts for the client click the +Add Contact button to open the data entry fields.

Record the following information about each additional contact:

e First, middle, and last name

e Relationship to the client
e Address

e Home, cell, and work phone numbers
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e Email

e Social media information (Facebook, Twitter, other social networks)

@ Additional Contact(s)

° Contact #1 @ Remove Contact #1
* First Name | Middle Name
* Last Name * Relationship --Select relationship v
Phone # Social Media
One phone or email is required Email
Home
Phone Facebook
Cell Phone Twitter
Work Phone Other

] Check here if contact has no phone or email

Address

Street (Line 1)
Street (Line 2)

City State —-3elect W Zip

© Add Contact

Select Save to create a client record in nFORM for the applicant; the client record will be automatically
assigned a unique client ID number. After the completed Application Form is saved, grant recipient staff
will be able to view the information entered on the form, with the exception of the outcome of intimate
partner violence screening. For the protection of clients, this screening outcome will not be viewable after
it is entered and saved.

B. Duplicate detection check and Client Profile page (screen C3)

After hitting Save on the Application Form, nFORM will automatically run a duplicate client record
check for the new client record. This is a second layer of quality assurace after staff manually search for
exisiting records by the applicant’s name and nicknames. The duplicate check will identify any existing
client records that match the new record on first name, last name, and date of birth. As described at the
beginning of this module, it is important to first conduct a manual check to determine if the client is in
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nFORM because the automatic check will not identify nicknames and alternative versions of a name (e.g.,

Bill for William).

If a possible duplicate client entry is found, resolve the duplicate entry following the process described in
Module V.C of this user manual. If no duplicate client entry is found, the new client’s profile screen will

automatically open (C3).

The top of the client profile displays the client’s first and last name and the client’s ID number.

Information entered in the Application Form will display in the Client Information section of the Profile
screen. The client information can be updated by case managers and site administrators by clicking the

Edit button.

& Devine Adamson (Client ID 10088627)

Profile Service History Workshops / Sessions
Program Information

Enroliment Date  8/15/2022
Client Status  Moved out of area

Status Change  8/15/2022
Date

Client Information

Application Date  7/13/2022
Ci

Date of Birth  10/2/1995

O Applicant has not been screened for intimate partner
violence or teen dating violence.

©_Contact Information

0 (184) 920-3459

Address
©Address 1 - Primary

847 Winifred Flats
Apt. 453
East Chaunceyburg MI 38686

© Additional Contact(s)

Form Completed By Test Site Administrator1

Referred By:
Type Employment assistance centers or one-
stops
Name

Assigned Case Manager(s) # Edit

© No case managers have been assigned.

Type Status Date Action
Applicant Characteristics Survey Complete 08/15/2022 & Review
Entrance Survey Complete 02/16/2023 na

Exit Survey Incomplete - [ Acton - |
Type # Provided Most Recent

Service Contacts 1 2/2112023

Referrals 0 -

Incentives/Program Supports 0 -

Next
Name Hours  # Session( Last Session Meeting
*Primary Received A Date
Lin 0_0 5 5 1171612022 -
Workshop CP 1 05 1 117242022 -
Smell the Roses 8 2 8122/2022 -
Pofts WS 56 a7 UDRPNCA -

C. Identify and resolve duplicate client records (screen C6)

After selecting Save on the Application Form (C2), nFORM will automatically run a duplicate check
using the applicant’s first name, last name, and date of birth to identify whether an existing client record

matches the new record on those three fields.

When a new client record matches an existing record on first name, last name, and date of birth, the

nFORM user is taken to the Possible Duplicate(s) Found screen (C6) which lists potential duplicate
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matches based on the new client’s name, client ID number, and date of birth. Additional information—
service assignment, program grantee location, case manager(s), application date, and client status—is
displayed for the existing clients to help grant recipient staff determine whether there is a true duplicate.
To view more details about existing clients select the client ID button. Information on existing clients
cannot be edited from this screen.

A Possible Duplicate(s) Found

Client entered matches the following existing client(s)

Client ID Last Name First Name Service Assignment Grantee Location Case Manager(s) Application Date Client Status
- Carson Dawn Matthew Castro 4/28/2016 Applicant pending enroliment

1 Record(s)

Save pending resolution Overmide Duplicate (Allow Client) Duplicate confirmed

Clients  Werkshops — Service Providers  Reperts  Seffings

-
0L

f

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management c6

There are three options for addressing duplicate client records:

e  Users with enrollment permission can edit the client record that was just created if it has inaccurate
information (for example, the wrong name or date of birth).

e Site administrators can confirm a record as a duplicate if the information in the client record is
correct. The duplicate record is flagged as a duplicate entry; this is a quality control feature so that
client records are not mistakenly deleted from the system. Records that are confirmed as duplicates
cannot have any service information recorded.

e Site administrators can use the override function to allow two client records with identical first name,
last name, and date of birth to remain in nFORM. Site administrators should confirm that the two
records are two distinct individuals before overriding a possible duplicate.

D. Administer applicant characteristics survey (screen C3)

After a client record is created, the client will have a status of “Applicant pending enrollment” displayed
in the Program Information section of the client’s Profile page. Enrollment is completed after the client
responds to the applicant characteristics survey, and for clients who are part of local evaluations, after the
client’s service assignment is recorded in their profile. The client's nFORM-generated enrollment date is
the earliest date that a client can be registered for and recorded as attending workshops, and the earliest
date for which information about individual services, such as incentives, can be recorded. nFORM
includes data validation checks so that any participation in workshops or services that occurs before the
nFORM enrollment date cannot be recorded in nFORM.

Grant recipients must ensure that their data collection procedures adhere to ACF’s recommended
sequence so that service and participation data can be captured accurately in nFORM, and
quarterly reports reflect actual services and performance.
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To administer the applicant characteristics survey on a laptop or tablet, click the Action button on the
Client Surveys table found in the middle of the Profile page (C3), and select the Passcode option. This
selection will open the Generate Survey Passcode screen, which displays the URL for the survey, the
client’s ID number, and a passcode that is usable for the next 96 hours. The passcode can be reused by the
client up to 10 times within the 96 hour timeframe from when it was first generated. A message also
displays that notifies the user of when the passcode will expire and how many times the passcode has
been used. Please note that passcodes will expire after 96 hours or after 10 uses, whichever comes first.
Once a survey is submitted, the passcode cannot be reused.

The URL for all client surveys is: https://hmrf-nform.acf.hhs.gov/survey

Grant recipient staff should bookmark the survey URL on all devices that clients will use to respond to
the applicant characteristics, entrance, and exit surveys. We encourage you to bookmark the survey URL
in advance of enrolling clients. Once the passcode is entered, the survey will open. Clients can take as
long as they need to respond to the survey, but the survey will automatically log out after 30 minutes of
inactivity as a security precaution. Review the Performance Measures and Data Collection Logistics
Manual found on the HMRF Grant Resources Site for information on keeping client IDs and
passcodes secure.

Generate Survey Passcode

You have requested the generation of a passcode to access the Applicant
Characteristics Survey.

To continue, please direct the client to log in at the following URL:

At the log in, enter the client's id (10108439) and the following passcode:

9252741

Note: This passcode will expire in 96 hours; it can be used up to 10 times before it
expires.

If the client is accessing the Applicant Characteristics Survey from your device, please
log out of NFORM before proceeding.

Cancel

Clients should complete the surveys on a separate desktop, laptop, or tablet computer than the device the
grant recipient staff person is using. It is important for grant recipient staff and clients to use separate
devices so clients can only access the surveys and not other parts of nFORM. The device clients use for
the surveys should meet the minimum system requirements described in Module [.A.

Open the survey URL for the client on the device the client will use to respond to the survey. Insert the
client’s ID number and passcode into the relevant fields on the Survey Login page, or provide this
information to the client to enter. The client will then be asked to confirm his or her name before
beginning the survey. For clients who will be taking the survey in Spanish, select the Espafiol link on the
Survey Login page before clicking “Log in” so that the client confirmation page displays in Spanish for
the client.
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This link will also select the appropriate ACASI audio of the survey, either English or Spanish. The audio
portion will not play automatically, so clients must click the play button to hear it. Please note that the
ACASI audio functionality is not compatible with screen reading technology such as JAWS. The
Performance Measures and Data Collection Logistics Manual provides more information on
administering surveys to differently-abled applicants and clients.

Information, Family Outcomes, Reporting,
and Management

Survey Login

Unauthorized access is prohibited. You must have a valid Client ID and Passcode to use this site
Client ID
Passcode
Login

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reperting and Management

Once the client’s name is confirmed, the client will answer the questions on each screen of the applicant
characteristics survey, clicking the Next button to advance to the next question or the Back button to
return to earlier questions.

Healthy Marriage / Responsible Fatherhood Program
Applicant Characteristics

SECTION A: DEMOGRAPHIC CHARACTERISTICS

A1, How do you describe yourself?
Select one only
1 Female
2 Male

40 Other (specify)

» 0:00/0:10 o)

© 2021 - nFORM - Information, Family Qutcomes, Reporting and Management

After answering each question, the client will submit the completed applicant characteristics survey on
the final screen. For more information on the survey process, see Module VII.
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SECTION F: SUBMIT YOUR SURVEY

Your responses have been saved. Are you ready to submit your survey?
1 Yes, submit my survey,
2 No, return to the beginning to review responses.

30 No, exit and submit survey later.

e

B 0:00/0:15 )

Encourage all clients to complete the applicant characteristics survey, though clients are free to skip any
questions they do not wish to answer. If an important question is left blank, nFORM will prompt the
client to respond. For example, nFORM may prompt the client with a message that “This question is very
important. Please select an answer.” Some questions are particularly important because their responses
route clients to other questions in the survey. If the client still chooses to leave the question blank after the
prompt, the client should click the Next button a second time to advance to the next question.

After the client submits a survey completed on a laptop or tablet, the status of the applicant characteristics
survey on the Client Survey table will change to Complete.

Type Status Date Action
Applicant Characteristics Survey Complete 01/28/2021 & Review

Entrance Survey Incomplete - Action ~

il

Exit Survey Incomplete -

Entering applicant characteristics survey paper copies into nFORM. In some cases, grant recipient
staff will data enter a client’s paper survey responses into nFORM. In this situation, grant recipient staff
should click the “Action” button next to the applicant characteristics survey in the Client Surveys box on
C3, but select “Paper Copy” rather than “Passcode.” The Generate Survey Passcode screen will launch
but will reflect the fact that you are entering responses from a paper survey.
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Generate Survey Passcode to Record a Paper Copy
You have requested the generation of a passcode to access the Applicant
Characteristics Survey.

To continue, please log in at the following URL:

At the log in, enter the client's id (10108439) and the following passcode:

6398798

Note: This passcode will expire in 96 hours; it can be used up to 10 times before it
expires.

Cancel

If grant recipient staff are entering data from a paper survey, staff will be prompted to select the date on
which the client completed the survey from the date picker on the screen. This will allow the client’s
enrollment date to reflect the actual date of survey completion, rather than the date of data entry. Surveys
may be backdated up to 4 days from the data entry date.

Information, Family Outcomes, Reporting,
and Management

Survey Date

* Indicates required field(s)

* Paper Copy Date 3/1/2021 th

Use calendar to select date.
EEUIGRN KM Continue to Survey

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management

Then, grant recipient staff can navigate through the questions and record clients’ answers. After grant
recipient staff submit the survey, its status will display as “Paper Complete” in the Client Surveys box on
screen C3. To see the client’s responses to the applicant characteristics survey, click the Review button,
which opens the completed survey.

Entering applicant characteristics survey refusals. In some cases, clients may refuse to complete the
survey altogether. (For information on refusal conversion, grant recipients are encouraged to review the
Performance Measures and Data Collection Logistics Manual distributed by ACF and posted on the

HMRF Grant Resources Site (see Module II).) Instead of selecting the Passcode or Paper Copy options,
the staff member who set up the survey can select the Refuse Survey option under the Action button on
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the Client Surveys table found in the middle of the Profile page (C3). This will load the Generate Survey
Passcode screen, which will reflect that the client is refusing the survey.

Generate Survey Passcode to Record a Refusal

You have requested the generation of a passcode to access the Applicant
Characteristics Survey.

To continue, please log in at the following URL:

At the log in, enter the client's id (10108439) and the following passcode:

9093909

Note: This passcode will expire in 96 hours; it can be used up to 10 times before it
expires.

Cancel

The staff member will enter the client’s ID and passcode as they would if the client were completing the
survey. However, after confirming the client’s name, the staff member will be prompted to enter the date
on which the client refused the survey and the reason for the refusal.

Information, Family Outcomes, Reporting,
and Management

Survey Date

* Indicates required field(s)

* Refusal Date 3/1/2021

Use calendar to select date.

Refusal Reason --Select refusal reason v

Return to Login Save and Exit

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management

The client’s status for the applicant characteristics survey will then display ‘“Refusal” in the Client
Surveys box on screen C3.

V.D.1  Generating passcodes for the applicant characteristics survey in bulk

Certain grant recipients, especially those that enroll clients into programming as a cohort, may administer
the applicant characteristics survey to multiple clients at the beginning of a workshop. If grant recipient
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staff plan to administer the survey to many clients at a time, they can generate passcodes in bulk rather
than individually.

On the Clients tab, select the Bulk Update option and the Passcode Generation option. On the Bulk
Generate Survey Passcode screen (C17), select the applicant characteristics survey. From there, grant
recipients can search for clients based on the following criteria:

¢ Grantee location

e Client status

e Population

e (Case manager

e Workshop and session series
e Application date

e Enrollment date

Clients who fit the specified criteria will be listed in the Eligible Clients box on screen C17. Grant
recipient staff can select one or more clients from the Eligible Clients box and click the Select Client(s)
arrow to move them to the Generate passcode for box. Upon clicking Save, a PDF entitled
“SurveyLoginSheet” will download. The PDF will list each client’s name, location, passcode generation
date, client ID, and passcode. Like a passcode generated individually on the Client Profile (C3), these
passcodes will be valid for 96 hours and can be used up to 10 times within that timeframe, until the
survey is submitted. The PDF will also indicate when the passcodes were generated and a reminder that
the passcode expires in four days.

V.D.2  Recording service assignments for local evaluations

After the applicant characteristics survey is complete, the client’s status on the Profile page will change to
Active for clients who are not part of a local evaluation. If a client is part of a local evaluation, the client’s
service assignment (Treatment, Control (With Services), Control (NO Services Provided), Control
Waitlist (With Services), or Control Waitlist (Without Services) needs to be selected in the Program
Information box on the Profile screen (see Module I11.C for how to create service assignments)). Once
this is done, the client’s status will change to Active.

To do this, select the Edit button in the top right corner of the Program Information box to open the Edit
Program Information screen (C8). Then select the appropriate Service Assignment using the drop-down
menu. If the applicant characteristics survey was either completed on paper or refused, staff members
must also select a value for the “Enrollment Date” field from one of two options: the date on which the
survey was entered/refused, or the current date. If a mistake is made in selecting the client’s Service
Assignment, the site administrator can follow this same process to correct the mistake. If a client was
mistakenly identified as being in the local evaluation or the client was not identified as part of the local
evaluation, but should be, a site administrator can make a correction to the client’s application form as
described in Module V.A above.

Note: When editing a client’s service assignment, please only make changes to the service assignment.
Clients assigned to a service group should be clients whose statuses are Active, so do not change the
client status at the same time that you edit the service assignment. If you do need to edit a client’s status,
please do so after you select their service assignment.

Mathematica® Inc.



nFORM 2.0 User Manual

Some grant recipients may be conducting local evaluations in which clients can be assigned to a waitlist
condition; they may be assigned to a waitlist control group with either partial services or no services. If
these clients are later able to receive services, their service assignment can be changed by the site
administrator from a control to a treatment assignment on the Edit Program Information screen (C8).

C8. Edit Program Information

* Indicates required field(s)

* Service Assignment @ —-Select service assignment v
* Client Status Applicant pending enrollment v

* Status Change Date 12/10/2020 i

* Enrollment Date Paper Copy complete date (1/4/21 ~

When a client’s case status changes to Active the other client management functions in nFORM for the
enrolled client are enabled. Service delivery can then be recorded for the client and the entrance survey
automatically becomes available (see Module VII for details on the entrance survey, which the client will
complete during the first workshop).

ACF’s intended standard enrollment and data collection process is for HMRF grant recipients to
administer the applicant characteristics survey in nFORM before the first workshop or ISC. This standard
process allows grant recipients to enter any service contacts and register clients for workshops in advance
of their first workshop session. nFORM includes important date checks so that clients cannot be marked
as attending any service contact or workshop session occurrence that precedes their enrollment date.
Grant recipients must plan their enrollment and data collection processes accordingly.

E. Enroll new clients for couple services (screens C1 and C2)

For programs that provide services to couples, each partner will need to be entered and linked together in
nFORM. The process is the same as enrolling individual clients into the system with only one additional
step. Grant recipient staff follow the same enrollment steps described above for each partner of a couple;
however, staff must also link the partners together as a couple unit in nFORM.

In this manual, partner 1 refers to the first member of a couple for whom an Application Form is
completed, and partner 2 refers to the second member of a couple for whom an Application Form
is completed.

First, complete the steps outlined above to create a client record for partner 1. Make sure that you have
selected a population type of Adult Couple (FRAMEWorks grant recipients) or Community Couple
(Fatherhood FIRE grant recipients). When one of these couple populations is selected, the Partner Name

Mathematica® Inc. 44



nFORM 2.0 User Manual

dropdown menu will appear. Select Pending Partner from the dropdown menu to indicate that a record for
partner 2 still needs to be created.

Client Information

* First Name Dawn Middle Name
* Last Name Carson * Date of Birth 11/09/1958 B
* Referred By Type Hospitals, maternity clinics, or doctors' offices v

Referral Organization Name

Grantee Location @ —-Select location ~
* Population Community couple v
* Partner Name Pending partner e

*Is the client a mother ? ® yes O No

After creating partner 1’s client record, and if no possible duplicate record is found, partner 1’s profile
page will open. The top of the client profile displays partner 1’s first and last name and client ID number,
and a Pending Partner warning message will appear in red.
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Q E |M a o Hello, testuser13@mpr.comt
Information, Family Outcomes, Reporting, - o

and Management

Clients  Workshops  Senvice Providers Reports Settings Help

& Dawn Carson (Client ID 10024238)
A Pending partner

Profile

Program Information & Edit Assigned Case Manager(s) # Edit

Glient Status  Applicant pending enraliment @ No case managers have been assigned.

Status Change  1/26/2021

Date
Client Surveys
Type Status Date Action
Client Information
Applicant Characteristics Survey Incomplete L [ Acion - |
Application Date  1/25/2021
3 Entrance Survey Incomplete - m
Population Community couple
Date of Birth ~ 11/9/1958 Exit Survey Incomplete =

@ Applicant has not been screened for intimate partner
violence or teen dating violence

) Service Summary
@ _Contact Information

%, (555) 555-5555 @ No services have been recorded.

@ Client agrees to be contacted by text message

To add partner 2, complete an Application Form for him or her. Select the applicable couple population
on partner 2’s Application Form to make the Partner Name dropdown menu appear. All clients added to
nFORM with Pending Partner selected in the Partner Name field will then appear in the Partner Name
dropdown list so that they can be selected as an applicant’s partner. Select partner 1°s name to link partner
1 and partner 2 as a couple in nFORM.
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Client Information

* First Name John Middle Name
* Last Name Carson * Date of Birth 11/08/1979 B8
* Referred By Type Hospitals, maternity clinics, or doctors’ offices v

Referral Organization Name

Grantee Location @ —-Select location v
* Population Community couple -
* Partner Name Dawn Carson (DOB:11/09/1958) w

* |s the client a mother ? O Yes ® No

After partner 2 is added, and if no possible duplicate record is found, partner 2’s profile page will
automatically open. Both partners’ first and last names and client ID numbers are displayed at the top of
the client profile. The lower client ID number will always appear first. Below the partners’ names are tabs
that open profile screens for each partner. Each partner’s tab displays information from their Application
Form and can be updated by grant recipient staff by clicking the Edit button.

:&. Q E M ﬁ o Hello, testuser13@mpr.coml
2

Clients  Workshops Service Providers Reports  Settings Help

& Dawn Carson (Client ID 10024238)

& John Carson (Client ID 10024241)

A Applicant Characteristics Survey incomplete for one or both partners

Information, Family Outcomes, Reporting,
and Management

Client saved successfully.
Dawn's Profile John's Profile

Program Information Assigned Case Manager(s) # Edit

Client Status  Applicant pending enroliment B ND Ease mafialiers Nave Deer assigrd.

Status Change  1/28/2021

Date ]
Client Surveys
e Status Date Action
Client Information i
Applicant Characteristics Survey Incomplete -

Application Date  1/25/2021

. . Entrance Survey Incomplete -
Population  Community couple

Date of Birth  11/3/1970 Exit Survey Incomplete =

@ Applicant has been screened for intimate partner
viclence or teen dating violence
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If a tab does not appear for partner 1 on the couple’s profile screen (C3), partner 1’s name was not
selected on partner 2’s Application Form to link them as a couple. Click the Edit button in the Client
Information section of the Profile Screen to open partner 2’s Application Form. Then click the Edit button
on the bottom of the Application Form. Confirm that the appropriate population has been selected (Adult
Couple or Community Couple) and select partner 1’s name from the Partner Name dropdown list. Select
Save; after a successful duplicate client check, you will be directed to the couple’s profile screen (C3).
Confirm that separate tabs appear for partner 1 and partner 2.

If a couple is participating in a local evaluation, grant recipient staff should ensure that both partners in
the couple have the same service assignment. Once service assignments are selected and saved, they
cannot be changed by grant recipient staff. A red warning message will appear at the top of the Profile
page when couples are enrolled as part of a local evaluation, but the partners have different service
assignments. In addition, the couple’s service and workshop participation will not be fully counted on the
QPR and PPR. As noted earlier, if a mistake is made in selecting a client’s Service Assignment, or if a
waitlist control client becomes eligible to receive treatment services, a site administrator can change the
assignment by selecting Edit on the Program Information section of the Profile Screen. If the client was
mistakenly identified as part of the local evaluation or mistakenly not identified as part of the local
evaluation, a site administrator must edit the local evaluation check box in the client’s Application Form
(screen C2).

Each client, whether an individual or part of a couple, must complete the applicant characteristics survey
after their Application Form has been completed. This can be done simultaneously (or during the same
session) if they enroll together, or during different sessions if each partner enrolls separately. Note that
couples do not need to be enrolled simultaneously. It is important, however, to complete these steps in a
timely manner for both partners so that they are Active in nFORM and all client management functions
are enabled. Note that as soon as one partner becomes Active, the other tabs in the client profile are
available and service information can be recorded. However, only clients who are Active can be
registered for workshops. Grant recipients should confirm that both partners complete the steps to become
Active so that both partners can be registered for workshops.

In addition, RF grant recipients providing services to couples should review ACF’s guidance on survey
administration for women in RF programs; this guidance is included in the Performance Measures and
Data Collection Logistics Manual which is available on the HMRF Grant Resources Site.

F. View all clients (screen C1)

Site administrator and case manager users can search for a client served by their grant within nFORM by
clicking the All Clients link under the Clients tab. After entering search criteria in one or more fields,
click the Search button; the results will populate on the bottom of the screen. If multiple criteria are
entered, the search returns only those clients who match all the search criteria. Clicking Search without
entering any search criteria returns all client records for the grant recipient.

Search criteria include the following fields:

e (QGrantee location
e C(ClientID
e  (Client last, first, and middle names

e Client phone number
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e Client population
e (Case manager assigned to the client
e Application date
e Enrollment date
e Client status
“Include Duplicate Confirmed” checkbox (by default, this client status is excluded from searches)

e Service assignment (only grant recipients with their own local evaluations)
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All Clients

@ Search Criteria

Grantee Location W
Client 1D Casze Manager L
Last Name Application Date f
First Name Enroliment Dats 2
Middle Name Client Status v
Phane Number O Include Duplicate Confirmed
Population o Service Assignment L

ltems per page 10 b

Phone

Last Firs Mumberls}) = Jervice Grantes Case Application L Population
ChesntlD = Hzme = Hams & _'= Assignment = Locstion Manager(s) & Date * | Date - Client Status & i =
CEIEEERY  Flower Wichell 4/26/2018 1182018 Acte Adult
individual
- Gale Ciorothy (B0E) 555- Lacation - 81712020 8182020 Active Adult
1212 MNews individual
EEIEET]  Garfunkel | At G2 No Services  Location 27712018 122/2020  Actve Adult
G251 coupks
O 10020724 Gy Other {111} 111- (52 Trestmant Location - /312019 §122/2020 Aectve Adult
i Group Fewd individual
- Rardy Darretl {B08) 555- Lexation 1112020 1282020 Active Adult
1242 G252 colipis
0, 1001045 HMTest HMTast Location 1212212018 Agpplicant Adult
G252 pendi couple
enmoliment
- Hotstadser  Leonard (2121 565- (32 Trestment Location Marybeth Caze 11912017 182017 Incarcaratad Adult
5555 Group G231 Manager coupkis
- Hofstadter  Penny {212)555- = G2 Treatment Lezation MarybethM Sie  1/12/2017 1109/2017 Active At
a6 Group G252 Administrator coupis
_ Hold Temporary  {555) 555- Matt Caze 7/1412015 81132015 Consent Aduht
GhhE IManagsr revoked couple
AOD0EITE Hood Rokin 32 Mo Services Leocation - Marybeth Case Applicant Adult
Control Group Mews IManager pending couple
enmoliment

=14 :H_ 8|2 185 Record(s)

Authorized users may view an individual client’s Profile (C3) by clicking on the Client ID button for that
client. Clicking on the Client ID for a client with Duplicate Pending status opens the Duplicate Pending
screen (C6).
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G. View clients by case manager/assigned program staff (screen C9)

Grant recipient staff who manage a case load may view an abbreviated list of clients assigned to them by
clicking the My Clients (C9) link under the Clients tab. On this screen, grant recipient staff can view and
search among the clients to whom they have been assigned as a case manager. This screen allows grant
recipient staff to easily find their own clients to perform specific case management tasks, such as
administering the client surveys; adding service contacts, referrals, and incentives; and recording
individual make-up sessions. Case manager and site administrator users can also perform these functions
in nFORM even if they are not assigned to specific clients.

Like the All Clients (C1) screen, the My Clients (C9) screen offers the ability to search for clients using
the criteria:
e (Grantee location
e C(Client ID
e  C(Client last, first, and middle names
e Client phone number
e C(Client population
e (Case manager assigned to the client
e Application date
¢ Enrollment date
e Client status
“Include Duplicate Confirmed” checkbox (by default, this client status is excluded from searches)

e Service assignment (only grant recipients with their own local evaluations)
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My Clients

@ Search Criteria

Grantee Location
Client 1D

Last Name

First Name
Middle Name
FPhone Number

Population

Last Name
Client 1D # -

0 10023y Aloart
Q0026172 Covizllo

0, 100218 Delgadao-

Priichet

1000801 Holdal

John

lzrasl

Gloria

Cyndie

Phone Numberis)

(8D9) 585-T684

(809} 953-8598

(878) 282-5803:

(578) TE5-4140

(212) D09-8473

(830} 5372588
(830} B43-7788

W

Service Assignment

Application Date

Enroilment Date

Client Status

[} Include Duplicate Confirmed

w

Service Grantes Application

Assignment ¥ Location # @ Date -

CWWS) 1 11/28/2020

CWQWE) 1 Nortnside 11112020
Nonhside SiTiz021
Norihside 12182020

Treaiment 2 Locaton § Biaga021

Senvice Providers Repoits Settings

& 2022 - nFORM 2.0 - Information, Family Qutcomses, Reporting and Management
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liems perpage 10 W

=

=
Enroliment
Date * Client Status

1112772020 Active

112020 Aot

Sie2021 Ative
Apolicant
pending
enrcllment

BE172021 Active

|J_
o
it

Population

Community
individual

Resntenng
individual

Reenternng
individial

Feentenng

individual

Cormmurity
individual

3 Recordis)
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VI. Managing Workshops and Sessions

A. Overview of workshops and sessions (screens W1 to W10)

&

The Workshops tab is where site administrator, case manager, and general users create and
manage workshops, session series, and session occurrences, and where grant recipient staff
find information on the workshops offered by their grant program.

Workshops

Managing workshops and sessions is functionality available to all site administrators. Case

manager and general users have access to only specific functionality for managing workshops and
sessions.

Grant recipient staff complete the following tasks on the workshop tab:

e Create workshops and session series

e Cancel/reinstate session series and occurrences

e Reschedule session occurrences

e Register clients for sessions

e Generate client rosters and track attendance

The healthy marriage or responsible fatherhood programming that grant recipients provide clients is
recorded in nFORM following the workshop, session series, and session occurrence hierarchy
illustrated here:

Figure VI.1. Workshop-session series-session occurrence hierarchy in nFORM

Healthy Relationships 101
(Workshop)

Monday nights Weekends
July 2021 — Spanish Series August 2021 — English Series

(Session Series) (Session Series)

Session
Occurrence
Saturday
8/15

Session Session Session Session Session
Occurrence Occurrence Occurrence Occurrence Occurrence
Monday 7/13 Monday 7/20 Monday 7/27 Saturday 8/1 Saturday 8/8

e A workshop is a curriculum or set of classes offered by the grant recipient based on the curriculum
developer’s specifications for group-based or individual programming. Grant recipients may offer
multiple workshops for their clients (for example, a workshop for fathers in the community and a
workshop for reentering fathers). All grant recipients must offer primary workshops and grant
recipients may or may not offer optional workshops (both explained in more detail below).
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e A session series is the offering of that workshop to each new cohort or group of clients to which the
grant recipient plans to offer services and/or a curriculum together. Grant recipients may offer the
same workshop in multiple session series such as a daytime session series, an evening session series,
and a weekend session series to accommodate different client schedules. Grant recipients offering the
same workshop but in different languages should set up separate series for the two offerings, for
example, setting up a Spanish series and an English series. Grant recipients should give each session
series a unique and easily recognizable name, but should be sure to never include client PII like
names in the name of session series.

e Session occurrences are the individual classes within a session series; for example, a weekend
session series of a given workshop may occur on 10 consecutive Saturdays beginning in June.

Setting up workshops, session series, and session occurrences following this hierarchy is necessary for
accurate reporting of workshop participation in the quarterly reports.

Depending on their user permissions, grant recipient staff will complete various tasks related to
workshops, session series, and session occurrences under the applicable pages within the Workshops tab.

B. Workshops

A workshop must be created before session series or occurrences can be scheduled. Only site
administrators can create workshops.

Under the Workshops tab, select the Workshops page (W1) to view all of the workshops offered by your
grant recipient. The table displays the workshop name, population served, whether registration is required
for clients, enrollment category, workshop type, and the total hours in the workshop.

Workshops
+ Add Workshop ltemns per page 10 W
Workshop Name s Population = Registration Required % | Enroliment s Type +  Total Hours s
— Community individual Yes Cohort Primary 42
— Community individual Yes Cohort Primary 20
— Reentering individual Yes Cohort Cptional 15
— Reentering individual Yes Cohort Primary 15
Community individual Yes Open Primary 16
5 Record(s)
Clients Workshops Semvice Providers Reporis Setlings Help
© 2022 - nFORM 2.0 - Informatien, Family Outcomes. Reporting and Management Wi

Add Workshops. Site administrators add new workshops by first selecting the +Add Workshop button
on the Workshops page (W1) to open the Add/Edit Workshop screen (W2).

In the top portion of the Add/Edit Workshop screen (W2), the Program field will pre-fill with the
applicable program type for your grant recipient (that is, FRAMEWorks, READY4Life, or Fatherhood
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FIRE). The site administrator should select the primary population to be served by the workshop and
enter the name of the workshop and a brief description of it, whether registration is required for workshop
attendance, the workshop’s enrollment category, and the total length of the workshop in hours. Grant
recipient staff should also select the relevant activities and, for FRAMEWorks and READY4Life grant
recipients, elements of the workshop. Finally, grant recipient staff should select the workshop type and
structure and enter one or more curricula or other group service for the workshop.

Site administrators should select Yes for Registration Required if clients must be registered in advance of
attending the workshop. Clients can then be registered by name for the workshop, so they appear as an
expected attendee on the rosters for individual workshop sessions. If the client misses a session
occurrence, and registration is required, nFORM will display the absence in the client’s profile. Requiring
registration does not preclude clients from participating in a workshop session on a drop-in basis as long
as their nFORM enrollment date (the date their status becomes Active) is on or before the date of the
session occurrence. Site administrators should select No for Registration Required if client registration

is not mandatory. Attendance for workshops that do not require registration will be recorded as drop-

in attendance.

Note that the workshop’s Registration Required field cannot be changed after a selection is made
and saved.

Site administrators should select Open for Enrollment Type if clients can enroll in the workshop at
whatever time they enroll in the program. Select Cohort for the Enrollment Type if clients enroll in the
workshop at the same time as a group and progress through the workshop together. Site administrators
should select Other if clients enroll in workshops in some other fashion.

Then, grant recipient staff should select whether the workshop is Primary, Optional, or Not in use. Select
Primary if the workshop is part of the essential group-based services that all clients within a population
are expected to attend. Select Optional if the workshop is one that clients can attend, but are not expected
to attend as part of the grant recipient’s essential group-based services. Not in use means the workshop is
no longer offered by the program.

Grant recipients also designate structures for these workshops based on the curricula they offer.
Workshops with a Single structure are composed of one curriculum. Workshops with a Linked structure
are composed of two or more curricula that are offered as distinct components. Workshops with a
Blended structure are also composed of two or more curricula, but in this case, the curricula are offered in
a way in which the curricula cannot be disentangled. Grant recipient staff will then select one or more
curriculum or group service offered through the workshop, all of which are listed in the drop-down menu
at the bottom of the screen, and the hours of that curriculum.

After completing all required information, select Save to add the new workshop to nFORM. You will be
automatically taken back to the Workshops page (W1) and the newly created workshop will appear in the
Workshops table.

Grant recipients can use nFORM’s reporting features—the query tool, operational reports, and data export
(see Module VIII for more details)-to analyze workshop participation by specific workshops and session
series. The query tool’s Workshop Participation — All Workshops tab analyzes the level of participation
and characteristics of participants for selected workshops and series, while the Workshop Participation —
Primary Workshops tab allows users to assess progress towards target participation in primary workshops
by population. The Series Session Attendance operational report shows the attendance for individual
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clients by selected workshop and series, and the data export allows for analyzing session attendance by
individual clients. Using these tools, grant recipients can describe workshop participation for each
workshop in the progress narrative portion of the QPRs and PPRs.

W2 Add/Edit Workshop

* Indicates required field{s)

Program
* Population

* Workshop Name

Description

Workshop Details

* Registration Required

* Enrollment

* Total Hours to be Offered
* Activities

(Check aH that apply)

*Type @

* Structure

* Curriculum or other group
service
(Enter all that apply)

Fatherhood FIRE

—Select population ~

115 selection cannot be changed ance it 1s saved

—Select v

] Economic stability
) Promote or sustain marriage

] Responsible parenting

O Primary O Optional O Not in Use

This selection cannot be changed once it is saved

O Single CBlended O Linked O Non-curricularized
#1 —Select w Hours
Specify
© Add

Cancel

Edit and Delete Workshops. Site administrators can edit information about specific workshops by
clicking on the Workshop Name button on the Workshops page (W1). The Add/Edit Workshop screen
(W2) for the selected workshop will open in a view-only format. Select the Edit button at the bottom of
this screen to enable editing of the population, workshop name, description, total hours to be offered,
activities, and elements (FRAMEWorks and Fatherhood FIRE grant recipients only) fields for the
workshop. Note that you cannot change whether a workshop requires registration after it is initially
entered and saved. After editing the relevant fields, select the Save button to save the edits for the
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workshop. You will automatically be taken back to the Workshops page (W1) and the revised workshop
information will appear in the Workshops table.

If a workshop has been created in error, site administrators can delete the workshop by selecting the
Delete Workshop button on the lower left corner of the Add/Edit Workshop screen (W2), after this screen
has been enabled for editing. Workshops should not be deleted for any other reason than being
created in error because deleting a workshop will remove all session series created for it and ALL
recorded attendance by clients. After clicking the Delete Workshop button, a warning message will
appear asking the site administrator to confirm that the workshop should be deleted. If you confirm the
deletion, you will automatically be taken back to the Workshops page (W1) and the deleted workshop
will no longer appear in the Workshops table.

C. Session series

Under the Workshops tab, select the Session Series page (W4) to view all of the session series for your
grant recipient. A table shows the series name, workshop the series is a part of, the location where the
session series is held, the facilitator(s), the number of session occurrences in the series, the start date of
the series, and a button for managing registration for the session series.
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The workshop dropdown menu allows grant recipient staff to restrict the session series table to only show
the series for the selected workshop. The arrow buttons in the header of each column can be used to sort
the session series, for example, by location. These features allow grant recipient staff to quickly find
specific session series and to manage client registration.

VI.C.1 Adding a new session series (screens W4 and W5)

Grant recipient staff with session series permissions can add new session series for workshops by first
selecting the +Add Session Series button on the Session Series page (W4) to open the Add/Edit Session
Series screen (W5). In the top portion of this screen, select the workshop for which a session series will
be added. The registration requirements, total hours to be offered, and workshop description will
automatically fill-in for the selected workshop. Note that this information about the workshop is only
editable by site administrators from screen W2.

Complete the Session Series Details portion of the Add/Edit Session Series screen (W5). Provide a name
for the session series that describes the curriculum as well as the timing, for example, ABC curriculum
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June 2017 evenings. Be sure to never include client PII like names in the name of session series, and
select the agency that will provide the session series from the dropdown menu. Insert the maximum
number of clients who can attend each session occurrence or, if there is no limit to the number of clients
who can attend, check the No Limit check box. The maximum number of clients entered in this screen
will limit the number of clients who can be registered for that session series.

Enter information about the location where the sessions will be provided, including the name, address,
and telephone number of the location.

In the Facilitators section, grant recipient staff can enter the names of up to 15 facilitators of the session
series. At least one facilitator name must be entered.

In the bottom portion of the screen add information about the date and time of the session occurrences in
the series. First, enter the total number of session occurrences to be included in the series. If the number
of session occurrences in the series is greater than one, the Recur Every field will appear at the bottom of
the screen; select the day(s) of the week on which the session occurrences will be held.

Next, enter the date of the first session occurrence by using the calendar feature to select the date or by
entering the date in MM/DD/YYYY format. Use the dropdown menus to select the start time of the
session occurrences.

Enter one start and end time for all sessions in the series and double-check that the duration, auto-filled
based on start and end time, is accurate based on the Total Hours to be Offered for the workshop as
entered on screen W2 and the number of session occurrences in the series as entered on screen W5. A
warning message will appear if the number of session occurrences multiplied by the duration of each
session is 20% more than the Total Hours to be Offered, but the series can still be saved. If the number of
session occurrences multiplied by the duration of each session is less than the Total Hours to be Offered,
the series cannot be saved until this discrepancy is fixed.

Use the Edit Occurrence Details processes described below in Modules VI.D.1 and VI.D.4 to create
session series with session occurrences that do not recur on the same days each week. First, create the
desired number of session occurrences and have them recur on a weekly basis. Then follow the
instructions in those sections to change the dates of individual session occurrences to the desired dates.
Use the same Edit Occurrence Details processes to edit the start and end times of occurrences when times
or durations differ across the sessions in a series.
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W5 Add/Edit Session Series

* Indipatas required field{s)

* Workshop Name --Select workshop »
Registration Required Yes No Total Hours to be Offered
Enrollment
Type Structure

Curriculum or other group
service

Description

Session Series Details

* Session 3eriez Name

* Agency Providing --Select agency W
* Max # of Clients LI No Limit
Location
* Location Name
* Street * City
* State --Select w * Zip Phone

Facilitators: 1 (# of Facilitators)

* Enter Facilitator ~ Facilitator #1

(Enter ali that apoly)

© Add Facilitator
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Date & Time

* # of Sessions

* Session Start Date B
* Session Start Time - v - A AN v
* Session End Time = b - w AM W
hour{s) and minufes

Session Duration

Recur Every Osun CMon Chtue Ciwed Othur OFni Csat

(Select all that apoly)

Select the Save button to add the new session series to nFORM. You will automatically be taken back to
the Session Series page (W4) and the newly created session series will appear in the Session Series table.

VI.C.2 [Editing, canceling, and deleting session series (screens W4 and W5)

To edit information about session series, site administrators select the applicable Series Name button on
the Session Series page (W4) under the Workshops tab. The Add/Edit Session Series screen (W5) for the
selected session series will open in a view-only format. Select the Edit button at the bottom of the screen
to enable editing of the session series details, location, facilitators, and date and time sections of the
screen. Select the Save button to save any edits made for the session series. You will automatically be
taken back to the Session Series page (W4) and the edited session series information will appear in the
Session Series table.

Select the Cancel Upcoming Session(s) button on the Add/Edit Session Series screen to cancel all future
session occurrences for the series. You will be asked to confirm the cancellation; if you confirm the
cancellation, you will automatically be taken back to the Session Series page (W4). The session series for
which you cancelled the upcoming sessions will still appear on the Sessions Series table, but clients can
no longer be registered for the session series and attendance cannot be recorded for the sessions that were
canceled. The Registration/Manage button will change to a Registration/View button, which opens a
view-only version of the Manage Client Registration screen (W8) for the session series. The Manage
Client Registration screen (W8) is described in the following section of this manual.

To delete a session series, site administrators may select the Delete Session Series button after selecting
the Edit button at the bottom of the Add/Edit Session Series screen (W5). After clicking the button, a
warning message will appear asking the site administrator to confirm the session series deletion. After
confirming the deletion, the site administrator will automatically be taken back to the Session Series page
(W4); the deleted session series will no longer appear in the Session Series table. As noted above,
workshops should not be deleted unless they were added to nFORM in error because deleting a
workshop will remove the workshop including all session series created for it and ALL

recorded attendance.
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VI.C.3 Registering clients for session series (screens W4 and W8)

All nFORM users can register clients to attend sessions of workshops that require registration. First, on
the Session Series table on the Session Series page (W4), select the Manage button for the session series
for which you want to register clients; this will open the Manage Client Registration screen (W8).

:.= E E M 0 0 Hello, testuser13@mprcom?
Information, Family Outcomes, Reporting, -

and Management

Clients  Workshops Service Providers Reporis Settings Help

Session Series

@ Filter Criteria

Workshop: —Select workshop v
+ Add Session Series Items per page 10 v
Series Name ¥  Workshop %  Location ¥  Facilitators ¥ #ofSessions ¥ StartDate ¥ Registration
| Q1182021 Series for AD Cutover  [REEIRUIITE Library Facilitator 1; Facilitator 2 12 11812021

The top of the Manage Client Registration screen (W8) displays the name and details of the workshop, the
session series name, and details about the session date, time, and location.

The Filter Eligible Clients section displays drop-down menus that allow nFORM users to filter clients by
grantee location, client ID, first and last name, case manager, client status, population, service assignment
(for local evaluations only), and enrollment date range. If entering multiple criteria and select Search,
only those clients who match all criteria will appear. The Clear Criteria button clears all prior

filter selections.

Below the Filter Eligible Clients section, the Eligible Clients box displays the names and client IDs of
clients who can be registered for the workshop, filtered based on the criteria entered. If no criteria are
entered, the Eligible Clients box will display the names and client IDs of all eligible clients.

Clients who are eligible to be registered for a session series include clients who are participating in the
program, that is, clients with any Client Status other than Applicant Pending Enrollment, Duplicate
Pending, Duplicate Confirmed, or Consent Revoked. The client ID can be used to distinguish between
different clients with the same or similar name. Clients with a status of Applicant Pending Enrollment
must complete the applicant characteristics survey and have their service assignment recorded (if
applicable) to change to Active, before they can be registered for workshop series. Clients who become
Active in nFORM after the start date of a workshop session series will appear in the Eligible Clients box
for subsequent session occurrences in that session series.

There is no way to register clients or record their attendance in nFORM for session occurrences that
precede their nFORM enrollment date (the date on which their status in nFORM changes to Active from
Applicant Pending Enrollment). In addition, even if the client is enrolled in nFORM before the end of a
session series, the client cannot be retroactively registered for a series after the last session occurrence.
Finally, note that clients who are registered for a session series on the same day of a session in that series
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will not appear on the series’ registration list until the next session occurrence; these clients are not
considered to be registered in advance of a session if the registration date and session date are the same.
(This is further described in Module VI.D.4 below.) However, staff can record these clients as drop-ins,
and they will appear as registered in advance for subsequent sessions.

Grant recipients must plan their enrollment and data collection procedures accordingly to ensure
accurate recording of service and participation data.

In addition, clients participating in a local evaluation must have a treatment, control (with services),
waitlist control (with services) assignment; clients with a control (no services provided) or waitlist control
(no services provided) assignment will not be displayed in the list of clients who can be registered for a
workshop session series.

W8. Manage Client Registration

Workshop Name CBE Workshop

Session Series 1/8/2021 Series for AD Cutover
Enroliment Cohort
Type Optional
Structure Linked
Curriculum or other group service Building Futures

Session Start Date 1/8/2021
Session Start Time 500 PM
Location Name Library

Address 21 Hanover Road - Anytown, NJ

@ Filter Eligible Clients

Grantee Location v Case Manager v
Client ID Client Status v
Last Name Population v
First Name Service Assignment v
From To

Enroliment Date Range:

[HE

B 1/28/2021

M Clear Criteria
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Registration

Eligible Clients: Clients already registered
7, Test (10022201) o Cheese, Chuckie (10021260)
Allen, Jeff (10000566) Register Client(s) Dummy, Crash (10000337}
Brady. Tom (10022311) o = Griswold, Clark (10000032)
Brady. Tom (40001357) Parker, Peter J (10000015}
Doe, Jane (10000058) o Smith, Jane (10009237)

Dummy, Crash (10000540)
Eval, Local (10008364)
Grimes, Rick (10000061)
Howard, Moe (10021273)
Jetson, George (10001497)
Jetson, Jane (10001507)
Parker, Peter (10000430)
Potter, Harry (10000391)
riddle, tom (10022065)

Test, Ava (10021244)
Venkman, Peter (10000375)
Woman, Wonder (10021192)

Smith, Will (10021257)

Remove Client(s)

Seats Available: 6

Save Cancel

Use your cursor to select the names of the clients that you want to register for the session series, then hit
the Register Clients button. This will transfer the client names to the right-hand box to show that they are
registered for the session series. The Seats Available indicator in the lower right corner of the screen
displays the number of clients who can still be registered for the session series. Select Save when you
have finished registering clients for the session series; you will automatically be taken back to the Session
Series page (W4).

© Client ID appears in parentheses after name

You can remove clients from the list of registered clients by selecting their name(s) in the right hand box
on the Manage Client Registration screen (W8) and selecting the Remove Client(s) button to move them
back to the list of unregistered clients in the left-hand box. Changes to the list of registered clients must be
made before the session series has ended. Clients who are removed from the advance registration list will
no longer appear on the client roster or appear on screen W9 as advanced registered. In addition, clients
who are registered, deregistered, and then reregistered will only appear as registered for a series for the
session following the most recent date they were registered for a series.

D. Sessions (screens W7, W9, and W10)

Under the Workshops tab, select the Sessions screen (W7) to view all of the sessions for your grant
recipient. The top of the screen will display red text showing the number of sessions that are pending
attendance. Below that, the screen has filters that allow you to narrow the list of sessions to specific
workshops or session series. The Sessions table displays the session occurrence date, session series name,
facilitators, and status of the session. You can sort the sessions in ascending or descending order by any
of these fields using the arrow button in the column header.
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VI.D.1 Editing session occurrence details before or on the session date (W10)

Select the applicable Session Occurrence button on the Sessions table to view the Session Occurrence
Details screen (W10). This screen has detailed information about the session occurrence. If the current
date is before or on the session date, grant recipient staff can edit details of the session, like its location or
facilitators. Grant recipients can also add names to individual sessions, although this detail is optional.
Grant recipient staff can also reflect rescheduled sessions on this screen by entering the new date and time
for the rescheduled session occurrence; select Save and the session occurrence will display in the Sessions
table with the new session date and time. This feature is useful if, for example, the scheduled session falls
on a holiday and must be rescheduled.

Grant recipients may also use this Edit feature to change session start or end times if their intent is to hold
workshop session occurrences of varied lengths. nFORM automatically generates workshop sessions of
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equal durations. However, users can adjust the duration of each session by adjusting its start and end time.

A warning message will pop up that indicates the combined hours across the sessions in the series do not
match the total hours specified for the workshop. This will occur if a change to the session duration
results in the series duration being either less than the Total Workshop Hours to be offered or exceeds the
Total Workshop Hours to be offered by more than 20%. The changes can still be saved.

Session occurrence details can only be edited on this screen before or on the scheduled date of the session
occurrence. If the original date of the session occurrence has passed, but the session was held on a
different date and/or time, then the actual details of when the session was held should be recorded as
described below in Module VI.D.4 when recording attendance for the session occurrence.
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W10. Session Occurrence Detalls

* Indicates required field(s)

Session Series Name

Agency Providing

Max # of Clients

Workshop Total Hours

Current Series Duration

Occurrence Details

Sesgsion Name

* Session Date

© Sessgion Start Time

* Session End Time

Session Duration

* Location Name

* Btreet

* City

* Zip

* Enter Facilitator
{Enter all that apply)
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Facilitator #1

Facilitator 1

Facilitator #2

Facilitator 2

Nao Limit
hours
hour{s) and 0
oo A PM
0o ~ PM
hour{s) and 0
Phone

[
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minuies

minuies
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VI.D.2 Canceling and reinstating session occurrences (screen W7)

nFORM users may cancel individual sessions in the Sessions table on the Sessions screen (W7). To
cancel an individual session, click the Cancel button under the Info column in the row of the session you
want to cancel. You will be asked to confirm the cancellation of the session.

Confirm

Are you sure you want to cancel this session? You will not be able to record attendance once you cancel.

Click OK to continue with cancellation of this session.

The Info column will now show a Reinstate button in the row of the session occurrence that was
cancelled. Clicking the Reinstate button allows you to reverse the cancellation of a session occurrence.
You will be asked to confirm the reinstatement of a cancelled session occurrence. The Cancel button will
reappear for a reinstated session occurrence.

Confirm

Are you sure you want to reinstate this session?

Click OK to continue with reinstating this session.

NOTE: Session duration associated with Cancelled sessions is not counted (included) when
calculating series duration.

VI.D.3 Generating a roster of registered clients (screen W7)

All nFORM users may select the Generate button under the Roster column on the Sessions screen (W7) to
generate a PDF list of the registered clients for a specific session occurrence. For sessions where
registration is not required, the roster will include blank lines for recording attendance at the session,
rather than any pre-printed names. Open the PDF file to view your generated client roster. You also have
the option to save the roster to your computer or print it to record attendance. A roster can be generated
for any session occurrence.
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Sessions

A 519 sessions are pending aftendance.

@ Fllter Criteria

Workshop: —Select workshop

Session Series: —Select session series

1

Occurrence Session Series

TSR 1/8/2021 Series for AD Cutover
BEITTERITETSNE T  1/6/2021 Series for AD Cutover
SR 1/8/2021 Series for AD Cutover
ICEEEEETET  1/8/2021 Series for AD Cutover
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Facilitator 1; Facilitator 2
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Session Status: —Select session status ~

L13

Items per page 10 v

Status *  Info Roster Attendance

Upcaming nia
Upcoming nia
Upcoming nia
Pending Attendance
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a. Example of PDF roster file

CBE Workshop
Session Series: 1/8/2021 Series for AD Cutover

Information, Family Dutcomes, Reparting,
and Management

Session Name:

Session Date: 1/29/2021 Session Time: 6:00 PM

Please complete the following session information: Eacilitator(s) for this session

Location Name:

Session Start Time:

Session End Time:

Attendance Roster

Registered Attendee(s): SIGN NAME

Cheese, Chuckie

Durmmy, Crash

Griswold, Clark

Parker, Peter J

Smith, Jane

Smith, Will

Additional Attendee(s):
PRINT NAME SIGN NAME

VL.D.4 Tracking session attendance (screens W7 and W9)

On the day a session takes place, the Status column on the Sessions screen (W7) will begin to display
Pending Attendance. In order to remind grant recipient staff to record attendance as soon as possible, a
message will appear at the top of the screen in red if one or more sessions are Pending Attendance. This
count aggregates across all workshops and will decrease once attendance is recorded. Use this message as
a check to make sure that attendance information is entered in a timely manner.

nFORM users may record attendance for a session occurrence by selecting the Record button that appears
in red under the Attendance column for the applicable session occurrence on the Sessions screen (W7).
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This opens the Track Session Attendance screen (W9). The top portion of this screen displays the
workshop and session series names. The Occurrence Details section of the screen displays the date, time,
duration, location, and facilitators of the session occurrence.

Occurrence details can be edited if the current date is after the session date by selecting the Edit
button in this section of the screen. Click the Edit button to record a new session date, session start
time, session end time, location, or facilitators if those differ from what was originally scheduled when
creating the session series. This feature is useful if, for example, there were substitute facilitators for a
scheduled session, or a session had to be rescheduled at the last minute due to weather conditions or
facilitator illness.

Grant recipients may also use this Edit feature if their intent is to hold workshop session occurrences of
varied lengths, since nFORM automatically generates workshop sessions of equal durations. Grant
recipient staff can edit session durations in advance by adjusting the session start and end time on screen
W10 before or on the date of the session, as described at the beginning of this section. If the session date
has passed, these details can be edited on screen W9. As on screen W10, a warning message indicating
the combined hours across the sessions in the series do not match the total hours specified for the
workshop will pop up, if edits to a session’s start and end time results in the series duration being either
less than the Total Workshop Hours to be offered or exceeds the Total Workshop Hours to be offered by
more than 20%. In this instance, the changes can still be saved.

Grant recipient staff can also edit occurrence details to name individual sessions, although this detail is
optional. Finally, grant recipients can add notes about each session on this page.
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Sessions

A\ 1447 sessions are pending attendance.

@ Filter Criteria
Wiorkshop: —Sefect workshop L'
Session Series: —Select seszion s=res w Session Status: —-Select session siEtus v
ltems per page 10w
Dcourrence ~ Session Series + | Facilitators =  Status *  Info Roster Attendance
0, Wied 2E2018 7:00 BW 12018 start date Fending Att=ndance @ Cancsl & Genersis @
172010 start date Session Complatz m & Genersis @
0 Tue 1222019 00 PM 11772019 start date Session Complete @ m
17/2010 start date Session Complste & Cennrnbs
_ 1772010 start date Session Complele 3 Generpin
_ 182018 Stant Date Fending Attsrcance @ = Genprsis @
1:9/2010 Start Date Fending Atterdance @ 8 Gentrale @
_ 1/8/2010 Start Date Fending Attendance 8 Genersin @
n 2jal&]sls 1560 Record(s)
Clients MWiorkshops Service Providars Repors Settings Help

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management
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W4, Track Session Attendance

Warkshop Name

Session Series Name
Workshop Totzal Hours
Current Series Duration

@ Occurrence Details

Session Name

* Session Date

* Bession Start Time

* Bession End Time

Session Duration

* Location Name

" Btrest

* City

= fip

* Enter Facilitator

Notes

Elewatz
1772018 start date
A
1T/2018 start date
282018
7 W
g W

YIMCA

1234 Main Strest

Anytowin

o7t

Facilitator #1

oo w P

an w P
rour{s) and ag
Fhone

muinutes

* State

If no clients attended the session occurrence, select the applicable checkbox at the top of the Attendance
section of the Track Session Attendance screen (W9). This will complete the process of recording
attendance for these situations.

If one or more clients attended a session occurrence, grant recipient staff should record attendance for
registered clients under the Advance Registration subsection of the Attendance section of the screen.
Select the names of the registered clients who attended in the left box and use the top Add Clients button
to move these clients to the box on the right-hand side for clients who attended the session. As you move
clients to this box, the attendance counter above will increase to reflect the number of clients in the box.
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Use this as a data quality check to make sure the number recorded as attending matches the number from
the sign in sheet.

The registered clients who attended the session will now appear in the top box on the right. Similarly,
select the names of the registered clients in the left-hand box who did not attend the session and use the
lower Add Clients button to move their names to the box of clients who DID NOT attend the session. The
registered clients who did not attend the session will then appear in the appropriate box on the right to
record their absence, and the number of clients in the attendance counter above the appropriate box will
increase accordingly.

Grant recipient staff can reverse the process by using the Remove Client(s) buttons, which will also
decrease the attendance counter.

Note: Clients who were registered on the same day as the session will not appear in the Advance
Registration box for that session, as this is not considered Advance Registration. However, these clients
will appear under the Drop-Ins section — described below — for that session, and they will appear in the
Advance Registration box for subsequent sessions.

@ Attendance

Check here if no clients attended this session @

Advance Registration

Clients registered for this seszion Clients who aftended this session

-}

Cheese, Chuckie (10021260) : o
Dummy, Crash (10000537) Add Client(s)
Griswold, Clark (10000032)

Parker. Peter J (10000016)

Smith, Jane (10009237) 0
Smith, Will (10021257} Remove Client(s)

fota o

Clients who DID NOT attend this session

©

Add Client(

<)

Remove Client(s)

)

The attendance screen is not considered complete until all registered clients are moved into either
the attended or did not attend boxes. The red Record button on the session occurrence screen will not
change to View/Edit until all registered clients have been moved from the left-hand box into one of the
right hand boxes.

Clients who were not registered for a session but who were eligible to be registered for a session will
appear in the Available Clients box on the left side of the Drop-Ins subsection of the Track Session
Attendance screen (W9). Clients are considered eligible for a session if their enrollment date is the same
date as a session occurrence or prior and do not have a client status of Applicant Pending Enrollment,
Duplicate Pending, Duplicate Confirmed, or Consent Revoked.
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While all eligible clients will initially appear in the Available Clients box, grant recipient staff have the
ability to filter this list by grantee location, client ID, client name, assigned case manager, client status,
population, service assignment (for local evaluations only), and enrollment date range.

Recording attendance for drop-ins is similar to the process for registered clients. Select the names of the
clients who dropped-in to the session in the box on the left and use the Add Client(s) button to move the
clients to the box on the right-hand side to indicate clients who attended this session. These clients will be
recorded as attending as drop-ins for the session.

@ Filter Available Clients

Grantee Location v Case Manager v
Client ID Client Status v
Last Name Population A
First Name Service Assignment v
Start Date End Date

Enroliment Date Range:

i1}

3 11282021

B2 ceorcrers

Drop-Ins
Available Clients; Clients who attended this session 0
Allen, Jeff (10000566) g o
Brady, Tom (10022311) Client{s)
Doe, Jane (10000058) Attended

Dummy, Crash (10000540)

Eval, Local (10008364)

Grimes, Rick (10000061) o
Howard, Moe (10021273)
Jetson, George (10001497)
Jetson, Jane (10001507)
Parker. Peter (10000430
Potter, Harry (10000391)
riddie, tom (10022065)

Test, Ava (10021244)
Venkman, Peter (10000373)
Woman, Wonder (10021192)

Remove Client(s)

@ Client ID appears in parentheses after name.

Save Cancel

Please ensure attendance has been recorded for all session occurrences as quickly as possible after each
session occurs.

As noted in Module V, nFORM includes an important date check so that clients cannot be marked as
attending any service contact or workshop session occurrence that precedes their enrollment date. If a
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client’s nFORM enrollment date is after the initial session occurrence(s) of a workshop series, they can
still be registered for that workshop series but they cannot be marked as preregistered/attending, dropping
in to, or making up the session occurrences that precede their enrollment date.

Grant recipients with rolling session series, where clients can attend any session occurrences across series
within the same workshop curriculum, can be marked as drop-ins to these session occurrences. As long as
the session series are created within the same workshop in nFORM, their attendance will be counted on
the quarterly reports as if they attended sessions within the same series.

Select Save when you finish recording attendance for the session occurrence. You will then be taken back
to the Sessions screen (W7).
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Vil.Managing Enrolled Clients
nFORM case management functions are found under the Clients tab.

Case management functionality is available to all site administrators and all case managers.
Limited functionality is available to general users with enrollment permissions.

In addition to client enrollment functions described in Module V, nFORM users complete the
following functions through the Clients tab:
e Edit client information including client status
e Assign case managers
e  Administer client surveys
e Record and view service contacts with clients
e Record and view referrals made to clients
e Record and view incentives provided to clients
e Remove client’s registration from current and upcoming workshops
e Review client’s session attendance

e Record individual make-up sessions for missed workshops

All of these functions are performed by opening a client’s record through the All Clients screen (C1) or
My Clients screen (C9) and navigating to the client’s Profile, Service History, or Workshops/Sessions
screens (C3, C4, and CS5). The Bulk Update screen (C14) allows for editing multiple clients’ statuses and
case manager assignments at one time. The following sections describe how to complete case
management functions for individual clients and in bulk (if applicable); the last section of this module
describes how these functions differ for clients enrolled as couples.

A. Client profile (screen C3)

Click on the applicable Client ID number on the All Clients (C1) or My Clients (C9) client listings to
open the client’s Profile page. The Profile page summarizes the client’s enrollment in the program,
contact information, assigned caseworkers, client survey status, service contacts, referrals, incentives, and
workshop attendance.
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& Devine Adamson (Client ID 10088627)

Profile Service History Workshops / Sessions
Program Information Assigned Case Manager(s)
Enroliment Date /1512022 ONo case have been assigned
Client Status  Moved out of area
G~ R
Date

Type Status Date Action

Client Information Applicant Characteristics Survey Complete 08/15/2022
Entrance Survey Complete 02/16/2023 na

Application Date  7/13/2022

c ity indivi Exit Survey Incomplete =

Date of Birth  10/2/1995

© Applicant has not been d for intimate partner
violence or teen dating violence.

:
i

©_Contact Information Type # Provided Most Recent
0 (184) 920-3459 .
Service Contacts 1 22112023
Address Referrals 0 %

©Address 1 - Primary
Incentives/Program Supports 0 -
847 Winifred Flats o

Apt. 453

East Chaunceyburg MI 38686

Workshop Summary

© Additional Contact(s)
Next

Name W Hours # i Last Session Meeting
*Primary Received d A Date
Form Completed By Test Site Administrator1
Lin0_0 5 5 11/1612022 -
Referred By:
Workshop CP 1 05 1 117242022 -
Type Employment assistance centers or one-
stops Smell the Roses 8 2 82212022 -
Name

Pafts WS sA 47 UNRPNOA -

VIL.A.1 Editing client information (screens C2 and C3)

The Client Information box on the Profile screen (C3) shows the information that was recorded on the
client’s Application Form (C2) during enrollment. Grant recipient staff with enrollment permissions can
edit the client’s information by selecting the Edit button on the Program Information box to open the
Application Form (C2). Clicking Edit at the bottom of the Application Form enables most of the
information on the form to be edited. For example, if the grant recipient is conducting a local evaluation
and a mistake is made in designating whether a client is participating in the evaluation, site administrators
will correct the local evaluation checkbox by editing the Application Form. However, the Application
Date cannot be changed after saving the Application Form. A client’s Population may be changed
until the client begins their entrance survey. Intimate partner violence/teen dating violence
screening is only editable if it was originally recorded that the applicant had not been screened. The
result of the intimate partner violence screening will also not display in the client profile. Click Save after
editing the client’s information; another duplicate detection process will automatically begin after edits to
the Application Form are saved.
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VILA.2 Editing client status individually (screens C3 and C8)

The Program Information box on the client’s Profile page shows the client’s status and the effective date
of the current status. If the client has completed the enrollment process by completing the Application
Form and the applicant characteristics survey (and a Service Assignment has been made if the client is
participating in a local evaluation), then the client’s enrollment date will also display in this box. The
enrollment date is the date on which the client completes the applicant characteristics survey.

Grant recipient staff with enrollment permissions can edit the client’s status by selecting the Edit button
on the Program Information box to open the Edit Program Information page (C8).

C8. Edit Program Information

* Client Status Active W

* Status Change Date 112672021

=il Cancel

If the client is participating in a local evaluation, their Service Assignment is selected after they complete
the applicant characteristics survey. This process is described in Module V.D.2. If the client is initially
assigned to a control waitlist group (with either partial services or no services), but is later selected to
receive treatment services, the site administrator can reassign the client by editing the Service Assignment
on the Edit Program Information page (C8). Please see the Performance Measures and Data Collection
Logistics Manual for more information on control waitlist clients.

To change the Client Status, select the Edit button and then the applicable client status option from the
Client Status dropdown menu. Options on this drop-down menu include: Active, Completed/graduated,
Consent revoked, Deceased, Drop out, Duplicate confirmed, Incarcerated, Moved out of area, Non-
responsive, Primary complete/Optional active, Removed from program, State of emergency, and
Temporary hold. Table VII.1 provides brief descriptions of each status code. Additionally, grant
recipients should review ACF’s guidance on end-of-program client status and implications for program
completion, exit surveys, and QPR/PPR reporting; this guidance is included in the Performance Measures
and Data Collection Logistics Manual which is available on the HMRF Grant Resources Site.

After selecting the appropriate Status Code for the client, choose the associated Status Change Date. The
Status Change Date is automatically set to show the current date. Grant recipient staff can use the
calendar feature or enter a different date in the MM/DD/YYY'Y format. Status change dates must be
between the Application Date and current date. Click the Save button to save the new client status.

VIL.A.3 Editing client status in bulk (screen C16)

The Bulk Update screen (C14) button, located next to the All Clients (C1) and My Clients (C9) screen
buttons, allows nFORM users to change the Client Status for multiple clients at the same time. Use the
Filter Eligible Clients section at the top of the screen to find clients by grantee location, their current
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client status, population, case manager assignment, workshop and session series they attended, enrollment
date range, and service assignment (for local evaluations only). Note that if entering multiple criteria, only
those clients who match all criteria will appear. The Clear Criteria button clears all prior filter selections.

The Eligible Clients box below displays the names and client IDs of the clients whose statuses can be
changed, filtered based on the criteria entered. If no criteria are entered, the Eligible Clients box will
display the names and client IDs of all eligible clients. After selecting the names of those clients whose
statuses will be changed, click the Select Clients button to move their names to the Clients to be
updated box.

When all desired Eligible Clients have been selected, choose the new client status from the Client Status
drop-down menu. Table VII.1. below provides descriptions of each status code.
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C16. Bulk Update Client Status

* Indicates required fieid{sk
Client Selection

@ Filter Eligible Clients

Grantee Location
Client Status

Population

Enrollment Date Range:

Efgibss Chants:

7, Test (10022201)

Allen, Jeff (100005586)
Brady, Tom (10022311)
Brady, Tom (40001357)
Cheese, Chuckie (10021260)
Doe, Jane (10000053}
Dummy, Crash {10000537)
Dummy, Crash {10000540)
Ewval, Local (10008364)
Grimes, Rick (10000061)
Griswold, Clark (10000032}
Howard, Moe (10021273)
Jelzon, George (10001497)
Jetson, Jane (10001507
Parker, Peter (10000430)
Parker, Peter J {10000018)
Polter, Harry { 10000391}
riddle, tom (10022065)
Smith, Jane {10009237)
Smith, John {10000045)

6 Client 1D appears in parentheses after name

Client Status Selection

* Client Status

From

~ Case Manager
' Service Assignment
b

Session Series

To

& 142812021

m Clear Criteria

Clients to be updated

©

Select Client(s)

G

Eemove Clent{s}

@

Save Cancel

Grant recipients should use the Client Status operational report to monitor client status across all

of the grant recipient’s clients. This report is described in Module VIIL.B.
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Table VII.1. nNFORM status codes

Status code

Definition

See the Performance Measures and Data Collection Logistics Manual on the nFORM help tab for ACF’s
guidance on when to use the non-responsive, drop out, and completed/graduated statuses.

Applicant pending
enrollment

nFORM automatically sets this status after the grant recipient staff completes the
Application Form.

Active

nFORM automatically sets this status after the client completes the applicant
characteristics survey, and, if the client is in a local evaluation, after a service
assignment is selected. At this point the client has completed enrollment in the grant
recipient’s program.

Duplicate pending

nFORM automatically sets this status; it cannot be selected by grant recipient staff.
When the completed Application Form is saved, nFORM automatically runs a duplicate
check against existing client records (as described in Module V). If a match is found,
the client status is set to Duplicate pending. The client status will automatically change
to Applicant pending enrollment if the duplicate is overridden by the grant recipient site
administrator.

Duplicate confirmed

Site administrators and case managers can confirm a record as a duplicate on the
Possible Duplicate(s) Found screen. Only site administrators can edit the status of
clients with a status of Duplicate confirmed.

Individual services, referrals, and incentives, and participation in workshops cannot be
recorded in nFORM for records with this status.

Completed/graduated

Client has completed all required or recommended services. Program completion—
which services are recommended/required and the level of participation that is
expected before a client is considered to have completed or graduated—is defined per
a grant recipient’s approved grant application and any modifications approved by OFA
through non-competing continuations. For example, a program may define completion
as when a client has attended 100 percent of the workshop sessions and participated in
2 meetings with a case manager. Clients who have completed/graduated may still be
eligible for other services in a program.

Consent revoked

Grant recipients may be required to obtain informed consent from enrollees either as
part of or outside of a local evaluation. These grant recipients should use the “Consent
revoked” status code when:

1. A client revokes their consent to participate in the grant recipient’s local evaluation
and the client will not continue participating in the program.

2. A client is not participating in a local evaluation but revokes their consent to have
their data collected and used by the grant recipient.

If a client revokes consent to participate in a grant recipient’s local evaluation but will
continue participating in programming, uncheck the local evaluation checkbox in the
client’s profile (screen C2). This removes the client from the local evaluation and allows
additional service and survey data to be collected.

Grant recipients that do not request informed consent from clients should not use this
code. If a client stops participating and is unresponsive to outreach, use the “Non-
responsive” status code. If a client communicates to grant recipient staff that they no
longer want to participate in programming, use “Drop out”.

Deceased

Client passed away.

Drop out

Client has indicated that they are no longer interested in services or will not/cannot
attend. At the program's discretion, staff may also classify a client as a drop out if s’he
has not attended services for a certain amount of time as designated by the program
(such as six months). This status could be used for clients who attended and then
stopped as well as those who never attended services.
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Status code

Incarcerated

Definition

Client is unable to participate in programming because they are in prison or jail.

Moved out of area

Client has moved out of service area or the grant recipient’s service area has changed.

Non-responsive

Client is not regularly attending services and does not respond to outreach efforts, as
defined by the grant recipient.

Primary complete/optional
active

Client has reached primary workshop participation target for his/her population but is
still participating in optional programming provided by grant recipient.

Removed from program

Grant recipient has determined that client cannot or should not attend the program, for
example, because of illness preventing further participation, inappropriate behavior,
violation of policy, or safety concerns for staff or other clients.

State of emergency

Client’s participation is affected by a local or national emergency, such as a natural
disaster or public health emergency.

Temporary hold

Client is not currently participating in services but may return, for example, because of a
temporary change in work schedule or iliness. This may include clients who are
responsive to outreach but not attending services.

VII.A.4 Assigning case managers individually (screens C3 and C10)

Site administrators and case managers who are assigned to a client are listed in the Assigned Case
Manager(s) box on the Profile screen (C3). Grant recipient site administrators assign case managers in
nFORM by clicking the Edit button in the Assigned Case Manager(s) box to open the Case Manager
Assignment (C10) screen. The ability to assign case managers is limited to site administrators and case
managers to whom a site administrator has granted the user account permission to manage case

manager assignment.

Highlight the applicable case manager(s) from the list of caseworkers available for assignment in the box
on the left side of the Case Manager Assignment screen (C10). Click on the Assign Case Manager(s)
arrow to move the selected case manager(s) from the Case Manager(s) Available for Assignment box on
the left to the Assigned Case Manager(s) box on the right.
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C10. Case Manager Assignment

& Charlie Brown

Assignment

Case Manager(s) Available for Assignment Assigned Case Managers(s)

Site Administrator, Grace Site Administrator, Mathew

Site Administrator, Marybeth

You can also unassign a case manager by selecting the case manager’s name in the Assigned Case
Manager(s) box on the right and clicking the Unassign Case Manager(s) button to move the case
manager’s name to the Case Manager(s) Available for Assignment box on the left.

Select Save and the assigned case manager(s) will appear in the Assigned Case Manager(s) box on the
Client Profile screen (C3). In addition, the client will appear in the My Clients list of the assigned
case manager(s).

VILA.S Assigning and unassigning case managers in bulk (screens C14, C15, and C20)

Site administrators can assign one or more case managers to multiple clients at one time. From the Bulk
Update screen (C14), select the Assign Case Managers button to open the bulk Assign Case Managers
screen (C15). The Filter Eligible Clients section of the screen allows site administrators to select clients
based on grantee location, client status, population, case manager, enrollment date range, and service
assignment (for local evaluation only). The Eligible Clients box below displays the names and client IDs
of the clients who can be assigned Case Manager(s), filtered based on the criteria entered. If no criteria
are entered, the Eligible Clients box will display the names and client IDs of all eligible clients.

To bulk assign Case Manager(s), select the clients to be updated from the Eligible Clients box by clicking
the Select Client(s) button to move them to the Clients to be updated box. Then, select the Case
Manager(s) to assign to those clients from the Case Manager(s) available for assignment box and click the
Select Case Manager(s) button to move them to the Case Managers to be assigned box. Click save to
assign the case managers to the selected clients.

Mathematica® Inc.

84



nFORM 2.0 User Manual

Site administrators can also unassign a case manager from multiple clients at one time. From the Bulk
Update screen (C14), select the Unassign Case Managers button to open the bulk Unassign Case Manager
screen (C20). After selecting a case manager at the top of the screen, the Eligible Clients box will fill with
all clients assigned to that case manager. That list of clients can be further filtered by searching on grantee
location (if applicable), client status, population, and enrollment date range. Move clients from the
Eligible Clients box to the Clients to be updated box using the Select Client(s) arrow and click Save to
bulk unassign the specific case manager from all selected clients.
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C15. Assign Case Managers

Client Selection

@ Filter Eligible Clients

Grantee Location

Client Status

Population

Enroliment Date Range:

Eligible Clients:

12/08, Test Participant (101049687)
12/08, Test Participant 2 (10104970)
12/08, Test Participant 3 (10104983)
Abbot, Katy (10081679)

Abbott, Toby (10081685)

Actor11, Pearl (10090880)

Actor12, Rose (10000893)

Actor2, Kelly (10090369)

Actor3, Janet (10090899)

Actor4, Eddie (10000709)

Actor5, Peri (10090754)

Actor8, Lapis (10090767)

Actor7, Steven (10000848)

Actor8, Connie (10090851)

Actro1, Courtney (10000356)
Adams, Calie (10081132)

Adams, Jamie (10081145)
Adamson, Devine (10088827)
AdamsV2, Devin (10102309)

Adler, Dira (100817786)

Adlen Dase I4OANDATEN

v Case Manager
v Service Assignment
v
From To
(2 ] 3/7/2025
Clear Criteria
Clients to be updated:

a ©

. Select Client(s)

<

Remove Client(s)

© Chent ID appears in parentheses after name.

Case Manager Selection

Case Manager(s) available for assignment:

Case Manager, Test
CaseManagerCM3, Test

Site Administrator1, Test

Site Administrator4, Test

Case Manager, Test (Inactive)
61423, Test42 (Locked)

61423, Test43 (Locked)

61023, Test59 (Locked)

61023, TestS0 (Locked)

62123, TestB8 (Locked)

8923, Test17 (Locked)

60823, Test18 (Locked)

60823, Test19 (Locked)
PenTestUser002, Test (Locked)
Site Administrator5, Test (Locked)
Site AdministratorS, Test (Locked)
test04, SAuser (Locked)
Thomas, Carl (Locked)

User792, Test (Locked)

User793, Test (Locked)
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* Indicaies reguired fieldis)

* Case Manager

Client Selection
@ Filter Eligible Clients

Grantee Location
Client Status
Population

Enrcliment Date Range:

Eligiblz Cliznts

C20. Bulk Update - Unassign Case Manager

Select Case Manager to be unassigned

—Select case manager w
b Case Manager
W Service Assignment
S
From To

L] 12272021

Clhents to be updated

X ©

Select Client(s)

<

Bemove Clienl(s)

& Client |D appears in parentheses after name

VIL.A.6 Administering client surveys individually (screen C3)

The Client Surveys box on the Profile page (C3) shows the status of the applicant characteristics,
entrance, and exit surveys; grant recipient staff access surveys for clients from this box. Clients will
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respond to the applicant characteristics survey at intake (as described in Module V), the entrance survey
during the client’s first workshop session before any instruction is provided, and the exit survey at the
client’s last workshop session, or 14 days after the entrance survey if the program of services is shorter
than that.

Grant recipients are encouraged to contact their FPS with any concerns or requests about survey
timing. A date validation in nFORM prevents the exit survey from being generated for 14 days after the
completion date of the client’s entrance survey. For example, if a client completed their entrance survey
on January 12th, their exit survey would become available to administer starting on January 26th. The exit
survey is not available before then to ensure that entrance and exit surveys are administered at the
intervals specified by ACF.

If “Passcode” is selected from the “Action” dropdown next to the survey, the completion date of the
survey is automatically set by nFORM when the web survey is submitted and it cannot be changed. If
“Paper Copy” or “Refusal” are selected, grant recipient staff can enter a date up to 4 days in the past, and
the survey completion or refusal date will be set to that date.

Clients should only complete each survey once. Thus, if a client attends multiple workshops, they should
take the exit survey at the last session of the last workshop. Survey statuses are Incomplete, In progress,
Complete, Paper Complete, or Refusal. Administering the exit survey too soon after the entrance survey
may result in inaccuracies in the performance measures.

To launch the entrance and exit surveys, click the Action button on the Client Surveys table found in the
middle of the Profile page (C3), and select the Passcode option. To enter data from a survey that was
completed on paper, grant recipient staff can instead select the Paper Copy option. Both selections will
open the Generate Survey Passcode screen, which displays the URL for the survey, the client’s ID
number, and a passcode that is usable for the next 96 hours. The passcode can be reused up to 10 times
within the 96 hour timeframe from when it was first generated. A message also displays that notifies the
user of when the passcode will expire and how many times the passcode has been used. Please note that
passcodes will expire after 96 hours or after 10 uses, whichever comes first. Once a survey is submitted,
the passcode cannot be reused.

The URL for all client surveys is: https://hmrf-nform.acf.hhs.gov/Survey

Grant recipients can bookmark this on separate devices to be used by clients to complete the surveys.

Once the passcode is entered, the survey will open. Clients can take as long as they need to respond to the
survey, but the survey will automatically log out after 30 minutes of inactivity as a security precaution.
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Client Surveys

Type Status Date Action

Applicant Characteristics Survey Complete 01/28/2021 B Review

Entrance Survey Incomplete —~ Action -

Exit Survey Incomplete o=

Note that the Action button for the entrance survey only becomes functional after the client has completed
the applicant characteristics survey, and the Action button for the exit survey is only functional 14 days
after the entrance survey is completed.

Generate Survey Passcode

You have requested the generation of a passcode to access the Entrance Survey.

To continue, please direct the client to log in at the following URL:

At the log in, enter the client's id (10026728) and the following passcode:

8706413

Note: This passcode will expire in 96 hours; it can be used up to 10 times before it
expires.

If the client is accessing the Entrance Survey from your device, please log out of
nFORM before proceeding.

Cancel

As with the applicant characteristics survey, clients should complete the surveys on a different desktop,
laptop, or tablet computer from the device the grant recipient staff person is using. It is important for grant
recipient staff and clients to use separate devices so clients can only access the surveys and not other parts
of nFORM.

Open the survey URL for the client on the device the client will use to respond to the survey. Insert the
client’s ID number and passcode into the relevant fields on the Survey Login page, or provide this
information to the client to enter. The client will then be asked to confirm his or her name before
beginning the survey. For clients who will be taking the survey in Spanish, select the Espafiol link on the
Survey Login page before clicking “Log in” so that the client confirmation page displays in Spanish for
the client.

The Client ID number and Passcode will open the appropriate entrance or exit survey based on the
population selected for the client on the Application Form (C2). There are specific versions of the surveys
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for clients enrolled as adult individuals/couples in FRAMEWorks programs, youth in READY4Life
programs, community individuals/couples (fathers and mothers) in Fatherhood FIRE programs, and
reentering individuals in Fatherhood FIRE programs.

Information, Family Outcomes, Reporting,
and Management

Survey Login

Unauthorized access is prohibited. You must have a valid Client ID and Passcode to use this site.
Client ID
Passcode
Log in
Espaiiol

©.2021 - nFORM 2.0 - Information, Family Qutcomes, Reporting and Management

The client will be asked to confirm his or her name before beginning the survey.

Information, Family Outcomes, Reporting,
and Management

Survey Client Confirmation

Please confirm your identity.

Is your name Peter Parker?

Mo, Return to Login Yes, Continue to Survey

£ 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management

The client will then be taken to the disclaimer page. After reviewing this information, the client should
select Next when she or he is ready to begin the survey.

Each page of the client surveys includes audio so that clients can listen to the questions read to them.
Clients can re-listen to audio for any page by clicking the triangular play button on the bottom of the
page. (Note that the play buttons appear differently on computers and tablets.) Spanish-speaking clients
can choose to see the questions in Spanish and listen to Spanish audio for the questions at any time during
the survey by clicking on the Espafiol link.
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Responsible Fatherhood
Entrance Survey

Reentering Fathers Program
Espariol|Exit

SECTION A: PARENTING AND CO-PARENTING

We would like to get a sense of who you are as a parent. We realize that children are different and may require different parenting.

Questions in this section are about your child—or if you have more than one child, your youngest and oldest children—who is 24 years

old or younger.

Ala. Do you have any children who are 24 years old or younger? Please include biological children, adopted children, stepchildren, foster
children, and any child or youth up to age 24 whom you are actively raising and who is the child of a partner or relative but who is not

your biological or legally adopted child.
Select one only

10 Yes, | have cne child who is 24 years old or younger
20 Yes, | have more than one child who is 24 years old or younger

30 No, | have no children

4C No, all my children are 25 years old or older

e

P 000/100 == LUJ

© 2021 - nFORM - Information, Family Outcomes, Reporting and Management

After answering the questions on each page, the client will submit their completed survey on the final
page of the survey. Clients who do not select “Yes, submit my survey” will have their survey appear as
In Progress.

SECTION E: SUBMIT YOUR SURVEY

Your responses have been saved. Are you ready to submit your survey?
10 Yes, submit my survey,
2 No, return to the beginning to review responses.

3 No, exit and submit survey later.

s

P 0:00/0:15 <

© 2021 - nFORM - Information, Family Outcomes, Reporting and Management

Once the completed survey is submitted, the survey status on the Client Survey table of the Profile page
will change to Complete, upon refreshing or reopening the Client Profile screen. Although the client’s
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responses to the applicant characteristics survey can be reviewed to facilitate service delivery and
workshop assignments, responses to the entrance and exit surveys cannot be reviewed. After completing
the entrance and exit surveys, n/a will appear in the Action column of the Client Surveys box on the
client’s Profile page (C3).

Grant recipients should use the Survey Completion operational report to monitor administration of the
client surveys. The operational report will show when clients completed each survey and which surveys
are incomplete. This report is further described in Module VIILB.

Client Surveys

Type Status Date Action
Applicant Characteristics Survey Complete 12/14/2020
Entrance Survey Complete 01/28/2021 n/a

Exit Survey Incomplete - Action -

Entering paper surveys. In some cases, grant recipient staff will be data entering a client’s paper survey
responses. In this instance, grant recipient staff should click the “Action” button next to the entrance or
exit survey in the Client Surveys box on C3, but select “Paper Copy” rather than “Passcode.” The
Generate Survey Passcode screen will launch, but reflect the fact that staff are entering a paper survey.

Generate Survey Passcode to Record a Paper Copy

You have requested the generation of a passcode to access the Entrance Survey.

To continue, please log in at the following URL:

At the log in, enter the client's id (10026728) and the following passcode:

5395846

Note: This passcode will expire in 96 hours; it can be used up to 10 times before it
expires.

Cancel

Staff will then be prompted to select the date on which the client completed the survey from the date
picker on the screen. This will allow the client’s enrollment date to reflect the actual date of survey
completion, rather than the date of data entry. Surveys may be backdated up to 4 days.
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Information, Family Outcomes, Reporting,
and Management

Survey Date

* Indicates required field(s)

* Paper Copy Date 3/1/2021

Use calendar to select date.
Return to Login Continue to Survey

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management

Then, grant recipient staff can navigate through the questions and record clients’ answers. After grant
recipient staff submit the survey, its status will display as “Paper Complete” in the Client Surveys box on
screen C3.

Entering survey refusals. As with the applicant characteristics survey, clients may refuse to complete the
entrance or exit surveys altogether. Instead of selecting the Passcode or Paper Copy options, in this case,
the staff member who set up the survey can select the Refuse Survey option under the Action button on
the Client Surveys table found in the middle of the Profile page (C3) next to the appropriate survey. This
will load the Generate Survey Passcode screen, which will reflect that staff are entering a refusal.

Generate Survey Passcode to Record a Refusal

You have requested the generation of a passcode to access the Entrance Survey.

To continue, please log in at the following URL:

At the log in, enter the client's id (10026728) and the following passcode:

2594212

Note: This passcode will expire in 96 hours; it can be used up to 10 times before it

expires.

Cancel

The staff member will enter the client’s ID and passcode as they would if the client were completing the
survey. However, after confirming the client’s name, the staff member will be prompted to enter the date
on which the client refused the survey — up to 4 days in the past — and the reason for the refusal.
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Information, Family Outcomes, Reporting,
and Management

Survey Date

* Indicates required field(s)

* Refusal Date 3/1/2021 it
Use calendar to select date.

Refusal Reason --Select refusal reason v

Return to Login Save and Exit

© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management

Grant recipients are encouraged to review the Performance Measures and Data Collection Logistics
Manual distributed by ACF and posted on the HMRF Grant Resources Site (see Module II).

VILA.7 Administering client surveys in bulk (screens C14 and C17)

If grant recipients plan to administer the applicant characteristics survey, entrance survey, or exit
survey to multiple clients at the same or similar times, staff can generate survey passcodes in bulk rather
than individually.

On the Clients tab, select the Bulk Update option and the Passcode Generation option. On the Bulk
Generate Survey Passcode screen (C17), select the appropriate survey. From there, grant recipients can
search for clients based on the following criteria:

e (Grantee location

e (lient status

e Population

e (Case manager

e Workshop and session series

e Application date

e Enrollment date

Clients that fit the specified criteria will be listed in the Eligible Clients box on screen C17. Grant
recipient staff can select one or more clients from the Eligible Clients box and click the Select Client(s)
arrow to move them to the Generate passcode for box. Upon clicking Save, a PDF entitled
“SurveyLoginSheet” will download. The PDF will list each client’s name, location, passcode generation
date, client ID, and passcode. Like a passcode generated individually on the Client Profile (C3), these
passcodes will be valid for 96 hours and can be used up to 10 times within that timeframe, until the
survey is submitted. The PDF will also indicate when the passcodes were generated and a reminder that
the passcode expires in four days.
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C17. Bulk Generate Survey Passcode

Select Survey

Survey - Select survey '
Client Selection
& Filter Eligible Clients
Grantee Location b Case Manager b
Client Status b Workshop Yt
Population b Session Series '
Date From To
--Select date v = 1/15/2021 =
m Clear Cnteria
Eligible Clients Generate passcode for

€

Select Chentis)

<

Remove Clientis)

@ Clienl 1D appears in parenthezes after name.

VIL.A.8 Viewing client’s service summary (screen C3)

The Service Summary box on the client’s Profile page shows the number of service contacts, referrals,
and incentives provided to the client and the most recent date each was provided. This box provides grant
recipient staff with a snapshot of the client’s service history and will alert caseworkers when a follow-up
is needed about a referral. When any follow-up is needed, a red alert will appear in the referrals row of the
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Service Summary box. This red alert should prompt grant recipient staff to review the client’s Service
History page so they can follow-up as needed. A red alert will also display in the Incentives/Program
Supports row when Incentives exceed the maximum allowed.

Service Summary

Type # Provided Most Recent
Service Contacts 8 1/11/2021
Referrals A Follow up needed 9 10/01/2020
Incentives/Program Supports 7 8/20/2020

VILA.9 Viewing client’s workshop summary (screen C3)

The Workshop Summary box on the client’s Profile page lists the workshops that the client is enrolled in,
the number of workshop hours received by the client, the number of workshop sessions that the client has
attended, the date of the last workshop session attended, and the date of each workshop’s next session.
Beneath the Summary box, the primary workshop participation meter displays the client’s progress
toward participation in the target number of primary workshop participation hours specified for the
client’s population type.

Workshop Summary

Name Workshop Hours # Session(s) Last Sessicn Next Meeting
*Primary Received Attended Attended Date
Dosage Workshop 4 1 12/11/2019 -

#5

Blanco Test HMLE 4 1 11/12/2020 -
Ws1

Atten Reqd Test WS 1 1 11/30/2020 -

1

Test 1HM Workshop 3.3 3 5/04/2016 -

2%

Elevate” 25 i 4/08/2019 -

Primary Workshop Participation for the Client

Progress towards target participation in primary workshop(s) (hours)

58
Total Hours Received

15
Target Hours

More detailed information can be found under the client’s Workshops/Sessions page.
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B. Service history (screen C4)

The client’s Service History page (C4) provides a complete history of the (1) ISCs with the client, (2)
referrals made for the client, and (3) incentives/program supports provided to the client. Summaries of
each appear in three tables on the page.

As a reminder, a client's enrollment date is automatically set by nFORM once the applicant characteristics
survey is completed in nFORM and, if applicable, the client’s Service Assignment is selected. The client's
nFORM enrollment date is the earliest date that a client is eligible to attend workshops and the earliest
date for which information about individual services, such as incentives, can be recorded.

The Service History page (C4) does not display for clients who have not completed the applicant
characteristics survey. For grant recipients conducting their own local evaluations, the Service History
page also does not appear for clients who are assigned to the control (no services provided) or control
waitlist (no services provided) service assignment categories.

& Jack Dalton (Client ID 10021956)

Prafile Service History ~ \Workshops / Sessions

Service Conlacls
Service Date ¥ Data Entered By ¥ | #Referrals ¥ #lIncentives ¥ ContactMethod ¥ MostRecentNotes ¥ Add Referral(s)
BEEEEER  varybetii Site Administrator 1 A Follow up needed 0 During home visit

1 Record(s)
Service Date % Data Entered By % Referred To %  Referral Type(s) % | Client Follow Up Needed s
_ IMarybethi Site Administrator Tully - SA - 02 Comprehensive Assessment AY

1 Record(s)
Incentives/Program Supports History
Date Provided ¥ Data Entered By ¥ When Provided ¥ Category ¥ Iype #  Amount ¥
BT MarybetnM Site Administrator Workshap Grant-funded Participation Supports: Child care Direct payment to a vendor 4000

1 Record(s)

Clients ~ Workshops  Service Providers  Reports  Seftings  Help
© 2021 - nFORM 2.0 - Information, Family Outcomes, Reporting and Management Cc4

Record service contacts. Site administrators and case managers record information about service
contacts, such as case management sessions and reminder contacts, by clicking the +Add Service Contact
button located in the Service Contacts table on the Service History tab (C4). This opens the Add/Edit
Service Contact form (C7). On the top of the form, fill in information about the service contact including:
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e Service date

e (Case manager providing the service consultation

e Contact method

e Length of the contact

e  Whether the contact resulted in direct client contact

e Any additional participants at the service contact other than the client

Contact methods include home visits; email; meeting in the community, high school, or office; mail;
phone call; and text message. An “other” option is also available if the client was contacted in some other
way. If the type of contact is email, text message, or mail, record an estimate of the length of time to
prepare the contact and any back and forth with the client in that mode.

Use the “Additional Participant(s)” checkboxes to indicate who, in addition to the individual client,
received the service. Because service contacts are recorded under individual client profiles, when both
partners of a couple participate in the same service contact, be sure to check “Client’s partner” when
entering service contact information. The operational reports and data export will have one record for this
service contact, which includes the couple ID number.

In the middle portion of the form, select the category or categories that best describe the types of issues
and needs discussed during the service contact with the client. If none of the existing categories are
applicable, select the “other” category and write in a brief description of the issue or need that was
discussed. If the service contact was simply a reminder contact, select “Reminder contact” as

the category.

In the bottom of the form, click the +Add Note button to add case notes to the service contact;
throughout nFORM, 5,000 characters of text can be entered into each case notes field. Case managers
should save their notes periodically by clicking anywhere in the form to avoid losing their work as
nFORM will time out after 15 minutes of inactivity. Please note that typing is not considered activity and
clicking on the form is the only way to safely extend your session in the notes field. After all information
about the service contact is recorded, click Save and the service contact will appear on the Service
Contacts table on the client’s Service History tab (C4). Case notes cannot be edited after they are saved.
Any additions or changes should be documented in another note. Case notes also cannot be exported from
nFORM because they may contain clients’ personally identifiable information.
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C7. Add/Edit Service Contact

@ Service Contact Information
* Service Date 4720 a2

* Contaot Method

* Did cervice oontaot recult In direot olient contaot? @

Addiional Participant(c) [J Chic(rem)

Check wi et s5) () Clents partner

ezt cavtac metnos ~

* Cacs Manager )
*Length of ™
Contaot
Oves ONo

O Omer perentis) of chils (not partner)

O Omer senvice provicer

[0 Perentiguarcsian of youth client

O Cmer

@ Client Issues and Needs Discussed

* Client Iccuec and Needs Dicousced

Accecement
[ Comprenensive Assessment

[ Emgioymentoo Ressiness

[ Other Tergeted Assessment

Chisd tupportCuciodyVisitation
[ Estavishimosty chid supeon croer

[ Estadishimosty chid vistaticn onder
[ Estavishimosty chid custoy order

[ Estadishimosty per

Cnic support amearages assistance
Estavish petemiy

Coupie mecisticn

[0 Chisd Woifare 2acvicec involvement ©

[ Domectio Viclenceintimate Partner Vicience
)

O Finanolal Counceling

Ecucation
[ Engish %or Speakers of OMer Languages.
ESOL)

[ General Educations! Development (GED)

[0 Ucessure/Centificaton (specy

[0 Other Esucation (specity)

[ Famity Therapy/Counceling Referral

@ Service Notes

© azz rioe

JobiCareer Advancement
0 Cereer panning
O Empicymest resources ©
O Joo search essistance ©

0O Resume cevelcpment

[ Legal Assictance Referral

Health/Mental Health upport
[ MegicaiOestaltveiness

O Heanh surance

[ Parenting ©
o0lal carviost/Emergency needt
[ HeusingRent Assistence
O Crilccare Assistence
O Ciotning (nct joo relsted) ©
O Pubic sssistancewelfare ©
O Fooa Assistance
O Ootsin driver's iicense/state IDDIh
centifcate/cther Ienitying Cocuments
O Other scciel servicesiemengency neecs
scecty)

[ Hestthy Marriage and Relstionchip Ecuoatica
Servicec
-

[ Otner 2arvios (cpeoity)
[0 Mesting with Faciitator

O Reminder ocntaot (call, small, text)

[ Youtn cervioec (cpecity)

You can edit information about a service contact by selecting the service contact date on the Service
Contacts table and clicking the Edit button at the bottom of the form.

nFORM automatically identifies ISCs that are considered substantive. ACF requires Fatherhood
FIRE grant recipients to provide each client with at least 8 substantive ISCs, which are defined as

those that:

Last 15 minutes or longer;

Involve direct contact with the client (for example, in-person or by telephone);

1.

2.

3. Cover client issues and needs beyond just reminder contacts, and
4. Are recorded in nFORM
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Using these criteria, nFORM data tools automatically report on the number of substantive ISCs provided
to clients (see Module VIII.B for more information on the Individual Service Contact operational report).
nFORM also identifies reminder-only service contacts as those where only a reminder contact occurred
without any other client issues and needs recorded as part of the service contact.

Currently, ACF does not have a minimum requirement for the number of substantive ISCs FRAMEWorks
and READY4Life grant recipients should provide to clients, but all grant recipients that offer case
management as part of their program design can monitor substantive ISC receipt in the PPR, Individual
Service Contact operational report, and data export.

Recording service contacts that occurred before a client was enrolled. Program staff may enter any
substantive ISCs into nFORM that took place up to three months before a client was enrolled. Grant
recipients do not need to get approval from their FPS before entering these types of ISCs. Since ISCs can
currently only be entered into nFORM with a date that takes place on or after a client’s enrollment date,
program staff should enter the ISC that took place prior to enrollment with a post-enrollment date, and
include a case note that mentions the contact took place before the client was enrolled along with the
actual date on which the substantive ISC was provided.

VII.B.1 Adding service contacts in bulk

Grant recipient staff have the ability to add certain types of service contacts in bulk. From the Clients tab,
select Bulk Update and Service Contacts to open the Bulk Entry — Service Contacts screen (C18). Staff
should enter the date of the service they are bulk entering, the contact method, the case manager who
contacted the clients, and the length of the contact, and indicate if the service contact resulted in direct
client contact. Then, staff should select from the four types of client issues and needs discussed —
comprehensive assessment, employment/job readiness, other targeted assessment, and reminder contact —
that can be completed for multiple clients at one time.
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C18. Bulk Entry - Service Contacts

* Indicates required field(s)

Enter Service Contact Information iformation entered will be saved to the profile for each client selected below

@ Service Contact Information

* Service Date 1/28/2021 ;i

* Contact Method --Select contact method

* Did service contact result in direct client contact? @
@ Client Issues and Needs Discussed

* Client Issues and Needs Discussed (Check all that apply)
] comprehensive Assessment

[ Employment/Job Readiness
[l Other Targeted Assessment

[J Reminder contact (call, email, text)

Note

* Case Manager

O ves

* Length of
Contact

O No

Then, staff can search for clients based on the following criteria:

e Grantee location

e Client status

e Population

e (Case manager

e Workshop and session series
e Application date

e Enrollment date range

— Note that unlike other Filter Eligible Clients sections, the “To” date on screen C18 is not editable
in this module. The “To” date pre-fills with the date selected as “Service Date” at the top of the
screen because users cannot add a service contact on a certain date for a client who was enrolled

after that date.

Clients that fit the specified criteria will be listed in the Eligible Clients box. Grant recipient staff can
select one or more clients from the Eligible Clients box and click the Select Client(s) arrow to move them
to the Clients to be updated box. Upon clicking Save, the service contact will be added to the individual
profiles of all clients selected as Clients to be updated.
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VII.B.2 Record and follow up on referrals

To record a referral provided during a service contact, site administrators and case managers click the
+Add Referral button next to the service contact when the referral was made. This opens the Add/Edit
Referral form (C12). The top of the form displays the information recorded about the service contact. In
the middle section, grant recipient staff have the option to select a type of service, which will filter the list
of providers in the Referred To dropdown to those offering that type of service. The provider names that
appear in the dropdown menu are the providers recorded on the Service Provider tab.

C12. Add/Edit Referral

* Indicates required fisld(s)
@ Service Contact Information

Service Date  1/1/2021 Case Manager MarybethM Site Administrator
Contact Method  During home visit Length of Contact 30 - 59 min
Did service contact result in direct client contact? Yes
Additional Participants  Child(ren)

Client Issues and Needs  Establish/modify child support order
Discussed

Most Recent Note

@ Referral Information

Type of Service @ —Select Type of Service v
* Referred To @ —-Select service provider v
* How was referral provided to client? O In Writing O \erbally
* Was referral also communicated directly to O ves ' No

service provider?

Next, select whether the referral was provided to the client in writing or verbally, and whether the referral
was also communicated directly to the service provider. If the referral is being entered for a member of
the Adult couple or Community couple population, you must also select if the referral was for one or
both partners.
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@ Referral Types

* Referral Types (Check all that apply)

Assessment [ Legal Assistance Referral

) Comprehensive Assessment
Health/Mental Health Support

) Employment/Job Readiness [ Medical/DentaliWellness

] Other Targeted Assessment (] Mental Health Referral

Child Support/Custody/Visitation [J Substance Abuse Refarral
[ Establish/modify child support order [ Heatth Insurance
[ Establish/maodify child visitation order
[ Establish/maodify child custody order

[ Establish/modify parenting plan Social services/Emergency needs
[ Housing/Rent Assistance

[ Childcare Assistance
[ Clothing (not job related) @

[ Public assistance/welfare @

[l Parenting @

[ Child support arrearages assistance
[ Establish paternity

) Couple mediation

[J Child Welfare Services Involvement @ [ Food Assistance

[l Obtain driver's licenselstate D/birth certificate/other
identifying documents
[ Financial Counseling (I Other social services'emergency needs (specify)

] Domestic Violencel/lntimate Partner Violence @

Education

[ English for Speakers of Other Languages (ESOL) . . . . ;
[l Healthy Marriage and Relationship Education Services @

] General Educational Development (GED)

[ Licensure/Certification (specify) LI G Referral tspecily)

] Other Education (spacify) il seniices lkpesity)

[[] Family Therapy/Counseling Referral
JobiCareer Advancement

) Career planning

L) Employment resources @

[ Job search assistance @

) Resume development

@ Referral Notes

© Add Mote

In the Referral Types section, select the category or categories that best describe the referral.

Click the +Add Note button at the bottom of the form to record any notes about the referral. Like ISC
notes, notes about referrals cannot be edited after they are saved. Any additions or changes should be
documented in another note. Case managers should save their referral notes periodically by clicking the
Save button to avoid losing their work, as nFORM will time out after 15 minutes of inactivity. Please
note that typing is not considered activity and the Save button is the only way to safely extend your
session in the Notes field.
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Once all the information about the referral is entered, click the Save button at the bottom of the form. The
referral just entered will now appear in the Referral History table on the Service History page (C4).

The Referral History table on the client’s Service History page (C4) displays the date that each referral
was provided, which nFORM user recorded the referral, where the client was referred, the type of referral,
and whether the client followed through on the referral. Case managers will be alerted to check with a
client on whether the client pursued a referral by the red alert Follow up needed message on the client’s
Profile page and in the Service Contacts table on the client’s Service History page (C4). A'Y in the
Follow Up Needed column of the Referral History table will specify which referral requires a follow-up.

A case manager should confirm whether the client pursued the referral, and then access the
referral record by clicking on the corresponding service date button in the Referral History table
on the Service History page. This will open the Add/Edit Referral (C12) screen. To record the follow-
up, click Edit on the bottom of the screen and answer the question in the Referral Information section on
whether the client followed through with the referral. Select Unknown if it is not known whether the
client followed through with the referral.

@ Referral Information

© Did the client follow-through on the referral below? Yes No Unknown
Type of Service @ —Select Type of Service v
* Referred To @ CVS v
* Referral For George Bailey only Mary Bailey only Couple
* How was referral provided to client? In Writing Verbally
* Was referral also communicated directly to Yes No

service provider?

Click Save and the follow-up will be recorded. The flag indicating a follow up is needed will no longer
appear on the Referral History table, and N will appear in the Follow Up Needed column of the Referral
History table.

VILB.3 Add and review incentives/program supports

Site administrator and case manager users record information about incentives and program supports
provided to clients by clicking the +Add Incentive/Program Supports button in the Incentives/Program
Supports table on the client’s Service History page (C4). This opens the Add/Edit Incentive/Program
Support form (C13). First, indicate whether the incentive/program support was provided to the client
during a service contact, during a workshop session, or another time.
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C13. Add/Edit Incentives/Program Supports

* Indicates required field(s)

* When was this incentive/program support provided to the client? ® During service contact
O During workshop session
O Another time

@ Service Contact Information

* Service Date —-Select Service Date v Case Manager

Contact Method Length of Contact
Did service contact result in direct client contact?
Additional Participants

Client Issues and Needs
Discussed

Most Recent Note

@ Incentive/Program Support

O All incentives must be approved by your OFA FPS.

* Category --Select Category v

*Type @ —Select Type v * Amount 3 00

If you select that the incentive was provided during a service contact, the service contact information field
will open. Select the date of the service contact for which the incentive was provided to the client.
Information about the selected service contact will display. Review this information to confirm that this
was the service contact when the client received the incentive. Next, fill the information under the
Incentive/Program Support section of the modal.

If the incentive/program support is not associated with a service contact, click on the appropriate button to
indicate that it was provided during a workshop session or another time. An abbreviated version of screen
C13 will open. Specify the date on which the incentive/program support was provided.
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C13. Add/Edit Incentives/Program Supports

ndicates required field(s)

* When was this incentive/program support provided to the client? O During service contact
O During workshop session
® Another time

@ Incentive/Program Support

* Date Provided 1/28/2021
@ All incentives must be approved by your OFA FPS.

* Category —Select Category v

* Type @ —Select Type v = Amount 5 00

For all incentives/program supports, use the dropdown menus on C13 to select the incentive/program
support category and type. Enter the amount.

There are three available options for Incentive/Program Support Category for incentives:

e Incentives: Enrollment
e Incentives: Participation/Client Milestone

e Incentives: Survey Completion
There are five available options for Incentive/Program Support Category for program supports:

e Grant-funded Participation Supports: Transportation

e Grant-funded Participation Supports: Child care

e Grant-funded Participation Supports: Other

o Employment-related Supports: Work supports (e.g. work boots, clothing, tools)
¢ Employment-related Supports: Training

Finally, there are three available response options in the Type dropdown: gift card, direct payment to a
vendor, and in-kind. Next to the Type field, there is a tool tip reminding grant recipient staff that direct
cash payment to a client is not allowable.

The maximum dollar amount of incentives allowed for a single client is $350. If you are entering an
incentive that will exceed the maximum for a client, a pop-up message will display.
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This incentive will exceed the maximum dollar amount ACF set for
incentives, Please refer to ACF's incentive guidance or contact your FPS
for more information. Click CK to continue with save. Click Cancel to
return to Incentives / Program Supports form,

After entering information about the incentive, click Save and the incentive will appear in the
Incentives/Program Supports table on the client’s Service History page (C4). You can edit information
about incentives and program supports by clicking on the date the incentive or program support was
provided on the table and editing the information in the Add/Edit Incentive/Program Support

screen (C13).

As a reminder, all incentives and program supports must be approved by your grant recipient’s
FPS. Grant recipients should discuss any questions about providing incentives and program
supports to clients with their FPS and should review any guidance from ACF on the distribution
and monitoring of incentives and program supports.

C. Workshops/Sessions (screen C5)

The client’s Workshops/Sessions page (C5) displays summaries of the client’s current and upcoming
workshop sessions and the client’s session attendance. From this page, nFORM users with permissions
can remove a client’s registration for an upcoming workshop and can record make-up sessions for
workshops that the client has missed. Make-up sessions can only be recorded for workshops with an
advance registration requirement; make-up sessions cannot be recorded for workshops that do not require
advance registration. Other workshop attendance or changes must be entered in the Workshops tab (see
Module VI).

The Current/Upcoming Workshops table on this page displays the date and time of the client’s next
scheduled workshop as well as the name and type of the workshop and the name of the session series.
This provides caseworkers with a snapshot of a client’s scheduled services.

The Session Attendance grid on this page shows the date of the client’s sessions, the workshop and
session series names, and whether the client attended the workshop. The Attended? column shows a Y if
the client attended the session, an N if the client did not attend the session, and Made Up if the client
received the content of a missed session individually, such as at an individual meeting with a caseworker.
It shows a hyphenated line if the workshop did not require registration.
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& Jack Dalton (Client ID 10021956)

Profile Service History  Workshops / Sessions

Current / Upcoming Workshops

@ Client is currently not registered for any workshops.

Session Attendance

Date ¥  Workshop Name ¥  Workshop Type ¥  Session Series ¥  Attended? ¥ Individual Make-Up Session

11/30/2020 Atten Not Reqd Test WS 2 Optional Test ¥ -

1 Record(s)

The Workshops/Sessions page (C5) does not display if the client has not completed the applicant
characteristics survey. For grant recipients conducting their own local evaluation, the
Workshops/Sessions page also does not display until the Service Assignment has been selected. The
Workshops/Session page will never display for clients assigned to the Control (NO Services Provided) or
Control Waitlist (NO Services Provided) Service Assignment category because according to their
assignment they should not be receiving program services.

Remove workshop registration. Grant recipient staff can unregister a client for upcoming sessions of a
workshop by clicking the Remove button in the Registration column of the Current/Upcoming
Workshops table. A prompt will then appear asking for confirmation that the client’s registration should
be removed for all upcoming sessions of that workshop. You cannot unregister a client from a single
session occurrence. If the nFORM user confirms that the client’s registration should be removed, the
Workshops/Sessions page will no longer show those upcoming workshop sessions and the client will no
longer appear in the list of registered clients for recording attendance for any occurrence in the

session series.

It is important to double check that a client should be unregistered from a series before removing their
workshop registration. If a mistake is made, the client can be re-registered for the series; however, they
will only show as registered for session occurrences after the new registration date. As always, clients
who are not registered for a series will appear in the drop-in section of the attendance screen for
occurrences that are scheduled after their enrollment date.

Record an individual make-up session. nFORM users can record make-up sessions for clients when
attendance is recorded as N in the Attended? column of the Session Attendance table. The Record Make-
Up button appears for these sessions. To record a make-up session, click the Record Make-Up button to
open the Make-Up Workshop Session screen (C11). The top of the screen shows the workshop name,
session series name, and date of the session that the client missed. Record the date that the session content
was made up and record any relevant notes about the make-up session. Click Save and the attendance will
change from N to Made Up in the Session Attendance grid on the client’s Workshops/Sessions page (C5).
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C11. Make-Up Workshop Session

* Indicstes required field(s
Workghop Name Test 1THM Workshop 2

Session Series Name Healthy Marriage Mondays
Session Date 925

* Make-Up Date

MNotes

Information recorded for a make-up session in the Make-Up Workshop Session screen (C11) can be
viewed by clicking the View Make-Up button that appears in the Make-Up Session column of the Session
Attendance table. The Make-Up Workshop Session screen opens in read-only format, but can be edited
after clicking the Edit button at the bottom of the screen. Grant recipient staff can then revise information
about the make-up session or can delete the make-up session. Deleting the make-up session reverses the
recorded attendance to N.

Clients cannot be recorded as dropping into or being registered for Sessions or Make-Up Sessions with
dates prior to their enrollment date in nFORM. Rather, clients can drop into corresponding sessions,
within the same type of workshop, that have dates that occur after their enrollment date. Contact the
nFORM help desk with any questions about recording makeup attendance for workshop sessions that
took place prior to a client’s enrollment date.

D. Managing enrolled couples

In nFORM, grant recipient staff will generally conduct case management functions for clients enrolled as
couples following the same procedures described for individual clients. However, there are some
differences in the layout of the Profile (C4), Service History (C5), and Workshop/Sessions (C6) pages for
couple clients. When grant recipient staff open either partner 1 or partner 2’s client record they will be
directed to a page showing tabs for partner 1’s Profile page, partner 2’s Profile page, the couple’s
combined Service History page, and the couple’s combined Workshops/Sessions page.

Please note that two partners enrolled as a couple cannot be “uncoupled” in nFORM once one of the
partners has completed an entrance survey.

Each partner of an enrolled couple will have his or her own Profile page. Both partners’ names and client
ID numbers will be listed at the top of the Profile page in the order of their Client ID numbers. When one
partner’s Profile page is open, that partner’s name appears in larger font and the tab for that partner’s
Profile page is highlighted in yellow.
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& Billy Boy (Client ID 10086771)

& Dani Akers (Client ID 10086784)

Biy's Protie Danl's Profile Service

Progam irformation

Enrcliment Date 812022

Secvioe  Troatment Sarvices
Accignment

Client 3tatuc  Actve
Statuc Change 812022
Date

s

Cilant Information

Appliostion Date  &/12022
Population Communiy coupie
Qranfee Looation  Scutheast Sce
Date of Birth 9292000

viokerca O 1adn dating vidlance.

@ _Contact Information

. (223) 882.3828
Address
© Adsrezs 1 - Primary

22 Madaing Ave
Alertoan OH 99234

Additional Contacts

O No acdBonal cOMacl(s) have bean acded

(Inactive)

Referred By:
Type Schoos
Name

Mathematica® Inc.

O Appicart has rot been screanad for intimate partnar

Form Completed By  Tast Sho Adminstalors

s ) Sessions

Assigned Case Managen(s) e
O No case managers have bean assgned
Type Statuc Date Aoticn
Appicant Characterstics Suney Compiete 0an12022 E
Entrance Suney Compiete 0/Me2022 wna
Exit Survey Complete 022002023 s
Service Summary
Type # Provided Moct Reocent
Saervice Cortacts 9 /212023
Referrds +] -
Incertives/Pragram Supports 6 162022
Workshop Summary

Next
Name Workehop Houre 8 Baccion(c) Lact Seccion 1,
“Primary Recelved Attended Attended Date
Ln0 0 5 5 1M1e2022 -
Viéorkshop CP 1 6 12 3092023 -
Mea x 22 4 1 82272022 -
Pottz WS 26 23 3062023 -
Tast Workshop Staphen_Lin_12 10 7 2052022 -

The couple will have a single, combined Service History page (C4) that is nearly identical to the Service
History page of individual clients; a couple’s Service History page will include additional columns in the
Service Contacts, Referral History, and Incentives/Program Supports tables to indicate whether the

respective activity was for partner 1 only, partner 2 only, or the couple together.
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& Billy Boy (Client ID 10086771)
& Dani Akers (Client ID 10086784)

Biyy's Profia Dani's Pro Bervice History Worksh Sa
Service Date . Sarvioe contsot 2 Reforraic 8 incentives and Program Contsot Moct Reoent Aga A
T = DstaEntersdBy * Inoluded $ T = Supports $  Method $  Notec 2  Referrai(c)

Test Site Dan Akers o ° In cammunty @

Acminstrators

Test Site Bty Boy 0 0 Emal @

Acminstrators

Test St By Boy 0 0 During home @

AcmingiratorS vat

Acminstratlors

Test Site Bily Boy 0 1 In cammunty E

Acminsirators

Test Site Cougie [ 0 In community @

Acminstrators

:mmz:
_ Test Site Bily Boy 0 0 In camerLny @
[ Qunecs |
=

Test Sita Cougle 0 0 In high schoal E

Acmingtrators v

O No referrals have Doan reconted

Date Provided o When Provided Provided To

s DatsEntersdBy < - s Category $ Type s s
Q ez Tast Ste Service Contact  Bily Boy Incantives: Enroliment Gt card 25
Administrators

The respective screens to enter information about service contacts, referrals, and incentives/program
supports contain extra fields for recording whether the activity was for partner 1 only, partner 2 only, or
the couple. All other screen functionality is identical for couple and individual clients.
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C7. Add/Edit Service Contact

* Inchicates required fisld{s)

@ Service Contact Information

* Service Date 1/28/2021 & * Case Manager Site Administrator, MarybethiM
* Contact Method —Select contact method v * Length of —Select length of contact
Contact
* Did service contact result in direct client contact? @ O Yes O No
* Service contact included (O Leonard Hofstadter () Penny Hofstadter
only only ) Couple

Additional Participant(s) [ Child(ren)
(Check all that 300l¥) [ iner parent(s) of child (not pariner}
[0 other service provider

[_] Parent/guardian of youth client

[ Other
@ Referral Information
Type of Service @ --Select Type of Service v
* Referred To @ --Select service provider v
* Referral For () Leonard Hofstadter only () Penny Hofstadter only O couple
* How was referral provided to client? O In Writing O verbally
* Was referral also communicated directly to O yes ' No

service provider?
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C13. Add/Edit Incentives/Program Supports

* Indicates requirad fisldiz)

* When was this incentive/program support provided to the client? O During service contact
) During workshop session
® Another time

@ Incentive/Program Support

* Date Provided 1/28/2021 &
* Incentive/Program O Leonard Hofstadter only ) Penny Hofstadter only ) Couple
Support For
O Al incentives must be approved by your OFA FPS
* Category --Select Category v
*Type @ —-Select Type v * Amount 5 00

Monitoring ISCs, referrals and incentives provided to couples. ISCs, referrals and incentives that are
provided to couples are counted differently depending on whether they apply to one or both partners. See
the tables below for more information on how ISCs (table VII.2), referrals (table VII.3), and incentives
(table VII.4) provided to couples are reported in nFORM reports'.

! Substantive ISCs and referrals are reported on the PPR only (not the QPR). Incentives are not reported on either
the QPR or PPR. ISCs, referrals, and incentives are all reported on the query tool.
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Table VII.2. Monitoring individual service contacts provided to couples in nFORM data tools

Scenario

PPR

ISC count in
summary ISC

ISC count in
detailed ISC

Data export
(Service

operational report | operational report | Contacts tab)

Query tool

Minnie participates
in an ISC. Mickey
does not participate
in an ISC.

(Section C-04.3)

If substantive, 1 ISC
is added in the total
and average
substantive ISC
count.

If substantive or
reminder-only,1 ISC
is added in the total
and applicable
category counts for
Minnie.

If substantive or
reminder-only, 1 ISC
is added in the
applicable category
count for Minnie.

For any type of
ISC, 1 ISC row is
added for Minnie.

Individual Services tab: For any type of ISC, 1
client is added to the number of clients who had
ISCs, and 1 ISC is added to the count of total ISCs.
Based on the issue/need discussed during Minnie’s
ISC, 1 ISC is also added in the Most Common
Client Issues and Needs category count(s).

Grant Year Overview tab: If Minnie was enrolled in
the current grant year and the ISC was substantive,
11SC is added in the average substantive ISC
count.

Minnie and Mickey
each participate in
an ISC (i.e., they
each participate in
an individual
session).

If substantive, 2
ISCs are added in
the total and
average substantive
ISC count.

If substantive or
reminder-only, 2 ISCs
are added to the total
and applicable
category counts, 1
each for Minnie and
Mickey.

If substantive or
reminder-only, 1 ISC
is added in the
applicable category
count for Minnie and
for Mickey.

For any type of
ISC, 1 ISC row is
added for Minnie,
and 1 ISC row is
added for Mickey.

Individual Services tab: For any type of ISC, 2
clients are added to the number of clients who had
ISCs, and 2 ISCs are added to the count of total
ISCs. If applicable, 1 or 2 ISCs are also added in
the Most Common Client Issues and Needs
category count(s) for Minnie and/or for Mickey,
depending on whether either partner’s ISC included
any of the most common client issues and needs.
Grant Year Overview tab: If Minnie and Mickey
were enrolled in the current grant year and the ISCs
were substantive, 2 ISCs are added to the average
substantive ISC count.
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Minnie and Mickey
participate in an
ISC as a couple.

PPR
(Section C-04.3)

If substantive, 1 ISC
is added in the total
and average
substantive ISC
count.

ISC count in

summary ISC

operational report

If substantive or
reminder-only, 1 ISC
is added to the total
and applicable
category counts for
Minnie and Mickey.

ISC count in
detailed ISC

Data export
(Service

operational report | Contacts tab)

If substantive or
reminder-only, 1 ISC
is added in the
applicable category
count for Minnie and
for Mickey.

For any type of
ISC, 1 ISC row is
added for Minnie,
and 1I1SC row is
added for Mickey.

Query tool

Individual Services tab: For any type of ISC, 2
clients are added to the number of clients who had
ISCs, and 2 ISCs are added to the count of total
ISCs, 1 each for Minnie and for Mickey, as data on
this tab are represented at the individual level. If
applicable, 2 ISCs are also added in the Most

Common Client Issues and Needs category
count(s) for Minnie and for Mickey, depending on
whether the ISC included any of the most common
client issues and needs.

Grant Year Overview tab: If Minnie and Mickey
were enrolled in the current grant year and the ISC
was substantive, 1 ISC is added in the average
substantive ISC count.

Table VII.3. Monitoring referrals provided to couples in nFORM data tools

Referral count in detailed

Caseload Summary Data export

Scenario

Minnie receives a
referral. Mickey
does not receive a
referral.

PPR (Section C-06)

1 referral is added to the
total referral count. If
Minnie follows up on the
referral, it is included in the
total count of follow-ups on
referrals.

operational report (Referrals tab)

1 referral row is
added for Minnie.

If the referral needs to be
followed up on, 1 referral is
included in the “# of referrals
requiring follow-up” count for
Minnie.

Query tool

Individual Services tab: 1 client is added to the
number of clients who received referrals. The number of
service contacts resulting in referrals would increase by
1 for Minnie, and 1 referral is added to the total referrals
count. If applicable, 1 referral is also added in the Most
Common Types of Referrals category count(s) for
Minnie.

Grant Year Overview tab: If Minnie’s referral needs to
be followed up on and she was enrolled in the current
grant year, 1 referral is included in the “Number of
referrals needing follow-up for current year enrollees”
count for Minnie.
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Minnie and Mickey
each receive a
referral (i.e., they
each receive an
individual referral).

PPR (Section C-06)

2 referrals are added to the
total referral count. If only
Minnie follows up on her
referral, it is included in the
total count of follow-ups on
referrals. If only Mickey
follows up on his referral,
only that one is included in
the total count of follow-ups
on referrals. If both Minnie
and Mickey each follow up
on their referral, 2 referrals
are added to the total count
of follow-ups on referrals.

Referral count in detailed
Caseload Summary
operational report

If Minnie and/or Mickey’s
referral needs to be followed
up on, 1 referral is included in
the “# of referrals requiring
follow-up” count for Minnie
and/or Mickey. If the referrals
for Minnie and Mickey both
need to be followed up on, 1
referral is included in the “# of
referrals requiring follow-up”
count for Minnie and 1 referral
is included in the “# of referrals
requiring follow-up” for Mickey.

Data export
(Referrals tab)

1 referral row is
added for Minnie, and
1 referral row is
added for Mickey.

Query tool

Individual Services tab: 2 clients are added to the
number of clients who received referrals. The number of
service contacts resulting in referrals would increase by
2, 1 each for Minnie and Mickey, and 2 referrals are
added to the total referrals count. If applicable, 1 or 2
referrals are also added in the Most Common Types of
Referrals category count(s) for Minnie and/or for
Mickey, depending on whether either partner’s referral
included any of the most common types of referrals.

Grant Year Overview tab: If Minnie or Mickey’s referral
needs to be followed up on and they were enrolled in
the current grant year, 1 referral is included in the
“Number of referrals needing follow-up for current year
enrollees” count for Minnie or Mickey. If the referrals for
Minnie and Mickey both need to be followed up on, 1
referral is included in the “Number of referrals needing
follow-up for current year enrollees” count for Minnie
and 1 referral is included in the “Number of referrals
needing follow-up for current year enrollees” count for
Mickey.

Minnie and Mickey
receive a referral as
a couple.

1 referral is added to the
total referral count. If they
follow-up on the referral, it
is included in the total count
of follow-ups on referrals.

If the referral needs to be
followed up on, 1 referral is
included in the “# of referrals
requiring follow-up” count for
Minnie and Mickey.

1 referral row is
added for Minnie, and
1 referral row is
added for Mickey.

Individual Services tab: 2 clients are added to the
number of clients who received referrals. The number of
service contacts resulting in referrals would increase by
2, 1 each for Minnie and for Mickey, and 2 referrals are
added to the total referrals count, as data on this tab are
represented at the individual level. If applicable, 2
referrals are also added in the Most Common Types of
Referrals category count(s) for Minnie and for Mickey,
depending on whether the referral included any of the
most common types of referrals.

Grant Year Overview tab: If Minnie and Mickey’s
referral needs to be followed up on and they were
enrolled in the current grant year, 2 referrals are
included in the “Number of referrals needing follow-up
for current year enrollees” count for Minnie and Mickey.
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Similar to ISCs and referrals, incentives provided to couples are reported differently depending on
whether they are provided to the couple as a unit or to each member of the couple individually. See table
VII.4 below for detailed information on how the nFORM reports display client-level information for
incentives provided to couples. Note that incentive counts are not reported in the QPR or PPR, and an
incentive provided to a couple together is reported differently on operational reports than ISCs and
referrals provided to a couple together. When using the data export, grant recipients should use the
“Incentive-Program Support ID” variable to monitor the number of unique incentives provided and the
“Incentive-Program Support Provided to Couple?” variable to identify whether both partners of a couple
received an incentive together.

Table VII.4. Measuring incentives provided to couples in nFORM data tools?

Incentive Incentive
count in amount in
Summary Detailed Data export
Incentives Incentives (Incentives-
operational operational Program Query tool
Scenario report report Supports tab) (Individual Services tab)
Minnie receives |1 incentive is The dollar amount |1 incentive row is | 1 client is added to the number of
an incentive. added in the total | received is added for Minnie. | clients who received incentives, and 1
Mickey does not | and applicable reflected in incentive is added to the count of
receive an category counts | Minnie’s row. incentives received. The dollar amount
incentive. for Minnie. of Minnie’s incentive is included in the
average incentives amount calculation.
1 incentive is also added to the
applicable category count in each bar
chart for Minnie.
Minnie and 2 incentives are | The dollar amount |1 incentive row is | 2 clients are added to the number of
Mickey each added to the total | of each incentive is | added for Minnie, | clients who received incentives, and 2
receive an and applicable reflected in and 1 incentive | incentives are added to the count of
individual category counts | Minnie’'s row and |row is added for |incentives received. The dollar amount
incentive. for Minnie and Mickey’s row. Mickey. of each partner’s incentive is included
Mickey. in the average incentives amount
calculation. 2 incentives are also
added to the applicable category
counts in each bar chart.
Minnie and 2 incentives are | One half of the 1 incentive row is | 2 clients are added to the number of
Mickey receive added to the total | dollar amount of added for Minnie, | clients who received incentives, and 2
an incentive as a | and applicable the incentive is and 1 incentive incentives are added to the count of
couple (i.e., the |category counts |reflected in row is added for |incentives received, 1 each for Minnie
incentive is given | for Minnie and Minnie’s row and Mickey. and for Mickey, as data on this tab are
to the couple to | Mickey. one halfin represented at the individual level. 2
share). Mickey’s row. incentives are also added to the
applicable category count in each bar
chart.

2 If incentives are allocated to a partner in a couples’ population whose status is Applicant pending enrollment, that
portion of the incentive will not appear in the Incentives operational report until the client completes enrollment.
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The Workshops/Sessions page (C5) also displays an extra column in the Current/Upcoming Workshops
and Session Attendance grids to indicate to which member of the couple the row corresponds. All other

functionality on this page is the same as for individual clients.

& Leonard Hofstadter (Client ID 10011571)
& Penny Hofstadter (Client ID 10011584)

Leonard's Profile  Penny's Profile  Service History ~ Weorkshops f Sessions

Cument f Upcoming Workshops

@ Client is currently not registered for any workshops.

Session Attendance

Date %  WorkshopName % Workshop Type ¥  Session Series *  Client

10/23/2019 23 Primary Test JIRA 1408 Leonard Hofstadter
1012372019 23 Primary Test JIRA 1408 Penny Hofstadter
10/30/2019 23 Primary Test JIRA 1408 Leonard Hofstadter
10/30/2019 23 Primary Test JIRA 1408 Penny Hofstadter
11/6/2019 23 Primary Test JIRA 1408 Penny Hofstadter
11/6i2019 23 Primary Test JIRA 1408 Leonard Hofstadier
12/1/2020 Atten Reqd Test WS 1 Optional Attendance Reqd Session Three Penny Hofstadter

@

-

Attended? ¥

o

Individual Make-Up Session

# Record Make-Up

# Record Make-Up

7 Record(s)
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VIIl. Reports

Grant recipients can view and analyze the data stored in nFORM by using the operational

| M reports, data export, and query tool features found under the Reports tab. The Reports tab is
also used by site administrators to generate ACF’s required reports on performance

BBl measures—called the Quarterly Performance Progress Report (QPR) and the semi-annual
Performance Progress Report (PPR).

Access to the reporting functions depends on the user account types and permissions. (User account types
and permissions are described in Module IV.) Grant recipient site administrators will generate the QPRs
and PPRs. The types of operational reports that nFORM users can generate depends on their user account
type (see Module VIILB for more information). Additionally, nFORM data can be exported under the
Reports tab by site administrators. At each grant recipient, up to three nFORM users (with any type of
user account) can have query tool permissions, which gives them access to the query tool under the
Reports tab.

A. Quarterly/Semi-annual Performance Progress Reports (screen R1)

ACF requires that grant recipients submit two types of performance measure reports: a QPR and a more
comprehensive semiannual PPR. Grant recipients are required to submit a report to ACF each quarter.
The required reports alternate between QPRs and PPRs as indicated in table VIIL.1 below; QPRs are due
in January and July and PPRs are due in April and October.

Table VIII.1. Quarterly report due dates
Reporting periods during each

grant year quarter (Q) Report due to ACF Report due date
Q1: September 30 — December 31 QPR January 30
Q2: September 30 — March 31 PPR April 30

Q3: September 30 — June 30 QPR July 30

Q4: September 30 — September 29 PPR October 30

Although nFORM generates the QPR and PPR, the reports must be submitted to ACF manually by grant
recipient staff. That is, the QPR and PPR cannot be submitted through nFORM (for more information, see
Module VIII.A.4). Site administrators should follow the steps below to generate the required reports.

VIII.A.1 Complete program operations survey

Grant recipients will respond to the program operations survey each quarter as the first step in completing
their QPR or PPR. This survey asks grant recipients to provide information in such areas as outreach and
recruitment activities, target enrollment, staff characteristics and training, and implementation challenges.
The data will be part of the required reporting to ACF, cross-grant analysis conducted for ACF, and grant
recipients’ local evaluations, as applicable. This survey is completed for the grant recipient as a whole,
rather than for each grant recipient location.

The program operations survey is a web survey that site administrators may complete on a desktop or
laptop computer or on a tablet. If the program operations survey is completed on a tablet, the tablet should
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be placed in the landscape or horizontal orientation for best navigation. Unlike the client surveys, the
program operations survey does not include audio.

The survey is launched from the QPR/PPR screen (R1) by clicking the Start button in the Program
Operations Survey column for the applicable reporting period. Reporting periods are designated by the
Report Start, Report End, and Due Date in each row.

=
1 L alll . :.: E E M Q o Hello, testuser82 @mpr com!
Information, Family Outcomes, Reporting, &

and Management
Clients Workshops Senvice Providers Reports Seftings Help

QPR/PFR Operational Reports

rogress Narative Tempiate

Report Start Report End Due Date Program Operations Survey Performance Measures

09/30/2015 06/30/2016 07/30/2016
09/30/2016 03/31/2017 04/30/2017
097302016 0613012017 07/302017
0913012017 1213112017 01/30/2018

Within the web survey, click the Next button in the lower left corner of each screen to advance through
the questions. You can also click on the Back button to return to prior questions. Answer each question in
the survey and click Next on the Submit Your Survey page when finished. Responses to the program
operations survey can be edited by clicking the View/Edit button for the applicable reporting period on
the QPR/PPR screen (R1). This allows grant recipients to correct any mistakes in their program
operations survey.
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- Exit
1 IV '
Information, Family Outcomes, Reporting,
and Management

HEALTHY MARRIAGE/
RESPONSIBLE FATHERHOOD PROGRAMS

PROGRAM OPERATIONS
PRIVACY

Thank you for helping with this important study. This survey includes questions about your Healthy Marriage or Responsible Fatherhood Program. We want you to know that
1. Your participation in this survey is voluntary.
2. We hope that you will answer all the questions, but you may skip any questions you do not wish to answer.

3. The answers you give will be kept private to the extent permitted by law.

Next

VIII.A.2 Generate QPR/PPR data

To generate the final version of the QPR or PPR, click the Generate QPR Data or Generate PPR Data
button under the Performance Measures column for the applicable reporting period. This will compile all
the required numeric performance measures about clients and service delivery, along with program
operations survey responses, into a single PDF. For example, based on data entered in the system,
nFORM will calculate the number of clients who enrolled in the program during the grant year-to-date,
and the percentage who attended services. Please note that beginning in grant year 2, QPR Section B-
02.2b and PPR Section C-04.2b have been updated to include clients’ cumulative participation in
workshops in the calculations of grant recipients’ progress towards their workshop

participation targets.

Save the file to your computer (outside of nFORM). nFORM will automatically suggest a file name that
labels whether it is a QPR or PPR and the date the file was created, but grant recipients should modify the
filename to include the reporting period (for example “PPR_performance measures_due 20211030”).
The QPR and PPR can be run at any time, so grant recipients should also clearly identify the file to be
submitted to ACF as “FINAL” to distinguish it from draft versions. Report submission instructions are
provided in Module VIIL.A 4.

Grant recipients may use the QPR/PPR performance measures calculations to inform responses to the
Progress Narrative (described in Module VIII.A.3). Please note that clients participating in a local
evaluation who are assigned to Control (NO services) or Waitlist Control (NO services) groups are not
included in QPR/PPR calculations. Grant recipients may note any impact this has on enrollment targets in
their progress narrative.

VIII.A.3 Complete progress narrative

Grant recipients are required to provide quarterly narrative information about program operations,
challenges, and successes that provide context to the quantitative (numeric) data compiled in the
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QPR/PPR. The qualitative narrative helps grant recipients and ACF understand what works well in
program design and implementation, and where there are challenges. The narrative can be used, for
example, to describe any issues grant recipients have in reaching enrollment targets or, if applicable, to
provide more detailed information about workshop participation when multiple workshops are aggregated
in the same participation table on the QPR/PPR (as described in Module VI.B). Grant recipients are
encouraged to concisely summarize key points in the progress narrative and discuss issues in more detail
during discussions with their FPS, rather than restating their numeric data.

There are separate templates for the QPR and PPR and for Healthy Marriage and Responsible Fatherhood
programs; as of February 2025 these templates are available in Word on the HMRF Grant Resources Site;
users can access the Healthy Marriage version (available at
https://www.hmrferantresources.info/resource/hm-gprppr-and-progress-narrative-templates) or the
Responsible Fatherhood version (available at https://www.hmrfgrantresources.info/resource/rf-gprppr-
and-progress-narrative-templates).

When saving the Word template to your desktop or another folder, add the due date for the applicable
report to the file name. For example, you can name your last progress narrative for grant year 3 as
“GrantName-PPR-narrative-10302024”. Once the narrative has been completed, convert the Word file
into a PDF by clicking “File”, then “Save As”, then selecting “PDF” from the drop-down menu of
available file formats. Only PDF versions of the completed progress narrative can be uploaded into
Grant Solutions.

Report submission instructions are provided in Module VIII.A 4.

PERFORMANCE PROGRESS REPORT
Office of Family Assistance
Healthy Marriage and Responsible Fatherhood Grant Program
REPORT FOR RESPONSIBLE FATHERHOOD PROGRAMS

OMB Control No.: 0970-0566
Expiration Date: 4/30/2024

B-01 PERFORMANCE NARRATIVE

Please provide details on the following questions about your program and services.

1. Target population

Please provide a detailed description of your target population.

VIII.A.4 Compile and submit report
QPRs and PPRs must be submitted in Grant Solutions as a Grant Note.
The QPR or PPR submitted to ACF should include the following files:

e Cover page: Download the ACF-OGM-SF-PPR Cover Page found at
https://www.acf.hhs.gov/discretionary-post-award-requirements and save this file to your computer.
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e Performance measures (described in Module VIII.A.2)

e Progress narrative (described in Module VIII.A.3)

As a reminder, Federal Financial Reports or FFRs (SF-425) are due quarterly in the HHS Payment
Management System (PMS). Please refer to your Notice of Award for more information on

FFR reporting.

Please contact your FPS for additional guidance on the quarterly reports. The following flow chart
summarizes the process for completing and submitting the QPR and PPR to ACF.

Figure VIIl.1. Summary of QPR/PPR process

Collect Data Generate Performance

. Measures Calculations
o Keep client survey and

participation data up- e Generate numeric data
to-date in nFORM
® Review data
e Complete program
operations survey
quarterly in nFORM

Write Progress Narrative

e Download Word template
to your computer

o Write narrative

e Save as PDF

Complete Cover Page Submit Files to ACF
(QPR & PPR)

o Upload final files as
e Link is in nFORM User Grant Notes in

Manual, Module VIII.A.4 GrantSolutions

B. Operational Reports (screen R2)

On the Operational Reports screen (R2) in the Reports tab, grant recipient users can access various reports
to help manage the daily operations of their grant and to obtain information for the narrative portion of

their QPR/PPR. For example, run the Survey Completion report to monitor whether enrollment is

completed for clients and to identify which clients require a follow-up contact to complete their surveys.
These operational reports are described in the following table VIII.2, along with the types of nFORM

users who can access each report.

Table VIIl.2. nFORM operational reports

Caseload summary/detail

for applicable clients.

Identifies all staff with case management capability;
their active client counts, client assignments, and client | managers
activity; and the average caseload across staff with

case management capability. Includes couple identifier

Site administrators and case
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Report name

Client Status report
summary/detail

Description

Counts of clients with each status code, and also
details clients by location, their current status codes,
and enroliment dates. Includes couple identifier for
applicable clients.

nFORM users with access

Site administrators, case
managers, and general users
with enrollment permission

Incentives report

Includes all incentives provided to help grant recipients
track incentives per ACF guidelines and FPS-approved
incentive plans. Summary counts are provided by
grant recipient location and population. The detailed
report provides incentive counts and amounts by
client. Incentives are reported in total and by category;
incentives that exceed the ACF maximum are also
identified.

Site administrators and case
managers

Individual Service
Contacts report

Identifies the average number of substantive ISCs and
the average number of reminder-only contacts by
client population and grant recipient location. The
report also lists for each client the date of the client’s
most recent substantive ISC, the number of
substantive ISCs, and the number of reminder-only
contacts. (As a reminder, ACF defines substantive
ISCs as service contacts that (1) last 15 minutes or
longer, (2) result in direct contact with the client, and
(3) cover client issues and needs beyond just reminder
contacts.)

Site administrators and case
managers

Local Evaluation

Enrollment summary/detail

(where applicable)

Counts of clients in each service assignment category
within and across grant recipient locations. The report
also details individual clients in each service
assignment category. Includes couple identifier for
applicable clients.

Site administrators, case
managers, and general users
with enrollment permission for
grant recipients conducting
local evaluations

Phone Number report

Lists grant recipient location, population, name, phone
numbers, and indicator for permission to text. Can be
filtered on specific client statuses and workshops, to
help in following up with groups of clients at a time.

Site administrators, case
managers, and general users
with enrollment permission

Primary Workshop
Participation
summary/detail

Counts of clients and their average participation in
primary workshop hours compared to target, within
and across grant recipient locations. The report also
details, by location, clients and their primary workshop
participation. Includes participation data for primary
workshop sessions where attendance is either fully or
partially recorded.

Site administrators, case
managers, and general users
with enrollment permission

School Year Performance

report

For READY4Life grant recipients only, this report
includes the information from the PPR with
calculations based on the school year calendar (July 1
to June 30) rather than the grant year calendar
(September 30 to September 29).

Site administrators from
READY4Life grant recipients
only

Series Session
Attendance

Identifies client attendance by series for selected
workshop, series, and time frame. Includes couple
identifier for applicable clients.

Site administrators, case
managers, and general users
with enrollment permission

Survey Completion
summary/detail

Counts of clients by population who have completed
each type of survey. The report also details, by
location, clients and whether they have completed
each survey—applicant characteristics, entrance
survey, exit survey.

Site administrators, case
managers, and general users
with enrollment permission
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Report name

Survey report - Paper
surveys

Description

Identifies counts of surveys completed on paper at

aggregate level (by location and population), and at
individual client level, to help track data entry when
paper surveys must be administered to clients.

nFORM users with access

Site administrators, case
managers, and general users
with enrollment permission

Survey report - Refused
surveys

Identifies counts of refused surveys at aggregate level
(by location and population), and at individual client
level, to help organize follow-up with clients and
identify any trends in refusals that should be
addressed.

Site administrators, case
managers, and general users
with enrollment permission

User Account Activity

Identifies all authorized nFORM users at the grant
recipient, their account type and permissions, and
usage.

Site administrators

Zip Code report

Lists grant recipient location, population, client zip
codes (based on application form data), and total
number of clients with each zip code, to help see
whether target geographic areas are being reached.

Site administrators, case
managers, and general users
with enrollment permission

To generate one of the operational reports, click the applicable link on the Operational Reports screen
(R2) under the Reports tab. On this screen, nFORM users will only see the operational reports to which

they have access.

ceapen

Data Export

Cloud Grantee 3 READY4Life (LE) - GN20015 (READY4L ife)

- 0a®

o)1\ . e@s

Information, Family Outcomes, Reporting, &
and Management

Clients  Workshops

& B »u 0

Service Providers Reports Settings

Hello, est users04@mpr.com

Help

« Individua
« Local Evaluation
« Maximum Incentives Rep
« Phone Number Report
= Primary Workshop Participation Detail Report
= Primary Workshop Participation Summary,

+ School Year Performance Report

« Series Session Attendance

 Completion Summary
1t - Paper Su

count Activity

e Report

Clients  Workshops

® 2022 - NFORM 2.0 - Information, Family Outcomes, Reporting and Management

Selvice Providers ~ Reports  Seftings

Help

R2

Where applicable, select report options such as the start and end date of the time period to be reviewed,
and then click on View Report to open the selected report in nFORM. Many of the reports have multiple
pages to show both summary level data and detailed data at the individual client level; the nFORM couple
ID number is also provided where applicable. Because service contacts are recorded under individual
client profiles, when both partners of a couple participate in the same service contact, the operational
reports and data export will include one record, which includes the couple ID number.

Each report can be opened in different formats such as a PDF or in Excel, which allows grant recipient
staff to sort and filter the information in the reports. Click on the Save icon and select the appropriate
format for opening the report, then save the report to your computer (outside of nFORM).
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Start Date [9/30/2019 |58 EndDate [1/28/2021 | B3

Grantes Grantee 1 HM (LE) v Workshop \ Select Workshop V|

Series
4 4 of5 b Pl ] l:IFmd Inext - &

Survey Completion Summary

Grantee: Grantee 1 HM (LE)
Clients Enrolled: 9/30/2019 - 1/28/2021

Number of Clients who Completed

Grantee Population Applicant Characteristics Entrance Survey Exit Survey
Survey®

| o | ol | Gomvliod okt | Convled | i |
All o o

0 0 0 0
0 0 0 0 0 0
Grantee 1 HM (LE) All 44 14 9 7 3 1
Adult couple 1 8 0 1 1 0
Adult individual 1 6 0 0 0 0
Youth 1 0 0 0 0 0
Page 1of 5 1/28/2021 1:26:29 PM

C. Query Tool (screen Q1)

Up to three nFORM users at each grant recipient can access the query tool at any one time. The query tool
helps grant recipients track, monitor, and analyze the data that are collected using nFORM. To give users
access to the query tool, a site administrator selects a permission when setting up or editing the user
accounts. These three users will access the query tool through the Query Tool screen (Q1) under the
Reports tab. Site administrators can change the query tool permissions at any time.

) Q E | M 0 0 Hello, test userSs5@mpr.com!
-

Clients Workshops Service Providers Reports Settings Help

Information, Family Outcomes, Reporting,
and Management

QFRIPFR Operational Reports Query Tool

Query Tool

[ Launch Query Tool ]
| )

In accordance with Section 508 of the Rehabilitation Act of 1973, as amended, (29 U.S.C. 794d), ACF is committed o ensuring that functionality and content is accessible o all users.
When using the accessible version of nFORM's query ool, there are areas that may still present challenges for users. These include the absence of language designation and header
tags as well as tables without clear column and row indication or that are outside the tab order. To request accessibility assistance to this website, send a request to the ACF 508

at: ACF-OCIO-Section-508@acf hhs.gov. Title the subject line: (Accommeodations Request). Include in the message your name, email, site name and the site URL.
ACF will forward any requests to the existing nFORM help desk: nform iematica-mpr.com. The help desk team will prepare accessible versions of requested tables and
send those directly to the user.

@ Mathematica utilizes Qlik Sense® under license which allows authorized third parties, including Healthy Marriage and Responsible Fatherhood grantees, to view reports, data, other
information and output created by Mathematica in Qlik Sense®. Authorized third parties are not granted any rights or licenses to Qlik Sense® software, and may not use Qlik Sense® in
any manner beyond the functionality provided in nFORM

Clients Workshops Service Providers Reparts Seitings Help

© 2024 - nNFORM 2.0 - Information, Family Outcomes, Reporting and Management HHS Vuinerability Disclosure Policy Q1

The query tool does not open within nFORM itself, but in a different tab in your web browser. The query
tool uses Qlik Sense software to display the nFORM data. The query tool screen in nFORM displays a
disclaimer about the Qlik Sense software that all query tool users should review.
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Visuals appear in the query tool only when the relevant data have been entered in nFORM. In addition, it
is important for users to keep in mind that the query tool refreshes overnight. While the operational
reports include up-to-date information, the query tool will display data entered into nFORM through the
previous day.

To open the query tool, click the Launch Query Tool button on the Query Tool screen (Q1). The query
tool then opens in a new browser tab. Query tool users can use a screen reading assistive device, such
as JAWS, to review compatible information in the same version of the Query Tool. Screen readers
will be able to read information from all tables and data visuals. When using date filters, select
“Enable Accessibility” mode to access a compliant version of the filter that displays dates from a drop-
down menu. Contact the nFORM help desk if the specific screen reader that is being used is not
compatible with specific tables in the query tool. The nFORM help desk team can provide accessible
versions of any tables in the query tool on request.

Enrollment Applicant Characteristics Individual Services Workshop Participation - All Workshops Workshop Participation - Primary Workshops [l Client Outcomes

Cloud Grantee 1 RF (LE)

Enrollment Start Date Enrollment End Date
Enable Accessibility Mode 04/01/2021 D 12/01/2024 D

The query tool opens to a dashboard that provides a Grant Year Overview. The dashboard highlights
grant recipients’ current grant year progress in enrolling clients compared to enrollment targets, average
hours of participation in optional workshops, average client receipt of substantive individual service
contacts, average hours of primary workshop participation, completion of the client entrance and exit
surveys, the number of referrals requiring follow up, and the number of workshop sessions

pending attendance.

Boxes with question marks are tool tips similar to what is found in some screens in nFORM. Hover your
cursor over the tool tips icon to view a more detailed description of the information displayed. For
example, some tool tips describe how couples are counted toward enrollment targets. Tool tips are used
throughout all tabs in the query tool.

Query tool users can download PDF images of each query tool tab by clicking the ellipsis icon in the top
left corner of a tab and selecting “Download sheet as PDF”. Single visualizations can also be downloaded
either as an image (JPEG or PNG) or PDF by right-clicking on the chart and selecting “Download as...”.

The current grant year is always listed in the upper left of the Grant Year Overview tab. Next to this is a
description of the data that are found on the tab. To the right of the description are buttons that allow
users to display data only for certain client populations served by their grant; only data for client
populations with enrollment targets will appear in the query tool. (The grant recipient’s enrollment and
primary workshop participation annual targets are programmed into nFORM when approved by ACF.)
Client data from client populations without an enrollment target will only appear in the operational
reports, data export, and QPRs/PPRs.
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Enrollment Applicant Characteristics Individual Services Workshop Participation - All Workshops Workshop Participation - Primary Workshops [l Client Outcomes

Cloud Grantee 1 RF (LE)

y t populati - Grant. B of one
2025 Grant Year calendar year. i view data for selecting the.

displayed on a control group clients only:
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The Grant Year Overview tab includes various data visualizations organized into Enrollment, Client
Participation, and Data Quality sections. The Enrollment panel on this tab displays a radial chart with the
percent of clients enrolled compared to enrollment targets for the current grant year, and a bar chart of the
number of clients enrolled by month. Hovering your cursor over the dial and bars in the visualizations
will display the number of clients enrolled or the remaining number of clients to enroll.

The Client Participation panel includes tiles that display data on substantive service contacts, optional
workshop participation, and progress towards current grant year primary workshop targets. A bar chart
and table of the percentage and number of clients who have reached each primary workshop participation
benchmark for the current grant year is also included in the Client Participation panel. The bar chart and
table in this panel align with PPR Section C-04.2b Table 2, which reports primary workshop participation
for all clients who will achieve each benchmark in the current grant year, regardless of when the client
was enrolled. Hovering your cursor over the tool tip for this data visualization will display a reminder of
which clients are included in the calculations for this visualization.

Lastly, the Data Quality panel displays pie charts for entrance and exit survey response rates, and tiles
reporting the number of referrals that need follow-up for clients enrolled in the current grant year, and the
number of sessions that have pending attendance from all grant years. Descriptive labels, data legends,
and tool tips for each visualization on the Grant Year Overview tab clarify which clients, workshop
sessions, service contacts, and referrals are included in each of the calculations.
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At the top of the query tool are tabs that allow users to navigate from the Grant Year Overview tab to look
at different types of data from nFORM. Following are descriptions of each of these tabs.

Enrollment. The enrollment tab shows information such as the targets and actual enrollments for the
current and previous grant years, and how clients heard about the program. While the Grant Year
Overview tab focuses on the current grant year, the Enrollment tab and all other tabs allow users to select
timeframes for the data displays in addition to selecting the client population. Users can select specific
date ranges using the Enrollment Start Date and Enrollment End Date filters, which includes the ability to
filter across calendar and grant years. You can also manually enter a date using MM/DD/YYYY format,
or select the date from the calendar pop-up located to the right of the enrollment date fields. All selections
will appear in the Current Selections box on the left of the screen. Users can remove selected filters by
selecting the garbage can icon or clicking “Clear Selections” at the bottom of the Current Selections box.
To remove the most recently selected filter, select the back arrow to the left of the “Clear

Selections” option.

Applicant Characteristics. This tab shows key characteristics of clients in the grant recipient’s program
from the applicant characteristics survey. Grant recipients conducting local evaluations can review
characteristics of all clients except for those assigned to a Control (No Services) or Control Waitlist (No
Services) group. As on the Enrollment tab, users can select data for specific client enrollment timeframes
and for specific client populations. To view data for a specific characteristic, select from the list of key
characteristics on the left side of the screen. The bar chart will display the count of applicants by the
selected characteristic. For example, selecting Age displays the count of clients in each age category by
the date on which they completed their applicant characteristics survey. The pie chart below displays the
percentage of applicants within the selected timeframe and client population with each characteristic.
Grant recipients should select one characteristic at a time for analysis on the query tool. The query tool
does not provide cross tabulations if multiple characteristics are selected; grant recipients may use the
data export to conduct cross-tabulation analyses of multiple characteristics.

For grant recipients conducting local evaluations, this tab also shows the characteristics of clients by
service assignment, after clicking the tab of the same name. This helps grant recipients gauge whether
similar types of clients are being assigned to treatment and comparison groups, including Control (No
Services) and Control Waitlist (No Services). However, the query tool does not include any statistical
testing, so it cannot be used to formally assess baseline equivalence.

Individual Services. This tab shows data on client issues, needs, services, referrals, and incentives. This
tab reports on all ISCs combined - substantive, reminder-only, and other ISCs. Information on the number
of clients who have received ISCs and referrals, the total number of ISCs and ISCs resulting in referrals,
and the total number of referrals are reported, along with the most common client issues and needs
covered during ISCs and most common types of referrals provided. The tool automatically opens to show
information on ISCs and referrals. Users can filter by services provided in a specified timeframe. To view
data on incentives, click on the Incentive Types/Reasons button within the tab. This tab also provides
information on the number of clients who have received incentives, the number of incentives provided,
the average incentive amount and range of incentive amounts provided, along with the number of
incentives provided by category and type.

Workshop Participation — All Workshops. This tab shows information about client participation in
workshops and session series since the beginning of the grant. Unlike the other tabs where users select
specific timeframes, dropdown menus at the top of this tab allow users to select which workshops and
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session series to view. The drop-down menus include both completed and ongoing workshops. Use the
dropdown menus to view information about workshop participation for specific workshops and session
series within the selected workshop. Query Tool users can select more than one workshop or session
series in the dropdown menu. The workshop and session series names recorded in nFORM populate these
dropdown menus so it is important to use descriptive names for workshops and session series. Workshop
attendance data included in this tab and on the Workshop Participation — Primary Workshops tab only
includes information for sessions in which attendance has been fully recorded (i.e. all clients who were
registered for the session have been recorded as either having attended or not attended).

Workshop Participation — Primary Workshops. A separate tab provides information on average client
participation in primary workshops and the number of clients achieving each primary workshop
benchmark. Users can analyze primary workshop participation by client population, enrollment date
range, workshop, and session series. Grant recipients serving multiple populations should select a
population of interest to view progress toward the population-specific targets. Selecting specific
workshops and session series filters the data to enrolled clients who attended at least one session
occurrence in that series. The client population, enrollment date range, workshop, and session series filter
selections will appear under the Current Selections field, which helps you keep track of the filters applied
to your data. Regardless of the order in which filters are selected on this tab, be sure to actively click on
the population selection in the upper right corner and select specific date ranges in the upper left corner to
ensure that clients are being compared to the appropriate targets.

Client Outcomes. On this tab, users can view summaries of client responses to the entrance and exit
survey outcomes that are reported on the PPR. For both entrance and exit surveys, the table on this tab
displays the outcome, the applicable value ranges, the number of clients included in the outcome average,
and the average. In addition to the average outcome value among all clients, users can select to view the
average outcome value for selected characteristics by selecting one or more characteristics from the box
on the left of the screen. For example, users can select to view the average outcome value for males or for
a specific age group. Outcomes for each characteristic selected will display in a separate column; the
outcomes will not be cross-tabulated if multiple characteristics are selected. Outcomes appear on this tab
if at least one client has answered the corresponding entrance or exit survey question. Users can also filter
on data for clients who completed an entrance or exit survey in a specific time frame, regardless of their
enrollment date.

The data on this tab are useful for assessing whether clients’ experiences are trending in the anticipated
directions. However, only a rigorous evaluation can show effects of the program. This is why ACF has
specified that entrance and exit outcomes are not displayed side by side on this tab.

D. Data Export (screen R4)

Site administrators can export all data recorded in nFORM, except for personally identifiable information
(PII) such as client names and contact information (e.g., phone numbers, email address, and mailing
address), case notes, and referral notes. The data export is a cumulative file of data recorded in nFORM
from the start of the grant recipient’s use of nFORM through the data export processing time. Site
administrators navigate to the Data Export screen (R4) under the Reports tab to run a data export for
their grant.
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Data Export

Request Data Export

Follow these steps to request a data export Excel file. Customize the data types and clients to include in your file (Steps 1 and 2), then
carefully review your selections and submit your request (Step 3)

1. Select Data Type(s).

You may select more than one data type If you would like all available data, select all four data types. Files with multiple data types selected will not include any duplicate tabs:
for example, if you select Surveys and Workshops your file will only include one Client Info fab. For security purposes, the file will not contain personally identifiable information

[ Surveys (tabs: Client Info, Survey Response Data)

[ Waorkshops (tabs: Client Info, Workshop Characteristics, Series, Series Facilitators, Session Attendance)

[ Individual Services {tabs: Client Info. Service Contacts, Referrals, Incentives-Program Supports. Service Providers)

[} Program Operations (tabs: Workshop Characteristics, Series, Series Facilitators. Service Providers, Program Operations Survey)

M

. Enter Client Enrcliment Date Range
Use the calendar feature to select and retain accurate dates between 4/1/2021 and foday's date. If you are selecting only program operations data, you do not need to enter an

enroliment date range:

=

Start Date End Date =

©

. Carefully review selections, then click "Submit Request".
Your request will appear as a pending file below. If needed, select "Clear filter selections” and revise your selections before submitting your request. If you navigate away from
this screen before submilling your request, seleclions will not be saved.

Submit Request Clear Filter Selections

Please allow up to two days for your request to process. You cannot submit a new request while a file is pending. However any site administrator at your grant can cancel a
pending request by clicking the "Cancel" button below. Please also review the data export resources on the HMRF Graniee Resource Site these include the data dictionary.
data export template. and Module VIl of the nFORM User Manual. Submit a ticket to the nFORM 2.0 help desk if you need assistance.

The top box on the Data Export screen displays the directions for submitting a data export request. To
start the export, first select the data types that will be included in the export. There are four different data
types: Surveys, Workshops, Individual Services, and Program Operations. Each data type contains
multiple tabs that include relevant information. Site administrators can mark which data types they would
like included in their export request using the checkboxes shown above in the screenshot. At least one
data type must be selected to submit a request. If more than one data type is selected, all the available tabs
found in each selected data type will be included in the export. If multiple data types are selected that
share the same tab, such as “Client Info”, the export will only include one of that tab to avoid duplication.
A full data export can be obtained by selecting all four data type options. Table VIII.3 below details
which tabs are included in each data type.

Once the data type(s) have been selected then an enrollment date range must be entered in the start date
and end date fields. A date can be entered manually using the MM/DD/YYYY format without lead zeros
or selected via the calendar feature by clicking the calendar icon next to the start date and end date fields.
Please note that if only the Program Operations data type is selected, the date fields will be greyed out as
dates are not needed for this data type only. If Program Operations is selected in addition to another data
type, then a start and end date must be entered.

Users should review their selections carefully prior to clicking the submit button. If updates are needed,
users can manually update each selection or they can use the “Clear Filter Selections” button to remove
all selections. Note that navigating to a different screen in nFORM before clicking “Submit Request” will
remove any selections made when a user navigates back to the Request Data Export page. After
reviewing selections, click the “Submit Request” button to initiate the data export generation process. A
message will appear after clicking the “Submit Request” button confirming the process of the requested
data export. Once an export request has been submitted it cannot be edited. If needed, a pending request
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can be cancelled and a new request can be created. Each grant can only submit one data export request at
a time. Grant recipients can request a new data export file once the previous report has generated and
becomes available.

Pending File
File Data Types Enrollment Date Range Requested By Requested On Cancel
Pending processing Individual Services Program Operations 4112021 - 6/10/2024 T5ite Administratord Ti25/2024 12:5642 PM m
Available Files @ Most recant 3 files avalable
File Data Types Enrollment Date Range Requested By Date Generated

f DalaExport 2024 07 04 154745 xlex Surveys Workshops;Individual Services 1112023 - 12/31/2023 TEite Adminisiratord Tidi2024 6:47:45 P

fl DataExport 2024 07 03 100547 xlsx All Data Types TI32021 - 732024 TSite Administrator1 Ti3/2024 10:05:47 AM

¥ DalaExport 2024 07 03 094011 xlsx All Data Types TI32021 - 71312024 TSite Administrator1 TI32024 9:40:11 AM

Data export requests are processed in the order received across grant recipients. Processing time for each
data export will vary for several reasons, including the amount of data in each grant recipient’s export and
the number of concurrent requests for data exports. Therefore, site administrators are encouraged to
submit data export requests at the end of their business day so that the data export can process overnight.
Please note that data exports can take up to 48 hours to generate and requesting a new data export during
this period will reset the previous processing time. If an export does not generate after 48 hours, please
contact the nFORM 2.0 Web Help Desk. Site administrators can still log out of nFORM after submitting
the data export request; the data export processing does not require the site administrator to be logged
into nFORM.

Once the data export processing is complete, a link to an Excel file will appear in the Available File box
at the bottom of the Data Export screen. The file name will list the date that the data export was
processed. The Available File box will also contain the selected data type(s) in the export, the selected
enrollment start and end dates, the program staff who requested the file, and when the file was generated.
The Available File box contains the three most recent data exports that are available to download. To save
the file, either right click the link to save it to your computer or click the link to open the file in Excel and
then use the Save feature in Excel to save it to your computer. Site administrators are encouraged to save
the data file to their computer or grantee network rather than access it from nFORM. Grant recipient staff
can use Excel to analyze the data or import the Excel file into another program for analysis.

Each tab of the data export file contains a different type of data recorded in nFORM. The data export also
provides non-client data recorded in nFORM, including information about each workshop series, the
grant recipient’s service provider directory, and the grant recipient’s responses to the program operations
survey. All data recorded at the client level, including client responses to the surveys, have the client’s ID
number from nFORM along with the couple ID for grant recipients serving couples populations. The data
export includes other identifiers for client-level and program-level data: service contact IDs, referral IDs,
incentive/program support IDs, service provider IDs, workshop IDs, workshop series IDs, and workshop
session IDs. These IDs help facilitate merging the data with information collected outside of nFORM or
data from other tabs of the data export and the operational reports.
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Table VIIL.3 provides a description of each tab of the data export, the data structure, data type(s) and key fields provided on that tab.

Table VIII.3. Data export tabs

Data export tab

Client Info

(exported when Surveys,
Workshops, and Individual
Services data types are
selected)

Description

Includes key client-level information
on enrollment, survey completion
and service receipt.

Data structure

One row per enrolled client

Key fields

Client ID

Couple ID?2

Referring organization and organization type
Enrollment date

ACS, entrance and exit survey completion dates,
modes, and language

Number of service contacts

Number of referrals

Number of incentives/program supports
Number of workshop sessions attended
Assigned case manager

Service Contacts
(exported when Individual
Services data type is
selected)

Includes all enrolled clients whether
or not they have received a service
contact. Clients who have received
one or more service contacts will
have a single row for each service
contact recorded with detailed
information about the contact. If a
service contact is provided to a
couple, that ISC will be included as
two rows with one for each partner.

One row for each service contact
provided to a client, and one row
for each enrolled client who has
not yet received a service contact
(will not have any service contact
data included).

Client ID
Couple ID

e Service date

Service ID

Case manager providing service
Contact method

Length of contact

Whether the contact was provided directly to the client
and whether it was provided to a couple

Additional participants
All client issues/needs discussed
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Data export tab

Referrals

(exported when Individual
Services data type is
selected)

Description

Includes all enrolled clients whether
or not they were provided with a
referral. Clients who have been
provided with one or more referrals
will have a single row for each
referral recorded. If a service referral
is provided to a couple, it will be
included as two rows with one for
each partner.

Data structure

One row for each referral provided
to a client, and one row for each
enrolled client who has not yet
received a referral (will not have
any referral data included).

Key fields
Client ID
Couple ID
Service contact ID referral was provided during
Service date
Referral ID

Contact method
Length of contact
Whether the referral was provided to a couple

Service provider ID the referral was provided to and
how it was provided

Whether the referral was followed up on
Referral type(s)

Incentives — Program
Supports

(exported when Individual
Services data type is
selected)

Includes client-level information on
each incentive and program support
recorded in nFORM. If an
incentive/program support is
provided to a couple, it will be
included as two rows with one for
each partner.

One row for each
incentive/program support
provided to a client, and one row
for each enrolled client who has
not yet received an
incentive/program support (will not
have any incentive/program
support data included).

Client ID
Couple ID

e Service contact ID the incentive/program support was

provided during (if applicable)
Incentive/program support ID

Whether the incentive/program support was provided
during an ISC, workshop session, or outside

Incentive/program support date

Whether the incentive/program support was provided
to a couple

Incentive amount
Incentive type
Incentive category
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Data export tab
Workshop
Characteristics

(exported when Workshops
and Program Operations
data types are selected)

Description

Displays details for each workshop
entered into nFORM.

Data structure

One row for each workshop

Key fields

Workshop name

Workshop ID

Population type workshop is intended for

Total hours

Activities and elements

Enrollment type (open, cohort, or other)
Workshop type (primary, optional, or not in use)

Workshop structure (single, blended, linked, or non-
curricularized)

Curricula included

Series

(exported when Workshops
and Program Operations
data types are selected)

Includes detailed information for
each workshop series entered into
nFORM such as the total number of
sessions, start and end date,
session details including start and
end times, session duration and
when the sessions occur (as
recorded as the series level), and
the number of facilitators.

One row for each workshop series

Workshop name and ID

Session series name

Series ID

Workshop location

Series start and end dates

Series start and end times

Series duration

Days of the week series reoccurs on

Series Facilitators
(exported when Workshops
and Program Operations
data types are selected)

Includes information about which
facilitators are assigned to lead each
workshop series

One row for each facilitator

assigned to a workshop series

Workshop name and ID
Session series name
Series ID

Facilitator
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Data export tab

Session Attendance

(exported when Workshops
data type is selected)

Description

Includes client-level information for
each workshop session they attend.

Data structure

One row for each session a client
attends, and one row for each
enrolled client who has not yet
participated in a workshop session
(will not have any workshop
participation data included).

Key fields

Client ID
Couple ID

e Workshop name and ID

Session series name and ID
Session ID

Session name

Session start and end times®
Session duration

Whether a client attended a session they were
registered for

Whether a client attended a session as a drop-in
Make up date

Service Providers

(exported when Individual
Services and Program
Operations data types are
selected)

Includes details for each service
provider entered into NFORM.

One row for each service provider

Service provider name

Service provider ID

Whether service provider is a partner agency
Service provider address information
Services provided

Contact information

Survey Response Data

(exported when Surveys
data type is selected)

Displays client-level survey
responses to the applicant
characteristics, entrance and exit
surveys.

One row for each enrolled client

Client ID

Couple ID

Client survey completion dates

Client survey completion mode and entry dates
Client survey refusal reason

Client survey completion language

Survey responses

Program Operations
Survey

(exported when Program
Operations data type is
selected)

Includes all responses for each
program operations survey
submitted.

One row for each reporting period

@ Couple ID variable is not included on any tab in READY4Life data export files.

Quarterly report due date
Program operations survey responses

b Changes to details of individual session occurrences, such as start and end times, will be reflected in the individual session data but will not change the
information about the session series.
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The data included in the data export will reflect the data entered into nFORM up through the time the data
export is processed and within the enrollment time frame. Grant recipients are encouraged to explore their
data to note any considerations for analyses and interpretations of the data.

VIIL.D.1 Data Dictionary

A data dictionary describing each data variable in the data export is available on the HMRF Grant
Resources Site.

H m r nFORM 2.0 RESOURCES CQl RESOURCES

HEALTHY MARRIAGE & RESPONSIBLE FATHERHOOD

NFORM 2.0 Resources

This page includes information and tools to support you in using nFORM 2.0. If you need
additional help after reviewing these resources, you may request technical assistance by

submitting a ticket in nFORM 2.0 to the nFORM help desk. Information, Family Outcomes, Reporting,
and Management

Please contact your grantee organization's site administrator(s) for help with log in issues
including locked accounts and resetting passwords. Site administrators should leave a voice mail
for Mathematica at 844-619-6841 if they are also unable to log into nFORM.

The CQI Resources page includes more information on using nFORM 2.0 and other data for
program improvement

Quick Links

E Detailed Instructions 22 pata Dictionary

e This document provides the record layout for the data
fields that are included in the data export from nFORM.
View Data Dictionary.

e This manual provides step-by-step instructions for using
nFORM. nFORM 2.0 User Manual

e This manual describes best practices for collecting data

with nENRAA DarfAarmanca Maaciirac and Nata Callactian

Grant recipients are encouraged to review the data dictionary as part of their planning for analysis,
program monitoring, and continuous quality improvement using the data export. The data dictionary lists
all the information from nFORM that is included in the data export. These are listed as the “Field Names”
in the data dictionary. Review these to find the information you want to analyze. Note that the formatting
of headers in the data export may differ slightly from the list of field names in the data dictionary.
Additionally, users should note that the data dictionary tabs are labeled differently than those in the data
export since information included on each data dictionary tab may be applicable to more than one tab in
the data export.

The data dictionary also shows the meaning of the numbers (or values) associated with each Field Name.
For example, the data export will show a client’s population as a number 1 through 6 and the data
dictionary tells you what population type is associated with each number. Further, the data dictionary will
show you that a value of 0 means No and the value of 1 means Yes. Knowing the values will help you
plan and interpret your analyses.

Mathematica® Inc. 137



nFORM 2.0 User Manual

Fatherhood FIRE ™
FRAMEWorks
READY4Ufe ©
Clientinfo =

Field
Field Name clfedTy-Jtengt-lvaee 00000 [-H-H-N-N-N-U-U-N-N-H-B-H-0- Notes
int X|X|X X Calculated = count of sessions created for a

x X X
XM M M M M M MM X

=
X M M M M X

XX XK X XK X K K X
X M M M M M X
.

The data dictionary includes multiple tabs:

e The Enrollment and Participation tab includes relevant information for all tabs of the data export
(except for the program operations survey tab). It shows the field names for information in the data
export related to client enrollment and participation in services, along with program-level data on
workshop series and service providers. On this tab of the data dictionary, users can filter on grant type
and data export tab name to identify data fields that are applicable to their grant recipient and where
to find them in the data export.

e The Client Surveys tab shows the names of the fields for the applicant characteristics, entrance, and
exit surveys and how the response options for each question are coded on the Survey Response tab of
the data export.

e The Program Operations tab shows the fields for each item in the program operations survey and
how each response is coded on the Program Operations Survey tab of the data export.

o The Survey Item Grid shows each survey item and the corresponding question number across each
of the client surveys and the program operations survey; use this tab to help map a specific question
from the survey to the field name for it in the data export on the Survey Response Data and Program
Operations Survey tabs.

¢ Finally, the Glossary tab of the data export provides descriptions for various elements included in the
data dictionary.

There are unique data exports for each program type—Fatherhood FIRE, FRAMEWorks, and
READY4Life—that only include data fields applicable to the specific program type. There is one data
dictionary for the nFORM data export, but grant recipients can use the Fatherhood FIRE, FRAMEWorks,
and READY4Life columns on each of the tabs of the data dictionary to filter the list of fields to only
those that are collected for the specific program type. Additionally, grant recipients can hide any columns
with fields that do not apply to their grant type.

There are also headers in the data dictionary for each tab of the data export. Use these to identify on
which tab of the data export to find each field.
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