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Monitoring Data Quality: 
Tips for nFORM 2.0 Users 

HMRF grant recipients collect and enter data into nFORM to tell the story of how their programs support 
families in their communities. Ensuring these data are high quality is essential to program monitoring, 
continuous quality improvement (CQI), and local and cross-site evaluations. High quality data have four 
important characteristics: they are collected and entered in a timely and accurate manner, are complete, 
and are secure. Grant recipients can mitigate data quality issues by routinely reviewing and updating data 
collection plans, training and retraining staff, and monitoring program operations and client services.  

This tip sheet describes how program staff can use nFORM’s tools to monitor and address potential issues 
with: (1) client information, (2) client survey completion rates, (3) workshop setup, (4) workshop participation 
data, and (5) individual services data. For each of these data types, this tip sheet provides a checklist of 
specific data to review, what data tools provide that data, and where to make updates if you find data quality 
issues. Grant teams can incorporate these checklists into their monitoring process.  

If you have any questions after reviewing this tip sheet, contact the nFORM 2.0 help desk by either 
submitting a ticket through the help tab of nFORM or emailing us at nform2helpdesk@mathematica-
mpr.com. We are happy to help! 

To monitor client information… 
 Review client statuses 
 Use Client Status Summary report to review whether the number of clients within each 

status aligns with expectations  
 Use Client Status Detail report to review each client’s status 
 Update an individual client’s status in their profile under Program Information… 

 
 
 
 
 
 
 
 
 
 
 Or use the bulk update feature to update the status for multiple clients. 

 
 
 
 
 
 
 
 
 
 

https://hmrf-nform.acf.hhs.gov/nFORM/Contact
mailto:nform2helpdesk@mathematica-mpr.com
mailto:nform2helpdesk@mathematica-mpr.com
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 Review clients’ assigned service locations and your program’s service provider directory  
 Use any detailed operational report to review clients’ assigned service locations 
 Use Program Information section of a client’s profile to add or change assigned service locations  
 Use Grantee Configuration page to review, add, or edit existing service locations: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 Review case manager assignments 
 Use Caseload Summary report to see if updates are needed to case manager assignments  

 
 
 
 
 
 
 
 
 
 
 
 Use Caseload Detail report to make sure all newly enrolled and returning clients have been 

assigned to a case manager, or whether any clients require reassignment 
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 Review service assignments (if your program is conducting a local evaluation) 
 Use Applicant Characteristics tab of query tool to filter by enrollment date, population (if 

applicable), and selected characteristics, like age, to see if clients appear to be assigned to groups 
as intended. This cannot be used to determine baseline equivalence. 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 Use Local Evaluation Enrollment Summary/Detail report to review client-level service 

assignment. If Control (NO services) and Control waitlist (NO services) clients are eligible to receive 
services after local evaluation period has ended, update to a Treatment category. 
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Resources related to monitoring client information 
Manuals nFORM User Manual Module III, Module V, and Module VII 
Training videos Adding service assignments for local evaluations 

Adding grantee locations and service providers 
Making bulk updates 
Enrolling clients and client profiles 

Office hours September 2024: Using nFORM 2.0 data quality indicators to support program 
monitoring 
June 2024: Welcome to nFORM! Overview for new (and returning) nFORM users 
May 2022: Tailoring nFORM for your grantee 

To monitor client survey completion rates… 
 Monitor clients who have not completed enrollment 

 Use the Client Status Summary and Detail report to identify clients who are 
statused as Applicant Pending Enrollment 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 

 
 

If needed, update the service assignment for a client in their profile under Program 
Information. 

https://www.hmrfgrantresources.info/resource/nform-20-user-manual
https://www.hmrfgrantresources.info/resource/adding-service-assignments-local-evaluations
https://www.hmrfgrantresources.info/resource/adding-grantee-locations-and-service-providers
https://www.hmrfgrantresources.info/resource/making-bulk-updates
https://www.hmrfgrantresources.info/resource/enrolling-clients-and-client-profiles
https://www.hmrfgrantresources.info/resource/september-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/september-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/june-2024-office-hours-welcome-nform-overview-new-and-returning-nform-users
https://www.hmrfgrantresources.info/resource/may-2022-tailoring-nform-your-grantee
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 Review survey administration progress 
 Use the “Data Quality” panel of the query tool’s Grant Year Overview tab to review entrance 

and exit survey progress 

 Review survey completion and refusal rates 
 Use the Survey Completion Summary report to identify the number of clients who have 

completed or refused the ACS, entrance, and exit surveys 

 
 
 
 
 
 
 
 
 
 
 Use the Survey Completion Detail report to filter on clients who have not yet completed their 

entrance or exit survey to identify potential follow up 
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 Use the Survey Report – Refused Survey report to monitor survey refusal trends (e.g., which 

surveys are refused and why, at which location, by which population) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Review survey item response rates 
 Use the query tool’s Client Outcomes tab to identify whether the number of responses to each 

survey item is lower than expected 

 
 
 
 

 
 

 

Use survey PDFs and the data export to see how many clients should have 
responded to each item 
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 Review unexpected survey item response trends 
 Use the Survey Response Data tab of the data export to conduct in-depth reviews of survey data, 

considering whether responses might not be an accurate reflection of clients’ characteristics or 
experiences (for example, because clients may have misunderstood a question or are concerned 
about how their answer will be perceived)  

To monitor workshop setup… 
 Review screen W1 (Workshops) to determine: 
 Does each workshop represent a distinct program component and curriculum? 
 For each workshop, are target population, registration requirements, open or cohort 

enrollment, primary or optional designation, and total hours correct? 
 Do primary workshop hours match your target?  

 
 
 
 
 
 
 Review Screen W2 (Add/Edit Workshop) to examine or edit details like activities/elements or curricula 
 
 
 
 
 
 
 
 
 
 
 

Resources related to monitoring client survey completion 
Manuals nFORM User Manual Module V.D, Module VIIA 

Performance Measures and Data Collection Logistics Manual—all modules 
Tip sheets and 
training videos 

Examine survey administration with nFORM 
Options for administering surveys virtually 
Tips for survey scripts 
Training video: Administering surveys  

Office hours September 2024: Using nFORM 2.0 data quality indicators to support program 
monitoring 
October 2023: Examining survey administration with nFORM data tools 
April 2022: nFORM 2.0 survey administration: Grantee experiences and strategies 
 

https://www.hmrfgrantresources.info/resource/nform-20-user-manual
https://www.hmrfgrantresources.info/resource/performance-measures-and-data-collection-logistics-manual
https://www.hmrfgrantresources.info/resource/examining-survey-administration-nform-october-2023-office-hours-and-infographic
https://www.hmrfgrantresources.info/resource/options-administering-surveys-virtually
https://www.hmrfgrantresources.info/resource/tips-survey-scripts
https://www.hmrfgrantresources.info/resource/administering-surveys
https://www.hmrfgrantresources.info/resource/september-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/september-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/examining-survey-administration-nform-october-2023-office-hours-and-infographic
https://www.hmrfgrantresources.info/resource/april-2022-nform-20-survey-administration-grantee-experiences-and-strategies
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 Review Screen W4 (Session Series) to determine:  
 Do session series for each workshop have the correct number of sessions? 
 Are workshop series clearly labeled? 
 Are series locations and facilitators up to date?  

 
 
 
 
 
 
 
 

 
 Review Screen W5 (Add/Edit Session Series) to examine or edit details like maximum number of 

clients or recurring session days/times 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Review the Workshop Characteristics and Series tabs of data export for 
workshop setup details 
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To monitor workshop participation…  
 Review individual workshop session details 
 Use nFORM screen W7 (Sessions) to determine, for example, if any sessions need to 

be rescheduled because they fall on a holiday or if attendance needs to be recorded for 
past sessions  

 

 

 

 

 

 

 

 
 

 Use nFORM screen W10 (Session Occurrence Details) to review details for each upcoming 
session and make needed updates on or before the session date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Use nFORM screen W9 (Track Session Attendance) to record attendance for completed sessions 

and adjust session details after the session, if needed  
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 Review overall workshop attendance and participation  

 Use the Grant Year Overview tab of the query tool to see aggregate data on client participation 
in primary and optional workshops and the number of sessions pending attendance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



11 
 

 Review detailed workshop attendance data 
 Use the Series Session Attendance report to review session-level attendance data (for example, 

has attendance been fully recorded for each session?)  
 
 
 
 
 
 
 
 
 
 
 
 
 Record outstanding attendance for sessions/make-ups on screen W9 (Track Session Attendance) 
 For clients registered ahead of sessions, record make-ups in their profiles under 

Workshops/Sessions 
 Review primary workshop participation (PWP) data  
 When using the Grant Year Overview tab of the query tool to review progress towards PWP 

targets, consider point of time in the grant year and program flow to identify potential issues 
 Use the Workshop Participation – Primary Workshops tab of the query tool to review PWP 

progress for a specific group of clients 
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 Use the Primary Workshop Participation Detail report to see client-level progress towards targets 
 
 
 
 
 
 
 
 
 
 

To monitor individual services… 

 Review number and most common type of individual service contacts (ISCs) and referrals 
 Use the Individual Services tab of the query tool, Client Issues/Needs and Referrals 

view, and filter on a service date range and population type (if applicable)  
 
 

 
 

 

Resources related to monitoring workshop setup and participation 

Manuals nFORM User Manual Module VI, Module VII 

Tip sheets Recording make-up attendance for workshop sessions in nFORM 
Review workshop participation in the QPR/PPR 
Setting up workshops properly in nFORM 2.0 

Office hours October 2024: Using nFORM 2.0 data quality indicators to support program 
monitoring  
April 2023: Using nFORM 2.0 data to monitor workshop participation 
March 2023: Using nFORM 2.0 data to monitor primary workshop completion 
 

https://www.hmrfgrantresources.info/resource/nform-20-user-manual
https://www.hmrfgrantresources.info/resource/recording-make-attendance-workshop-sessions-nform
https://www.hmrfgrantresources.info/resource/reviewing-workshop-participation-qprppr-tip-sheet
https://www.hmrfgrantresources.info/resource/setting-workshops-properly-nform-20
https://www.hmrfgrantresources.info/resource/october-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/october-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/april-2023-office-hours-using-nform-20-data-monitor-workshop-participation
https://www.hmrfgrantresources.info/resource/march-2023-office-hours-using-nform-20-data-monitor-primary-workshop-completion
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 Review the average number of substantive ISCs provided and referrals needing follow-up 
 Use the Grant Year Overview tab of the query tool, Client Participation and Data Quality panels to 

assess whether information aligns with expectations – if not, retrain staff on the data entry process  
 Review substantive and reminder-only ISC provision at the client level 
 Use the Individual Service Contacts report to potentially identify clients that may require updates 

or follow up if they have not yet received the expected number 

 Monitor clients with outstanding referral follow-ups 
 Use the Caseload Summary Detail report to see clients with referrals that require follow-up 

 Review trends and other details about ISC provision and referrals 
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 Use the Individual Services tab of the data export to drill down further. For example, consider 
whether all needs and issues covered during individual service contacts have been recorded 

 Use the Referrals tab to monitor the number and types of referrals provided to clients  
 Review incentives and program supports provided 
 Use the Individual Services tab of the query tool (Incentives Categories/Types view) to see the 

number, types, and amounts of incentives provided. Consider whether the data align with your 
program’s approved incentive plan, and if any incentives exceed the ACF maximum ($350 per client) 

 
 
 
 
 
 
 
 
 
 
 
 
 

 Use the Incentives Detail report to determine whether any incentives should be added or corrected 
 
 
 
 
 
 
 
 

 
Resources related to monitoring individual services 
Manuals nFORM User Manual Module VII.B, Module VII.B2, Module VII.B3 
Tip sheets and 
training videos 

ACF Guidance on Program Incentives 
Video: Recording Participation in Individual Services  

Office hours November 2024: Using nFORM 2.0 data quality indicators to support program 
monitoring  
November 2023: Using nFORM 2.0 to monitor ISCs 
February 2023: Using nFORM 2.0 data to monitor ISCs and referrals 
March 2022: Using nFORM 2.0 to monitor client receipt of individual service contacts 
  

This tip sheet was prepared by Leah Pranschke and Hannah McInerney of Mathematica, Washington, DC, (2025) under contract 
with the Office of Planning, Research and Evaluation, Administration for Children and Families, U.S. Department of Health and 
Human Services (HHSP233201500035I/75P00120F37054). OPRE Project Officers: Rebecca Hjelm and Harmanpreet Bhatti. 
Mathematica Project Director: Grace Roemer 

 

Add ISCs, referrals and incentives as needed to individual client’s profile under Service 
History. Record select service contacts for multiple clients using the bulk update feature.  

https://www.hmrfgrantresources.info/resource/nform-20-user-manual
https://www.hmrfgrantresources.info/resource/acf-guidance-program-incentives
https://www.hmrfgrantresources.info/resource/recording-participation-individual-services
https://www.hmrfgrantresources.info/resource/november-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/november-2024-office-hours-using-nform-20-data-quality-indicators-support-program
https://www.hmrfgrantresources.info/resource/november-2023-office-hours-using-nform-20-monitor-individual-service-contacts
https://www.hmrfgrantresources.info/resource/february-2023-office-hours-using-nform-20-data-monitor-iscs-and-referrals
https://www.hmrfgrantresources.info/resource/using-nform-20-monitor-client-receipt-individual-service-contacts
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