Well nFORMED Training Day 5
Overview of nFORM data tools
[Scott Baumgartner] All right. Let's get started today. So I want to welcome everybody today to the fifth session of the Well nFORMed; nFORM and CQI Training Series. Today's session will be all about using nFORM data tools. So I think we can go to the next slide. And I want to thank you all who have attended the previous sessions. My name is Scott Baumgartner, and I'm a senior researcher on the Data Capacity and TTA team. I will be your guide today for many of the tools, and it is so nice to see so many new staff and returning grantees whom I've worked with over a few cohorts of HMRF grantees and on previous HMRF projects. 
Later today, we'll also be joined by Hannah McInerney, whom you all know well by now, especially if you've been able to attend the previous sessions. Hannah is a managing consultant at Mathematica, and she is also the fearless team leader for the Data Capacity and CQI TTA team. We have a few housekeeping reminders for everyone. So first, please make sure to mute your line. We just want to make sure that we don't have any background noise. If you do need closed captioning, you can click the CC icon in the lower left corner of the Webex window. You could also press Control Shift and A to bring up the closed captioning. 
We are not using Slido today, but we are using the chat. So please use the chat to ask questions throughout and respond to polls. We will have folks monitoring the chat to answer questions as we go through the presentation, and we also plan to reserve lots of time at the end for questions. We'll make recordings and slides available from this session on the HMRF Grant Resources site. If you want to go back, that site is hmrfgrantresources.info. Laura just put the link in the chat there. Recordings from Days 1 and Day 2 are up now, and we're also working hard to make the recordings from Days 3 and four available soon. 
The nFORM User Manual is also on the Grant Resources site, and that is a super helpful resource, especially for the content that we're going to cover today. And you can use that as a guide as you begin using these nFORM tools on your own. I'll also just say we talked yesterday about the CQI Cycle Worksheet. That is also at the grantresources.info site. It really is a one-stop shop, as you can tell. And Laura is putting links directly to all of those resources in the chat. So let's recap where we have been in the Well nFORMed Training Series and where we're headed. So today is Day 5, and we are almost at the end. 
Today we're going to dig into reports and dashboards in nFORM that you can use to manage your programs and monitor your programs and also do CQI. Yesterday, we heard from you that using nFORM was a real key aspect of your programs that you wanted to learn more about. So this session should really be helpful to you and get you started on that path. And we look forward to your questions. Tomorrow we're going to have a final wrap-up session with more opportunities for your Q&A and for next steps. 
And then we hope that you'll be well nFORMed and ready to use nFORM for better data, better decisions, and better services. Although, that's not exactly where we're leaving you, because we do plan on holding office hours and putting together additional resources throughout the summer and fall. So let's talk about our agenda for today. The content in today's presentation is really heavily based on Module 8 in the nFORM User Manual. So as you get into using nFORM after today's presentation and once it goes live, you'll definitely want to go back to that resource and become familiar with it. 
Today we're going to focus on four specific tools, the Operational Reports, the Query Tool, the Data Export, and the Performance Progress Report. We'll provide an overview of each tool, and we'll also talk about some changes and upgrades that we've made for this latest and greatest version of nFORM. And all of these reports and tools we'll be talking about today will be accessible through the Reports tab on the nFORM homepage, and that's the little icon, looks like a little arrow on a chart going up, up, up. So as we dive in today, I would love to get a sense of where everybody is coming from for the presentation. 
So we'd love to know, just drop in the chat, how often you use data to inform your work, whether that's daily, weekly, monthly, or now and then. Great, a lot of daily use, which is excellent. Weekly. Wonderful. Excellent. Yeah, I love to see it. Just no matter where you are, we hope that this presentation is approachable and leaves you with some really good ideas about how you can use data in your work. Fun. So let's start just with a little bit of an introduction to these data tools in nFORM. 
You could use nFORM's data tools to manage and monitor your programs on a day-to-day basis and drive improvement in a data-driven way. You could use nFORM's query tools and the reports to do a number of things, including managing day-to-day programming, identifying where challenges might exist in your program, understand what's driving the challenge, track whether the things that you're doing to address those challenges are working, and monitor your progress over time. The tools that we present today include a range of different data. 
And part of the special sauce of effective program management is understanding which tools and which data can help you with each of the purposes on the slide. Being data-driven doesn't mean doing complicated analysis or having an advanced degree. It means using existing data, especially from nFORM, to monitor program operations and inform your program improvement efforts. And in ongoing office hours, we're going to dive deep into the tools and provide specific examples of how you can do each of the things on these slides. 
The tools in nFORM include data on all of the performance measures that you will use for your projects. These include client characteristics and outcomes that are gathered from the client entrance and exit surveys, and enrollment and participation in program operations data, that program staff will enter into the system. Like I mentioned, today we're focusing on four specific tools. So the PPR, or the Program Performance Report, is used to assess and report on progress to ACF. The Query tool provides visualizations of aggregate progress on client measures, which you can explore using different filters and factors. 
This tool isn't going to be available right away, but I still want to give you a little bit of a preview because it is very powerful. We'll spend a good chunk of time on the operational reports. You could use these to manage day-to-day operations and to track program performance. There are some summary and detailed reports that you can export into Excel to sort and filter the data for whatever purpose you're using it. And we'll also spend some good amount of time today talking about the data export. And the data export provides you with a downloadable Excel file that include tables for almost all of the detailed nFORM data on your grant in the system. 
So let's dive in. Let's begin with the operational reports. And I want to start here because these are the reports that will be available to you on Day 1 when nFORM launches to manage your program, monitor operations, and conduct CQI. The nFORM operational reports include real-time data on different aspects of program operations. They have three main purposes; to manage daily operations, provide contextual information for your PPR progress narratives, and to monitor CQI strategies. And in a bit, I'll go through examples for each of these purposes. 
There are 15 different operational reports available to you to track the work being done in your program. If I described them all to you, we'd be here all day, and it's a bit overwhelming. But in the manual, there is a detailed table that describes each and every one of these reports and what they contain. And that's, again, in Module 8 of the nFORM User Manual. But you could think about them in four different categories. So two reports provide information on staff, the caseload summary and user account activities, so you can see which staff are responsible for which participants and see whether staff are using nFORM. 
Four reports provide information on clients; the enrolled client's email and phone report, ZIP code report, outreach detail, and client status report summary. So these help you manage and monitor outreach and enrollment, which Hannah and Danielle talked about in Days 1 and Days 3 of the training series. Three reports are to help you manage and monitor survey administration and data collection, which Hannah talked about on Day 2. These are the survey completion summary and two survey reports, one for participants who took the paper survey and one for participants who refused the survey. And then six reports provide information about enrollment and participation, which we also covered on Days 1 and 3. 
Those are the individual service contacts, series session attendance, primary workshop participation detail and summary reports, incentives report, and local evaluation enrollment. Those of you who are returning grantees might be familiar with many of these reports, but we've made some upgrades for the new cohort. First, we heard feedback from grants in the prior cohort that it would be helpful to have emails included in the phone number report. So that's what we did. We expanded what was in the phone number report to now include both phone numbers and email addresses for each enrolled client. 
To coincide with the addition of new functionality to capture client information as part of outreach, we've also developed a new operational report that provides information on clients before they're enrolled to allow program staff to follow up with those individuals to get them to enroll in the program. And this report includes their status, contact information, and any recent service contacts. And then finally, for those READY4Life grants who serve youth in school settings, enrollment and primary workshop participation data in the PPR is now reported on both the grant year and academic calendars in the report. 
Because of that, the school year performance report is no longer needed, and READY4Life grants no longer need a separate report to monitor performance measures on the academic calendar. So let's talk about how to use these reports. Over the next set of slides, I'm going to provide some examples that are drawn from real world experiences. While you listen, I want you to be thinking of how you might use these operational reports in your own programs. So first, whenever you open an operational report, you'll first be asked to set your filters. 
These include the date range, the session series, or the workshop. Your filters, they differ for each report a little bit, but they are really, really powerful for helping you answer the questions that you want to ask in the right way. And just as a side note, the screenshot you see here is from our internal nFORM test environment, which has dummy data in it. So none of the data that you'll see on the next few slides is real. Believe it or not, you don't often serve participants named Donald Duck. And the screenshot here shows a filter for grant. That's just something unique to us. So you'll only be able to access the data for your grant. 
Within that, you'll be able to filter on things like service locations, workshop series, start date, and end date. And again, the filters vary depending on the report that you're generating. But once you set those filters, you can click the View Report button, which is in the upper right-hand corner of your screen, to generate a report. So the data will pop up right in your browser window in the operational reports. What I recommend doing is exporting the report into Excel. That allows you to sort and filter the columns and look at data in different ways. And you could do this too by clicking on the little floppy disk menu and then selecting Excel. 
And you could see also that there are some different other options to export the data. When you're using the operational reports, you should make sure to check the headings and the footnotes for each report. So these help you identify the types of data that were used in the report and what data is not included in them. If you're downloading these reports and sharing them with your team, which we certainly encourage you to do, you should make sure to delete client names and other PII that isn't needed before you share them. So when I'm working with a report in Excel, this is the very first thing that I do. And I just make it a part of my routine. 
Now something that's really great about the operational reports is that you can compare and link data across reports. But if you want to do this, you really need to make sure that you consider when the reports were generated and what filters were applied. So because these can make a difference in what data are included in the reports, and you want those to be as consistent as possible if you're comparing. You could also use the client ID or the couple ID that nFORM generates to link data across reports. And this allows you to do cool stuff like link up work participation and incentives or dig deep into different client activities and behaviors. 
So let's go through an example. And this first one is about using operational reports to manage daily program operations. And we wanted to share this example because it uses one of the new nFORM reports. So imagine you're the data manager for a HEART program and your outreach team has been busy recruiting new adult individuals and couples to your program. You want to see how many applicants are ready to take the entrance survey and complete enrollment and how many might need more outreach from your team. So the question is, how can you use an operational report to see how many applicants need more outreach and how many are ready to take the entrance survey so you can plan next steps? 
You pull out the outreach detail report. Now let's take a look at what that looks like. So here's the outreach report. This screenshot shows how the report appears at nFORM, but again, you can download this into Excel to sort and filter and otherwise manipulate it. So first, I want to sort the rows by the client status column. And that allows me to see how many participants are still in outreach status and how many of them are pending enrollment. If they're still in outreach, then they may need additional contacts to get them to that step of enrollment. If they're pending enrollment, then that means that they're ready to complete the entrance survey. 
Then you could see who the right staff person is to follow up to do whatever next step needs to be done. This report shows the person who has likely had the most recent contact with a client in one of two columns, the application form completed by and the client's case manager columns and those are also circled on the slide. So once you identify who the right person is, you can coordinate with them on next steps, whether it's getting the client to enroll or getting them to complete the entrance survey. For making those next steps more streamlined, you can also see on the right side that this report includes the contact information for each client, including things like their home phone number, cell phone number, and things like that. 
So let's look at another example of using the operational reports for managing program operations. So again, you are the data manager for a HEART program and your outreach team recruited adult individuals and couples to your programs more quickly than expected. So this is a really good problem to have because your case management team is still catching up. You want to see how many clients still need to be assigned to case managers so that clients can begin receiving individual services as soon as possible. So how can you use an operational report to do that, to see how many clients still need case managers and what to consider in assigning them? 
So you pull up the email and phone report. Let's take a look. So this screenshot shows the enrolled client's email and phone report. After I download this report into Excel, the first thing I want to do is sort the spreadsheet by the client's case manager. When I do this, the blank cells will be at the top, and those who don't have any information in this column are the clients who do not yet have a case manager assigned. Next to that column is one that lists the client's primary language. So this is helpful because it allows you to easily assign a case manager who speaks that language. 
Once you assign your case managers to those who don't have them in nFORM, you can then rerun the report and ask case managers to begin reaching out to the new clients on their caseload. Now, let's look at an example of using operational reports to monitor CQI strategies. In this example, you're the program manager for a FORGE grant that serves community fathers in two different locations. Clients don't always show up for their case management meetings. So you want to try something different in one location to see whether it gets participants to show up. So you decide you want to text those clients a reminder before each scheduled meeting. 
How could you use an operational report to see whether your strategy is working? So what you want to do is pull up the individual service contact summary report and set the grant location to all locations in your filters. Filter on the start and end date based on when you tried the new strategy. You can think back to the idea of road testing that Scott Richman talked about yesterday. So let's take a look and see what that looks like. So the individual service contact summary report looks like this. And you could see that each location has its own row. And I could see one row for the location that used the texting approach and one for the location where participants didn't get texts. 
If I scan over to the average number of substantive service contacts column and compare the locations, I could see that the fathers in the location with the new scheduling approach have an average number of substantive contacts nearly double that of the ones in the other location. So this doesn't provide, like, causal evidence that that texting strategy is working. But it does give me a promising sign that the new approach to texting participants before scheduled case management meetings is making a difference. And it makes me think it's something that I could take back to my team and discuss whether we should scale it to the other location. 
So let's look at one more example, this time for using the operational reports to prepare for the PPR and FPS check-ins. So you are the program director for a HEART grant, and you're reviewing major activities and accomplishments in reviewing single parents, recruiting single parents, and you're preparing for an upcoming call with your FPS and to plan ahead about the progress narrative that you need to put in your PPR. So you're really, one of the things that you're really excited about is a new partnership with a Head Start agency that you've created in a part of the county where you haven't had much success in recruiting clients before. 
So how could you use an operational report to shed light on this new partnership and help you prepare for these meetings and for the PPR? So what I want to do is pull up the zip code report, and I'm going to run it two times. The first run is going to cover the five months before the partnership started, and the second covers the three months in which the partnership has been in place. And I'm going to export both of those reports into Excel, and I'm going to compare them. So let's take a look at what that looks like on the next slide. So the screenshot on the left shows the prior, before that partnership started, and the screenshot on the right shows after it started. 
It shows the zip code report for the two periods side-by-side. Comparing these two reports shows me that in the first five months of the year, you enrolled only three clients from zip code 20871. But in the two months since you began getting referrals from the Head Start agency, you've enrolled participants at a much faster pace. And that is a pretty excellent story to be able to talk with your FPS about and to put into your progress narrative. Okay. 
So I gave you four examples, a lot of different information and content, so I want us to pause and reflect in the chat. What ideas does this give you about how you could use nFORM's operational reports to monitor your programs? Or if you are returning, you could share how you have used reports like these in the past. And if you have questions about the operational reports, I've seen the chat very active, so I'm guessing that there are some that are already in there. We could take a moment to answer those now.
[Hannah McInerney] Yep. I'm seeing participant retention, absolutely. These operational reports, particularly ones around workshop participation and individual service contacts could be very helpful for monitoring program retention. Great. And I see some other responses, just tracking progress and better anticipating needs. I like the better anticipating needs, that's a great one. There's a question about whether there's data available in the reports for pulling workshop attendance. Yep. So there is a workshop attendance operational report. 
There is not a report, an operational report that shows specific referrals, but the good news is that information on specific referrals provided to clients will be available in the data export, which we are going to talk about in a little bit. There's a question about that individual contact report. So that report will show both summary and client level information on all service contacts provided to clients. So especially for FORGE programs, it will give you an overview of the average number of substantive service contacts provided, and then it also shows the number of service contacts provided for each client as well. Just note that that operational report, it shows the frequency or the number of contacts provided. 
More detailed information about what was covered in service contacts will be part of the data export. It also looks like we have folks who are interested in using the operational report to track recruitment, which we're really excited about because that's a new operational report, that outreach report for this cohort. There's a question about whether nFORM users can sort reports on nFORM or is it only still sortable after being downloaded to Excel? So as Scott mentioned before, in order to like manipulate or sort or just analyze data in any of the operational reports, you'll need to export it, and ideally you would export it into Excel so that you can sort it, do whatever else you need to do with it, and you can also save it to your machine as well that way. 
So there's a question about whether there are reports that track progress on economic stability by client or by both. We will absolutely kind of speak more to the topic of monitoring economic stability services and related client outcomes. We'll cover that in an upcoming office hours. But just know that there is data available to you in nFORM data tools related to that topic, so that is definitely something that you'll be able to monitor and track. There's a question about whether grant staff could pin reports onto a dashboard so that they can see ongoing process. 
I believe there are ways that you can manipulate reports and kind of create your own dashboards using the reports that are available to you, and that would be a great thing to work with your data management team on. So there's a question about if there is a way to filter out new cohorts or if the average substantive service context goes down every time a new cohort is added. Yes. So if you use the operational reports, as Scott mentioned earlier on, you can filter the operational reports on like a specific date range. 
So for example, you could just filter on your most recent cohort if you just wanted to look at substantive service context for that cohort. Just to note that average substantive service context, that is something that is reported in multiple reports, so you will hear more about that. Over time, for example, the query tool is a cumulative report, so it's dynamic. It's always changing depending on your program's flow for enrollment, and the PPR as well that is based on clients enrolled in the current reporting period or current grant year. But just for the operational reports specifically related to individual service context, you can filter the report just on the cohort of clients that you're interested in reviewing data for. 
Okay. I think I got through all of our current questions. There were others that we responded to directly in the chat. I'm going to take just one more question and then we're going to move on. But just a reminder, we will continue to take your questions throughout today's presentation. There's a question about, is there a report that shows progress towards goals like the 90% completion rates? Absolutely. What do you think? You're not going to get a tool on that? There's actually multiple ways that grants are going to be able to monitor progress towards all of their targets, both enrollment targets and primary workshop participation targets in future grant years. 
So we'll be talking about monitoring targets specifically more in our upcoming office hours. For today's training, we really wanted to focus more so on the tools available to you and the kinds of information in those tools, but we're going to do a way deeper dive into each of them in the coming months, so stay tuned. Great. Okay. I am going to pass it back over to you, Scott, to talk about the Query Tool.
[Scott Baumgartner] Great. Thank you. Yeah. So let's talk about the Query Tool. And like I said, this tool, unfortunately, won't be ready to go on Day 1, but it still is really powerful, and I want to introduce it to you today. So the Query Tool is designed to help track, monitor, and analyze the data that are collected in nFORM. And as you can see here, when you click on the Reports tab, there's going to be like a blue bar, and you could just click on the words in that blue bar to access the Query Tool or the Operational Reports. And then for the Query Tool specifically, there's another button that you're going to push. 
But all that aside, the nFORM Query Tool has seven different tabs, and those are in yellow on the slide here. There's the Grant Year Overview tab, Enrollment, Applicant Characteristics, Individual Services, Workshop Structure, Workshop Participation, and Client Outcomes. The Workshop Structure and Client Outcomes tabs are starred because those are the ones that we've made major enhancements to for this grant cycle. We don't have time today to cover all of them. But as Hannah mentioned, we're going to have office hours on the Query Tool later this summer and fall, and there's also more information in Module 8 of the User Module. 
So these tabs all have different types of data visualizations in them. And they have the functionality to switch from visuals to data tables. There are filters available for each tab so you can show information on different groupings of clients or different components. And these visualizations can be exported and printed. The Query Tool only counts clients in populations that you serve, and it doesn't include applicants who are pending enrollment duplicates or control groups, but there are tips throughout the tool to explain which clients are included in which calculations. And as Hannah mentioned, it does include cumulative data in it. 
The Query Tool, when it's live, will refresh every night, so it provides you with up-to-date information. So we won't spend as much time on the Query Tool as we did with operational reports today, but I do want to quickly show you what its functionality looks like. So this screenshot shows the Grant Year Overview tab, which is the tab that you'll see when you open the Query Tool. And it really is great for getting an at-a-glance look at some of your key grant indicators. Across the top of the screen will be a set of tabs, so these have the same information on them as the visualization names or the tab names that I shared on the prior screen. 
So the way you navigate through the tool is, you'll click on each of these buttons to look at the different visualizations. And the current tab that you're on, in this case the Grant Year Overview tab, is the one that will be in dark blue. So on the left of your screen is a dark blue box, and that's where your filters are. So for this particular one, you can filter on different populations if you serve multiple populations, and that's inside the red box there. Next to it, the Query Tool provides an up-to-date status on enrollment targets for the year and the number of enrollments that are -- or the number of clients who are enrolled by month. 
Below that, there are two additional panels. We needed two different slides to show you this screen. And those other tabs are for Client Participation and Data Quality. So the Client Participation panel includes metrics on substantive individual contexts, optional workshops, and primary workshops. And then there's also a bar chart to track some of those goals that one of you mentioned in the comments. The Data Quality panel includes pie charts to show status of entrance and exit surveys and metrics related to referral, follow-up, and logging attendance. On this page, I want to specifically call out a couple of Query Tool features. 
So in the top left corner is a question mark, and clicking on that provides you with tips on how to use and navigate the Query Tool, as well as information about the types of clients that went into the calculation of the measures. And on the right is a button that allows you, like I mentioned a couple slides back, to show the data as a table instead of as a visual. So now let's talk about the data export. This is another really, really powerful aspect of nFORM. And here I want to turn it back to Hannah to lead us through this and the PPR.
[Hannah McInerney] Perfect. Thanks, Scott. And before I continue on. I just want to remind everyone that the recordings, transcripts of the recordings, and the slides for each of the training sessions across the series will be made available on the resource site, as Scott mentioned earlier. We are working, actively working on finalizing all those materials and adding them to the resource site. So keep coming back to the site to check in for those individual resources as well. And as a reminder right now, recordings for Days 1 and two are available. Great. Okay. 
So, as Scott mentioned, we are going to turn it over to the data export now, now that we've had a chance to take a look at the operational reports and that query tool. The data export is your cumulative Excel file that contains nearly all of the data that has ever been recorded in nFORM. So note that while this report will not be available at nFORM's launch, grants will be able to access it later on this year. Our TTA team will also provide two supporting documents on the resource site to help grants understand the data that's available in this large report. The data dictionary will include more detailed information on the fields included in the report. 
And the data export template will provide the layout, sample data, and tips for how to use this file. Unlike the operational reports, which as you saw are designed around specific topics, the data export gives you broader access to your program data for more in-depth and more customized analyses. Since the export is cumulative, it captures data recorded throughout the life of the grant subject to the filters that you select when you generate it. One important point to remember is that the data export does not include personally identifiable information, or PII for short. So this means that you won't see client names, contact information, service notes, or any other identifying details in the export. 
Grant staff will use unique identifiers that allow teams to connect information across multiple tabs and reports. For example, you can use client IDs and couple IDs for those applicable HEART grants to link records related to the same client. And you can also use workshop, series, and session IDs, which are also automatically generated by nFORM, to connect participation data across different tabs and with information from other operational reports. The export also includes key program information, such as location, population, enrollment date, service assignment names and categories when applicable for those local evaluation grants, and current client status. 
So grant recipients could use this report to combine enrollment information with workshop attendance data, service contact records, and survey responses to better understand trends across program participation and client outcomes. The export is particularly useful for conducting CQI activities because it allows staff to explore relationships among different types of data and identify trends over time that may not be as clear through the operational reports and query tool. 
Programs can use the data export in a variety of ways, from regular program monitoring to more in-depth analyses, just based on the sheer volume and types of data that are available in this report. So let's look at the different tabs included in the data export and what data grants have available to them. The client info tab contains key detailed information about each potential applicant and enrolled client in nFORM. The service contacts tab includes records of individual service contacts provided to clients, and as I mentioned earlier, this is where you can find information on the issues and needs covered in each. While that referral tab contains information about each referral to outside services provided. 
There is the incentives - program support tab, which captures detailed information on when and why they were provided and the amounts of each. The workshop characteristics and series tabs include all the information entered about each of those. While the series facilitators tab includes a row for each assigned facilitator in each workshop series. On the session attendance tab, there's one row for each session a client either attends or is registered for. And there are also rows for enrolled clients who have not yet attended a workshop. The service providers tab outputs information about all of the agencies that are listed in a grant service provider directory. And the last two tabs include survey responses. 
That first tab includes a row for each client and all of their responses to surveys that they've completed. And the program operations survey tab contains responses from each survey that grant staff has completed as part of their PPR. So together, these tabs provide access to nearly all non-PII data collected in nFORM. And again, it can support a wide range of program monitoring, reporting, and CQI activities. To generate a data export, site administrators will submit requests through that reports tab in nFORM. 
When requesting an export, you can use both data type filters, including a request for information on surveys or workshops or individual services, and/or program operations, and also use date filters. These options allow you to select exactly the information needed to answer your questions and conduct analyses of interest, and to exclude any information you just don't need at that time. For example, you may want to export only workshop participation and individual services data for a specific period, or only survey response data collected during a particular grant year. 
Now, once you've reviewed your selections and you confirm everything on the screen looks good, you'll click Submit Request and allow up to two days for that file to process. If needed, you can also adjust your filters or click Clear Filter Selections to start over. Using filters carefully can reduce that amount of data that you need to work with and make your analyses more efficient. And as you think about CQI efforts, remember that selecting the right data and date range is really one of the first important steps towards answering your meaningful program questions. 
Now, before I jump into the Performance Progress Report or PPI, I did see there was a question in the chat related to the data export. Okay. So there's a question about whether client ID numbers are different from ID numbers for workshops, series, and sessions. And the answer is yes. So each client record created in nFORM has its own unique client ID number associated with that record. So every potential or enrolled client that you create a profile in nFORM for will have an associated client ID. You'll hear a lot more from us and see examples of how using that client ID can be such a powerful piece of conducting even more of the just straightforward reviews of your data to more complicated analyses. 
That can really be the driver to link information from different places about a single client. There are also separate IDs generated from nFORM for each workshop that you create, each series that you create, and then each session that's populated in nFORM. So these things all have their own ID numbers that really support analysis moving forward. And as a reminder, I mentioned this earlier, but on the resource site grants will have access to something called the data dictionary, which is essentially like a map of how to understand and read your data export. So later this year, there will be more information communicated about this report and also those supporting resources. Okay. All right. 
So now we're going to shift to the last data tool that we want to talk about today, which is the Performance Progress Report, otherwise known as the PPR. The PPR is a required report that grant recipients submit to ACF that combines quantitative performance information with qualitative explanations about program implementation and progress. Because the PPR is an important federal reporting requirement, it really serves as a key opportunity to communicate both your results and also the story behind those results. Grant recipients are required to submit the Performance Progress Report to ACF by October 30th of each year, and on an ad hoc basis as needed. 
For our returning grants, please note that ACF no longer requires the report to be submitted quarterly. Within nFORM, the PPR contains three major components. The first component is the Program Operations Survey, which grant staff complete first to provide information about program operations and activities along with challenges experienced during that reporting period. The second component is that Quantitative Performance Data, which includes numerical performance measures that are automatically generated from nFORM. Grants can review this section of the report at any point during the grant year to monitor progress on each measure. 
The third component is the Qualitative Progress Narrative, where programs describe accomplishments, challenges, lessons learned, and then other contextual information. Together, these components provide a comprehensive picture of program implementation and performance. For this cohort, we're excited to announce that both the quantitative and qualitative data will be combined in the PPR so that narrative responses appear right next to the applicable numeric performance measures. So let's take a look at an example. So here's an example in Section B01 of the PPR that shows how the report will present narrative and numeric information together. 
Responses to the progress narrative prompts will display alongside corresponding quantitative data. Again, we can think of this as the quantitative data shows what happened. For example, the characteristics of clients enrolled in the program during the reporting period. Then the qualitative narrative explains why those results occurred, what strategies were implemented, what challenges arose, and how your program responded. So in this example, we can see that the program acknowledges, in their narrative, that they're on the right track for enrolling their targeted demographic of both male and female adults. 
By combining these numeric and contextual elements, the PPR allows programs to tell a more complete story about their work. For our READY4Life programs, the PPR now includes expanded enrollment and workshop participation tables that will make it easier to compare progress across both grant year and academic year reporting periods. So those youth-serving programs providing services in school will no longer need to run a separate operational report to review progress on PPR performance measures along the academic calendar, which runs from July 1st to June 30th each year. This example on the screen shows table B02.4 on enrollment targets and actual enrollment. 
So you can see here that the table includes enrollment targets for the grant year, which for everyone spans from September 30th to September 29th each year. And the table also displays the number of clients enrolled since the beginning of the grant year through the end of the reporting period and those enrolled since the beginning of the academic year as well. The table also calculates the percentage of the grant year target that's been met to date based on each of those timelines. These comparisons will help READY4Life programs serving youth in schools and ACF to better understand progress using both of the implementation timelines and reduce the need for separate calculations outside of this report. 
Accessing and completing the PPR is more straightforward than ever within nFORM. By first clicking on the Reports tab and then the PPR option, that progress report screen includes each step that grant recipients will take to complete the report. There will be a row in the table on the screen for each report based on the start and end date along with the report's annual due date. Note that there's an option at the bottom as well for submitting ad hoc reports if those are requested by ACF. For step one, grants will click that button to start the program operation survey, which will launch the survey in a new window. Grants can start the survey and then return to it as needed and all of your responses will be saved. 
Next, grants will click that Generate button under step two to review all of the quantitative data. It's important to review this data prior to completing the progress narrative in step three so that you can identify potential measures that require further explanation. For example, if the quantitative data shows, in a table, that your program fell below their enrollment target, grants should speak to the challenges and strategies they used to address enrollment issues and potentially how they plan to increase enrollment moving forward. 
When you're ready to complete the progress narrative, you'll click on the button under step three. In the previous cohort, grants would fill out a narrative in a separate template and then combine that PDF with other sections of the PPR before submitting to ACF. But now grants will complete the narrative right in nFORM. You can draft and iterate on responses to the narrative with your team by generating and printing the draft progress report in step two and then going back to the narrative in step three to continue making updates as needed. 
And finally, in step four, grants will generate their final combined report for ACF. Note that the button for the final report won't become active until all the previous three steps are completed. Now grants are responsible for uploading their final report into Grant Solutions, which as a reminder, grants must do outside of nFORM. To make sure that your team feels prepared for annual reporting, it's important to review the PPR data and to draft progress narrative content throughout the year, rather than waiting until the reporting deadline approaches. Regular use of your operational reports, query tool, and data export can help ensure that the information in the PPR is appearing as expected, that it's accurate, and that it's complete. 
And using all of nFORM's data tools proactively and regularly really can make the annual reporting process much smoother. Note that the PPR and the narrative templates will be made available on the Grant Resource site after OMB clearance is received so that you all can review what these reports will look like. So before we turn back to your questions, I see them coming through the chat, I want to discuss how completing the progress narrative within nFORM will work. As I mentioned before, the narrative section gives programs an opportunity to explain and provide context for the quantitative data presented in the report. 
So this is where you'll describe your major accomplishments, implementation successes, challenges encountered, partnerships developed, lessons learned, and strategies used to improve services. The narrative should help reviewers understand not just what the numbers are showing, but also what was happening in the program during that reporting period. To submit responses to questions in the narrative, Grant staff will click on a specific section and then enter their responses directly on the screen in the text boxes. 
Now, staffs will need to regularly save their responses as they work at least every five minutes to avoid being logged out of nFORM for inactivity. Users should click save and continue in that blue button to preserve their responses as they work through the narrative, or they can click that save button to keep the responses that they've entered so far, but to return and finish the narrative at a later date. We strongly recommend that grant teams update their narratives at least quarterly, if not more, to capture key program information and activities going on throughout the grant year. 
Again, if you wait until close to that reporting deadline date before entering any information, it could be very challenging to remember and describe all of the relevant information for your program across an entire year. And as I mentioned earlier, teams can collaborate on drafting responses by generating the combined draft PPR in step two, and then adjusting and adding to responses as needed in step three. And as you prepare your narrative. You can consider using information from other nFORM data tools, from CQI activities, perhaps discussions with staff as well to provide clear, accurate, and just meaningful context. 
Grants can also include supplemental quantitative data to highlight key themes. For example, you could provide participation rates by client characteristics using the data export. A strong progress narrative complements the quantitative data and helps communicate the full story of your program's progress and impact. Okay. So that brings us kind of to the end of our presentation on the data tools. So let's take what time we have left together and answer your questions. Give me a moment. I'm going to scroll in the chat and take a look at what's popped up so far. 
But as I am, feel free to continue adding questions to the chat and we'll get to them. And I believe I saw someone raise their hand. So if you wouldn't mind putting your question into the chat, if you haven't already, that would be great. Okay. So let's see. So there was a question, I think it related back to our discussion of the data export. I think specifically perhaps when we were talking about those different IDs that are created. So there was a question about what the difference is between a series and a session in a workshop. 
So we discussed workshop setup. So just the workshop on Day 1 of the training. So the workshop is the curriculum that grants provide to their clients. It's group-based services. And then underneath the workshop, grants will set up session series. So that's that set of classes that you'll offer to like a new group or cohort of clients. And then within the series, again, the collection classes, there's actually the individual sessions that are offered in the series. And we covered session series and sessions themselves on Day 3 of the training. 
So if you happen to not be able to attend either of those days, I strongly recommend, when available, reviewing the materials for those days in particular to understand how to set up workshops and sessions, series and sessions, and also how to enter participation data in them. Great. So just as a follow-up to that, just a reminder, I think it'll be helpful to look over the information from Day 3 also about recording attendance. Just to clarify as well, so a client ID is only generated one time in the system. 
Each client user uses that same client ID throughout their program participation, and they only have one ID associated with them, no matter what data you enter on them in nFORM. They just have one client ID. And then same with sessions and series and workshops. They all have one client, they all have one ID associated with each of those. Okay. Question again about just the PPRs. So ACF does require PPRs to be submitted on an annual basis. I saw that it looks like in the NOFOs that there may have been language about PPRs being due on a semi-annual basis, but please note that ACF does require them now annually. 
But they may also be required on an ad hoc basis, as requested by your assigned FPS or by assigned FPS or by ACF as well. Oh, I'm happy to see a lot of notes about excitement about the updates to the system, especially for our returning grants. I'm excited that you're excited because believe me, we were really looking forward to being able to share this information. So there's a question in here specifically related to the enrollment and participation tables in the PPR that show progress along the grant year calendar and also the academic calendar. And the question is, is there going to be a way to help programs meet their goals based on the school year versus grant year? 
So an example, if you enroll a group in August when many schools start, so they aren't going to finish until the next grant year in October, will there be a means for accounting those so that all benchmarks and goals are met? So I think I have a couple pieces in this response. So the first thing I'll mention is that grants should work with their assigned FPSs to determine enrollment and primary workshop participation targets for their programs as included in their grant applications. 
So I strongly recommend working with your FPS to talk through those targets, especially for the READY4 Life programs serving youth in schools that may have questions about aligning those targets according to these different implementation schedules. But part of the reason that the PPR was enhanced for READY4 Life programs serving in school settings to show progress in these different time periods, is to help facilitate conversations and bring more context to the progress being made in your program along both timelines. So this is just another piece of quantitative data that you can bring to your narrative and that you can also bring to your regular check-ins with your FPSs as well. 
So there's a question about whether you'll need to enter the first-year participants into nFORM once it becomes available. So once nFORM goes live, it becomes available to grants. Grants who are fully implementing their program at that time will be required to start using nFORM to track all services provided. So at that point, you will start to enter client data into the system. Now, those that are fully implementing will not retroactively enter data for clients that have already been served. Meaning that if I enroll a client today, I'm not going to enter that client into the system. Once nFORM becomes available, that is the point at which that you will start to enter client enrollment from that day moving forward. 
So we will discuss this in upcoming office hours, but as part of your narrative, you can describe any services provided prior to nFORM becoming available in the narrative. And for those that have just not been able to join us so far in our training series, a note that nFORM will be made available after OMB clearance is received, and we will communicate when the system is available, when initial site administrators will have their accounts activated, and when they'll be able to conduct those nFORM setup activities and create additional user accounts for others at their program.
Yes, we can add the resource link back in if it hasn't already been added. Thank you so much, Laura. You are already three steps ahead of me. I appreciate that. All right. Let me keep scrolling down here. So access to reports is dependent on user account type. So in the nFORM user manual, there is a really helpful table that describes the different permissions and functions and features that grant staff can access based on the user account type given to them. So I recommend checking out the manual, in that table in particular, to see what's available to who so that you understand which staff will have access to which reports and which features as well. Great. 
At this time, I cannot provide timelines for access to nFORM, but just note that communication will happen swiftly once the system becomes available. Okay. So to clarify information, great question about inputting information for PPR as a narrative. So for grants that are -- for like our large and small scope grants that are fully implementing their program, once nFORM becomes available, that is Day 1 for entering clients enrolling in your program or potential clients that are coming to your program. You're going to start from that day. So for our programs that are fully implementing, you will have some data in nFORM that will populate in your PPR because so long as nFORM becomes available before then. 
Now it's not going -- what the PPR is not going to show potentially are the services that you've provided up to that point under your current grant funding because you haven't had access to nFORM previously, while providing other services. So the narrative for your Year 1 report in particular will be very important to just describe any activities and services provided thus far. So there could be some data, not all. Now just a reminder, for our Emerging Scope grants, you will start to use nFORM once you are fully implementing your program. 
So just a reminder that that's why I keep mentioning like full implementation, we'll use nFORM. So just a reminder that if you're still piloting, you'll wait until full implementation and that's the point at which that you'll use nFORM. So as a reminder, grant years start on September 30th of each year and they end on September 29th. So what that means is right now we are all in Grant Year 1. And Grant Year 1 is going to end on September 29th of 2026. So what does that give us? July, August, September, almost three months, maybe like a little over two and a half months left in Grant Year 1. Now the first day of Grant Year 2 is September 30th of 2026. 
And so that means that let's say you start serving folks in December of 2026, all the clients record, all the clients input into the system that are enrolled have services recorded for them. The information will count towards performance measures and targets for Grant Year 2 because the activity is happening in Grant Year 2. I promise we're going to talk more about monitoring progress on enrollment and primary workshop participation targets, especially in relation to PBRs and upcoming office hours as well. There's a question about in the CQI template, it asks what the plans are for those clients who have not completed an exit survey. Okay. 
So just a reminder, this is the combined data capacity and CQI plan template. So for progress narrative purposes, should we set a cutoff date for those clients who don't complete the exit survey and how will that affect the narrative of the PPR? So programs should identify protocols and processes in place to follow up with clients who do not complete entrance or exit surveys. And as a reminder, ACF requires that all clients who complete an entrance survey are expected to also complete an exit survey. There are no limitations in nFORM itself for when a client can complete an exit survey. 
Meaning that for the remainder of the grant, for the remainder of access to nFORM, clients can still come back and complete an exit survey. So our recommendation would be that you should work with your team to identify protocols for how often you will follow up with clients to complete an exit survey, what means you'll use to follow up with them as well, and just the timeline for that. And add all of that into your data capacity and CQI plan. And then in your narrative of your PPR, you can describe those efforts taken during the reporting period to follow up with clients who did not complete an exit survey. There was a question about how soon everything will be online. 
You can access the resource site now. There's a good handful of resources available to you, including the nFORM user manual, the CQI cycle worksheet, that planning template I just spoke of, and recordings of Day 1 and Day 2 trainings, along with other tip sheets available. So just make sure to click on the link above to the resource site to check those out. So there's a question, another clarification question. So if a cohort starts on September 16th, those clients will not be included in your two numbers, even though the cohort ends in December. Oh, boy. All right, so let's get into a little bit of the nitty-gritty about this. 
So if you have clients who are enrolled on September 16th, and they are participating in workshops through, let's say, okay, so it ends in December. So let's say they're participating in workshops through the month of December. Their enrollment would only count towards Grant Year 1 target, but because they are continuing participation in primary workshops into the subsequent grant year, Grant Year 2, their participation data will count towards Grant Year 2 targets. Now for our new grants, you may be like, whoa, whoa, whoa, back up, not really sure what you're talking about. So don't worry if you feel a little lost. We're going to go into this in deeper information in later office hours. 
But as a reminder for all grants, you will not be held to targets in year one. So I just want to make that clear. The targets will be uploaded into nFORM, though, for Grant Year 2 specific to your program and those that are approved by ACF. So real monitoring towards progress will begin in Grant Year 2. Okay. So there's a question about what happens in a scenario if a client does not complete the program, but they do complete an exit survey. Then two years later, they come back and they complete the curriculum, but they already did an exit survey. That's a great question. 
Clients should only complete surveys once, meaning that no matter what, they should only complete one entrance survey and one exit survey. And there may be scenarios, like the one described in the chat here, that the timing of the surveys doesn't necessarily align with ACF's expected timeline. But that's okay. In a scenario where someone completes an exit survey, but they come back to finish the program, what you would have them do is you would record that additional workshop information or additional workshop attendance data in their original client record, because we only want one record for each person in nFORM. 
You don't want to create duplicate records. And you would have them complete the program, but because they already completed an entrance survey, you would not ask them to retake the exit survey in that situation. Looks like there's another question about whether grants should close out Grant Year 1 clients prior to the start of the new grant year so it's a cleaner transition. So this is a question really related to your program's flow. So I would recommend connecting with your FPS to talk about any potential changes to your implementation approach and whether there's a need to shift anything. 
That was a great question for your FPS. The question about whether case management services like individual service contacts or maybe other similar types of activities, if you can continue to provide those to clients and then record data on those in nFORM after they finish their workshops. And the answer is yes, absolutely. We know that there are programs that have actually clients complete their workshops and then afterwards participate in other individual services. So grant staff should continue to record participation in all services for clients even after they complete the workshop. 
And this can include clients who technically complete or graduate your program, like they fulfill the requirements but they've chosen to take part in like optional services or perhaps they're receiving other services as well. There is nothing in nFORM that prohibits that functionality by any means. And if anything, it's the opposite. ACF requires that you continue to record service delivery even after workshop completion has ended. So the answer is yes. All right, I can tell that there are programs really thinking through how they are going to use nFORM when it becomes available. 
So I appreciate these questions. I think I've gotten through everything on my end that I saw but I'm going to pause here, see if folks have other questions that they want to enter into the chat. Let me scroll up for a moment, see if I missed anything. Scott, please feel free to let me know if I missed an important question anywhere. Just a reminder to everyone, there's links up above to the resource site and various resources on there. Okay, we got a new question here. So what if a client chooses to re-enroll in the same program and they've already completed everything? 
We've seen this happen in prior cohorts where clients come back to the program because they loved it so much the first time they want to come back, which is fantastic. In that situation, grants must use the original client record that was created for that person. That individual will not complete an entrance and exit survey again because they already submitted those surveys previously. But what the grant should do is record that returning client's participation in any services in that original record. Now note, this individual will not count as a new client in the system. One record for each client. Oh, boy. 
You guys are just trying so hard. You think I'm withholding all this information about OMB approval. I cannot tell you on a thermometer how much, how close we are to it. I promise, okay? We will absolutely provide more information after OMB clearance is received. If a client was part of a previous grant cycle, so like a previous cohort served under a 2020 HMRF grant, they will be considered a new client in the system because we're starting fresh, right? So even for our returning grant staff, you are going to have new nFORM accounts created for you. There is no access to any data for previous cohorts. 
So yes, in the situation in which you have a client that may have participated in your program in a previous cohort and they come back, they're going to count as a new client. Oh, so there's a question about the CQI report. Oh, so I'm taking a moment to digest this question a moment. So how I'm interpreting this is that the data tools that we shared today, specifically those operational reports and the query tool and the data export, those are for your program monitoring and analysis and CQI use, yes. So they are not required, for example, to be uploaded into grant solutions or necessarily sent to your FPS. Although your FPS may ask for data from those reports. 
But there is no, like, annual cycle similar to the PPR for submitting those reports, absolutely. Great. So there's a question about if a cohort started in the middle of September before the nFORM started, how can we enter or count the information? Ah, this is a great point. My brain was cycling and I just feel like I might have introduced confusion about this, so I apologize. So just a reminder, so if you start serving clients before nFORM becomes available or, for example, you are serving clients right now, those clients cannot be entered into the system. So once nFORM becomes available, that's the point at which you'll enter all clients moving forward into the system. 
So ideally, nFORM could be made available by the middle of September, so that's the point at which you could start entering client data into the system. I think there's a clarifying question about if you could put clients in a different cohort, even though they're re-enrolled. So you can still register, for example, you can still register clients who already completed your program. You can register them for future workshop series. So essentially, they can jump into a new cohort. They will meet the criteria. Their enrollment date will fall before the start of the workshop series. 
You just can't re-enroll them in the system, but you can still register them and then record attendance data and just service delivery data overall for any clients that re-engage with your program. There's a question about a conference and whether or not Mathematica will be in attendance, and the answer is yes. You'll see my face. And you might see others from our team as well, and we will be presenting at the conference. So we'll be there. We'll also be answering questions that you have. So come by and say hi, even if you have no questions. 
All right. I'm going to take a few more questions, and then we are going to wrap up for today. So let's see. Does re-enrollment count against completion status? So if a client re-engages with your program, could it potentially have a negative effect on completion status? The overall answer is no. It's not going to count against a grant recipient's targets or progress in any way. I do think it would be very important in the scenario in which a client re-engages with your program to describe that in the narrative because it's going to make it look like there is a client who is way overshooting their targets, right, because they're going through your program again. 
So that's a really good example of some additional details to include in the narrative. Confirming there is no back dating data. So just a reminder, when nFORM becomes available, grants should only record data from that point and then moving forward. So one more time about just thinking about clients who you are serving, because nFORM is not available. Hold on. Let me reread this question. So if you started the program before September, clients are not enrolled into the system. However, they would be included in the narrative for reporting purposes in what is essentially your Grant Year 1 PPR. 
So the PPR that you all will submit in October of this year will cover Grant Year 1. So if you have been serving clients so far, you'll describe that implementation, your services, any challenges you've encountered, all of that, all the activities, you will describe it in the narrative of your PPR, just to make that clear. I'm going to take our last question here. So there's a question about if there is a duplicate client in the system, how can we fix it or delete it? Great question. There is actually these automatic duplicate checks in nFORM so that when grant staff create a client record in the system and the system thinks it could potentially be a duplicate, the system will actually throw up a pop-up message that will come up and it will flag a potential duplicate record. 
So ideally, you'll be able to catch those before you move forward with creating duplicate records. But in the case that a duplicate record is created, grants will use the client status of pending or duplicate confirmed, either one, depending on the scenario, to identify those clients that are duplicate records. And in those cases, information, any information entered into those duplicate records is not included in your report. All right. 
As a reminder, if you have other questions that come up, please don't hesitate to reach out to us. So you can review more just detailed information about all the content that we covered today in Module 8 of the nFORM User Manual on the resource site. And just a reminder too, all of our nFORM and CQI resources, those are and will be found at that HMRF Grant Resource site at hmrfgrantresources.info. And we're here. We're here to answer any questions that you have or anyone on your team has after you review the resources. So don't hesitate to email us at nFORMCQITA@mathematica-mpr.com. 
But keep in mind that when you're reaching out to us or communicating about clients in general, that you just make sure to never text or email personally identifiable information or PII. Never take screenshots of client PII from nFORM either. And if you or your other members of your team haven't had the chance yet, please make sure to watch the Keeping Data Secure training video and read through Module 1 of the nFORM User Manual to just get all the information you need on protecting client confidentiality. All right. So thank you again everyone here who joined us today for the second to last session in the training series. 
During our last session tomorrow at 1 p.m. Eastern time, Scott Richman and I will discuss next steps for preparing to use nFORM and for implementing CQI. And again, we are happy to answer any questions that you may have at that time about any of the content that we've shared throughout this series. And are just happy to clarify or go over any other topics. All right. So hopefully we'll see you all then. And we hope you have a good rest of the day. Thanks for joining us. Bye, everyone.
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