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Today’s Session

- Data managers: The unsung heroes of program
success

« Using data to track a cohort from recruitment and
enrollment to program completion

— Recruitment and enrollment
— Workshop participation

— Individual services

— Exit survey completion

Wrap up and questions
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Roles and responsibilities of a data
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manager

« Develop and implement data capacity and CQI plan to ensure
consistent data entry, monitoring, reporting, and protection of
clients’ personally identifiable information (PII)

* Develop staff proficiency in data collection and using nFORM

* QOversee data collection and monitor for potential data quality
ISsues

* Analyze data to support program operations and identify trends in
program delivery, client outcomes, and performance measures

« Support reporting, monitoring, and dissemination activities by
providing accurate and timely data in an accessible manner
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Well nFORMed training recap

Recordings and slides from each training session, along with Keeping Data Secure
training video, available on resource site

SR -
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Using nFORM
data and
conducting CQl

Recruitinlg and Ref:o.rdir?g Fosteri.ng a . Your destination:
i ents,and  nwokehos  cutreand  nfORMda  Mextseps better data,
started L : and Q&A better decisions,
administering and other planning CQI tools :
surveys services cycles better services
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nFORM data tools

Query Tool Operational Data Export

Q RepMorts @

Manage day-to-day
operations and track
performance

Access all detailed
nFORM data except
for PII

Downloadable Excel
data organized on
separate tabs

Visualizations of
aggregate progress on
client measures

Progress on HMRF
performance measures

Summary and detailed

Explore by different reports

factors

Export into Excel
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Use filters to drill down on a group
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* All operational reports and query tool tabs include filters to drill down
on the data

* Filter options include population, enrollment date ranges, client
characteristics, workshops and series, and other data points

« Export operational reports to Excel to sort and filter data further, and
link to other operational reports and the data export

* Print query tool visuals to share with others
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Using data to track a cohort from
recruitment and enrollment to program
completion
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Preparing for a new client cohort

nFORM

/J‘ Information, Family Outcomes,
L__Reponlng and Management

 Review the User Account
Activity Report to confirm staff Session Series
accounts are active and have

. . Filter Criteri
the permissions they need @ Flter Criera

° S et u p WO rkS h 0O p sess I on -Workshop: ~-Select wo.rkshop v
Se ri eS Delivery Mode: --Select delivery mode 3
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Ensure potential clients are enrolled

Monitor recruitment and enrollment

« Use the Outreach Detail Report to monitor potential clients and work with recruitment staff and/or case managers
to follow up as needed

» Use the Grant Year Overview and Enroliment tabs in the query tool to monitor enrollment

Monitor survey completion

» Generate the Survey Completion Summary report to identify clients who have not yet submitted an Entrance
Survey

« Check individual client profiles as needed for missing information

Verify client status

» Use the Client Status Summary Report to confirm clients’ statuses are moving from Outreach or Applicant
pending enrollment to Active (i.e. enrolled in nNFORM)

« Use report throughout programming to ensure client statuses are being updated as expected to reflect
program flow

Assign Case Managers
» Use the Caseload Summary report as needed to review caseloads
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* Practice generating and reviewing tools for Tools/Reports
monitoring recruitment and enrollment
- With others at your table, practice using these tools User Account Activity Report
—How can you use nFORM tools to track and |
. : . . . Query Tool: GYO and
identify potential challenges with recruitment and Enroilment tabs
enroliment?
: : : : Survey Completion Summar
—What recruitment and enrollment information will PR
you share with your front-line staff, CQl team,
and project leaders? Client Status Summary report
— To protect client Pll, do not share your reports Caseload Summary Report

with other grant teams
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Use data to monitor workshop
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details and participation
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Use the Series Session Attendance Report to review attendance after each session
6 - ldentify clients who miss a session and connect with facilitators and case managers to
schedule makeups

Run the Primary Workshop Participation Summary and Detail Reports to review progress on
primary workshop participation hours targets

» Generate the Enrolled Clients’ Email and Phone Report as needed

Throughout programming, update session details if needed to reflect any changes to session
dates or duration

Towards the end of programming, review the GYO (number of workshop sessions pending
attendance tile) and Workshop Participation tabs in the query tool and the operational reports to
ensure attendance has been fully recorded and that clients met primary workshop participation
benchmarks as expected

e Ensure staff are sending reminder notifications to clients about upcoming sessions

2026 Grantee Conference m August 6-7, 2026



STRONG %/

FOUNDATIONS |,

Workshops: Run, review, roll out

Tools/Reports

* Practice generating and reviewing tools for
monitoring workshop details and participation

- With others at your table, practice using these tools Series Session Attendance
and action plan how you can apply them: P

: Primary Workshop
- Hovy yvlll you use Wolrkshop da.ta to .track workshop Participation Summary and
participation and delivery and identify challenges? Detail Reports
— What workshop information will you provide to your Query Tool: GYO and
. . uery 100l an
front-line staff, CQIl team, and project leaders? Workshop Participation tabs

— To protect client Pll, do not share your reports with
other grant teams
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Use data to monitor individual
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* Review the GYO and Individual Services tabs in the query tool to monitor
numbers and types of ISCs, referrals, and incentives provided — compare
to your grant’s case management plan

— ldentify potential data quality issues, such as whether “other”
categories are being used too often
 Explore further using the Individual Service Contacts, Incentives, and
Caseload Summary and Detail Reports

—If needed, use the Individual Service Contacts, Referrals, and
Incentives tabs of the data export to explore further
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Individual services:
Run, review, roll out sl /)
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Tools/Reports

* Practice generating and reviewing tools for monitoring

individual services

. . . Query Tool: GYO and
* With others at your table, practice using these tools ehveue] Seriecs Ehe

and action plan how you can apply them: Individual Service Contacts

— How can you use data on individual services to track Report
case management activities?

— What information will you provide to your team to
help improve delivery of individual services? Caseload Summary Report

— To protect client Pll, do not share your reports with
other grant teams

Incentives Report
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Ensure clients complete the exit
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survey

» Generate bulk passcodes if needed

* Review Survey Completion Summary and Detail Reports and work
with staff to identify clients who need to complete exit survey

« Use the Paper Survey Report to make sure responses from paper
copies are being entered into nFORM

+ Use the Refused Survey Report to identify number of clients
refusing and the reasons why
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Tools/Reports

Surveys: run, review, roll out R/

 Practice generating and reviewing tools for monitoring
survey completion

» With others at your table, practice using these tools Survey Completion Summary
and action plan how you can apply them Repein
— How can you use data to track survey completion Paper Survey Report
so that you can monitor client outcomes?
—What survey information will you provide to your Refused Survey Report
team?

— To protect client PIl, do not share your reports with
other grant teams
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Check out the HMRF Grant Resource site!

BUILDING RESILIENT FAMILIES
AND THRIVING YOUTH

HMVIRF

HEALTHY MARRIAGE & RESPONSIBLE FATHERHOOD

* Various resources available from nFORM
detailed manuals, training videos, tip e
Sheets and tocls’ and templates This page incles information and 100l t supportHMRF gran recpiens in using RFORM and sondutting concnuous

quality improvement (CQI). If you have any questions after reviewing these resources, you may request technical assistance

nFORM/CQl RESOURCES INTERACTIVE SNAPSHOTS

by emailing nFORMCQITA@mathematica-mpr.com.

L] L]
Acce SS re CO rd I n S a n d S I I d e S fro m Please contact your grant organization's nNFORM site administrator(s) for help with log in issues including resetting
passwords and reactivating accounts. Site administrators should leave a voicemail for Mathematica at 844-619-6841 if they

are also unable to log into nNFORM.

L] L]
We I I n F O R M e d tra I n I n g S Additional resources will be added on a regular basis. Check back for updates!
Quick Links
L]
» Search by keyword type or tOpIC
) ) E Detailed Instructions and Tools | Data Dictionary (coming soon)
. it et (el et e o G s, i e T * This document provides the record layout for the data fields that
 Check out the HMRF Weekly Digest e

CQI Plan Template.

This manual provides step-by-step instructions for using nFORM @ Training Videos

email for details about new and updated

. . . . . . o This introductory video provides an overview of nFORM, CQl, and
This tool provides considerations for planning each step in the CQI w i

activities that will take place prior to the launch of data collection.

resources al ld Otl er | ll OI {M dal ld CQI SN e
WiE I]s 2hpicleiieainiomatoniglotndatiaericoning e This training video describes best practices to follow to keep data
soon).

secure, Keeping_ Data Secure.

//www.hmrfgrantresources.info/
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Join us for office hours
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* Register for biweekly data capacity and CQI office hours
— Upcoming sessions on August 18 and August 25 from 2-3pm Eastern time

— Starting in September, sessions will be on the 2" and 4 Tuesday of each
month from 2-3pm Eastern time

— Links included in weekly HMRF Weekly Digest emails

« Sessions include tutorials, peer learning, and opportunities to ask
guestions in real time

* All NFORM users and CQlI staff encouraged to attend!

Reach out to the data capacity and CQI TTA team with any questions at
nFORMCQITA@mathematica-mpr.com

2026 Grantee Conference m August 6-7, 2026


mailto:nFORMCQITA@mathematica-mpr.com

	A Day in the Life of an HMRF Data Manager
	Today’s Session
	Data managers: �The unsung heroes of program success
	Roles and responsibilities of a data manager
	Well nFORMed training recap
	nFORM data tools
	Use filters to drill down on a group of clients

	Using data to track a cohort from recruitment and enrollment to program completion
	Preparing for a new client cohort
	Ensure potential clients are enrolled
	Recruitment and enrollment: �Run, review, roll out 
	Use data to monitor workshop details and participation
	Workshops: Run, review, roll out 
	Use data to monitor individual services
	Individual services: �Run, review, roll out 
	Ensure clients complete the exit survey
	Surveys: run, review, roll out 

	Advancing data capacity and CQI
	Check out the HMRF Grant Resource site!

	Join us for office hours





Accessibility Report





		Filename: 

		Life-Of-Data-Manager.pdf









		Report created by: 

		, 508-Compliance Staff



		Organization: 

		Mathematica, Production







 [Personal and organization information from the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top




[image: CommonLook Logo]CommonlLook








CommonLook PDF Compliance Report



Generated by CommonLook®PDF



Name of Verified File:



Life-Of-Data-Manager.pdf



Date Verified:



Tuesday, September 29, 2026



Results Summary:



Number of Pages: 20



Total number of tests requested: 50



Total of Failed statuses: 0



Total of Warning statuses: 0



Total of Passed statuses: 155



Total of User Verify statuses: 0



Total of Not Applicable statuses: 19



Structural Results



Structural Results





  

  

    		Index

    		Checkpoint

    		Status

    		Reason

    		Comments



  




Accessibility Results





Section 508





  

  

    		Index

    		Checkpoint

    		Status

    		Reason

    		Comments



  




  

  

WCAG 2.0





  

  

    		Index

    		Checkpoint

    		Status

    		Reason

    		Comments



  




  

  

PDF/UA 1.0





  

  

    		Index

    		Checkpoint

    		Status

    		Reason

    		Comments



  






HHS





  

  

    		Index

    		Checkpoint

    		Status

    		Reason

    		Comments



  






    HHS (2018 regulations)



     		Serial		Page No.		Element Path		Checkpoint Name		Test Name		Status		Reason		Comments

		1						Additional Checks		1. Special characters in file names		Passed		File name does not contain special characters		

		2				Doc		Additional Checks		2. Concise file names		Passed		Please verify that a document name of Life-Of-Data-Manager is concise and makes the contents of the file clear.		Verification result set by user.

		3						Additional Checks		2. Concise file names		Passed		The file name is meaningful and restricted to 20-30 characters		

		4						Section A: All PDFs		A1. Is the PDF tagged?		Passed		Tags have been added to this document.		

		5				MetaData		Section A: All PDFs		A2. Is the Document Title filled out in the Document Properties?		Passed		Please verify that a document title of A Day in the Life of an HMRF Data Manager is appropriate for this document.		Verification result set by user.

		6				MetaData		Section A: All PDFs		A3. Is the correct language of the document set?		Passed		Please ensure that the specified language (EN-US) is appropriate for the document.		Verification result set by user.

		7				Doc		Section A: All PDFs		A4. Did the PDF fully pass the Adobe Accessibility Checker?		Passed		Did the PDF fully pass the Adobe Accessibility Checker?		Verification result set by user.

		8						Section A: All PDFs		A6. Are accurate bookmarks provided for documents greater than 9 pages?		Passed		Bookmarks are logical and consistent with Heading Levels.		

		9				Doc		Section A: All PDFs		A7. Review-related content		Passed		Is the document free from review-related content carried over from Office or other editing tools such as comments, track changes, embedded Speaker Notes?		Verification result set by user.

		10		1,2,3,4,5,6,7,8,9,10,11,12,13,14,15,16,17,18,19,20		Tags		Section A: All PDFs		A8. Logically ordered tags		Passed		Is the order in the tag structure accurate and logical? Do the tags match the order they should be read in?		Verification result set by user.

		11						Section A: All PDFs		A9. Tagged content		Passed		No Untagged annotations were detected, and no elements have been untagged in this session.		

		12						Section A: All PDFs		A11. Text correctly formatted		Passed		All words were found in their corresponding language's dictionary		

		13						Section A: All PDFs		A12. Paragraph text		Passed		Do paragraph tags accurately represent visual paragraphs?		Verification result set by user.

		14						Section A: All PDFs		A13. Resizable text		Passed		Text can be resized and is readable.		

		15				Pages->0,Pages->1,Pages->2,Pages->3,Pages->4,Pages->5,Pages->6,Pages->7,Pages->8,Pages->9,Pages->10,Pages->11,Pages->12,Pages->13,Pages->14,Pages->15,Pages->16,Pages->17,Pages->18,Pages->19		Section B: PDFs containing Color		B1. Color alone		Passed				Verification result set by user.

		16				Doc		Section B: PDFs containing Color		B2. Color contrast		Passed				Verification result set by user.

		17						Section C: PDFs containing Links		C1. Tagged links		Passed		All link annotations are placed along with their textual description in a Link tag.		

		18		19,20		Tags->0->103->0->1,Tags->0->106->1->1		Section C: PDFs containing Links		C2. Distinguishable Links		Passed				Verification result set by user.

		19		19,20		Tags->0->103->0,Tags->0->103->0->1,Tags->0->106->1,Tags->0->106->1->1		Section C: PDFs containing Links		C3. Understandable Links		Passed				Verification result set by user.

		20						Section D: PDFs containing Images		D1. Images in Figures		Passed		Paths, XObjects, Form XObjects and Shadings are included in Figures, Formula or Artifacted.		

		21		5,6,9,19		Tags->0->10,Tags->0->12,Tags->0->14,Tags->0->16,Tags->0->18,Tags->0->20,Tags->0->27,Tags->0->31,Tags->0->44,Tags->0->102		Section D: PDFs containing Images		D2. Figures Alternative text		Passed				Verification result set by user.

		22						Section D: PDFs containing Images		D3. Decorative Images		Passed		Paths, XObjects, Form XObjects and Shadings are included in Figures, Formula or Artifacted.		

		23		5,6,9,19		Tags->0->10,Tags->0->12,Tags->0->14,Tags->0->16,Tags->0->18,Tags->0->20,Tags->0->27,Tags->0->31,Tags->0->44,Tags->0->102		Section D: PDFs containing Images		D4. Complex Images		Passed				Verification result set by user.

		24		9,19,1,2,3,4,5,6,7,8,10,11,12,13,14,15,16,17,18,20		Tags->0->44->0,Tags->0->102->0,Tags->0->102->1,Artifacts->1->0,Artifacts->1->1,Artifacts->1->2,Artifacts->1->4,Artifacts->1->5,Artifacts->1->7,Artifacts->1->8,Artifacts->1->0,Artifacts->1->1,Artifacts->1->2,Artifacts->1->4,Artifacts->1->5,Artifacts->1->7,Artifacts->1->8,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->6->2,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->10->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0,Artifacts->1->0		Section D: PDFs containing Images		D5. Images of text		Passed				Verification result set by user.

		25						Section D: PDFs containing Images		D6. Grouped Images		Passed		No Figures with semantic value only if grouped were detected in this document.		

		26						Section F: PDFs containing Lists		F1. List tags		Passed		All List elements passed.		

		27		2,4,7,9,10,11,12,13,14,15,16,17,19,20		Tags->0->4,Tags->0->7,Tags->0->40,Tags->0->43,Tags->0->47,Tags->0->49,Tags->0->51,Tags->0->53,Tags->0->55,Tags->0->66,Tags->0->71,Tags->0->77,Tags->0->83,Tags->0->85,Tags->0->92,Tags->0->94,Tags->0->101,Tags->0->105,Tags->0->4->1->1->1,Tags->0->55->1->1->1,Tags->0->77->1->1->1,Tags->0->83->0->1->1,Tags->0->83->1->1->1,Tags->0->85->1->1->1,Tags->0->94->1->1->1,Tags->0->101->0->1->1,Tags->0->105->0->1->1		Section F: PDFs containing Lists		F2. List items vs. visual layout		Passed				Verification result set by user.

		28		4,7,9,10,12,16,2,11,13,14,15,17,19,20		Tags->0->7,Tags->0->40,Tags->0->43,Tags->0->47,Tags->0->49,Tags->0->51,Tags->0->53,Tags->0->66,Tags->0->71,Tags->0->92,Tags->0->4->1->1->1,Tags->0->55->1->1->1,Tags->0->77->1->1->1,Tags->0->83->0->1->1,Tags->0->83->1->1->1,Tags->0->85->1->1->1,Tags->0->94->1->1->1,Tags->0->101->0->1->1,Tags->0->105->0->1->1		Section F: PDFs containing Lists		F3. Nested lists		Passed				Verification result set by user.

		29						Section G: PDFs containing Headings		G1. Visual Headings in Heading tags		Passed		There are 655 TextRuns larger than the Mode of the text size in the document and are not within a tag indicating heading. Should these be tagged within a Heading?		Verification result set by user.

		30						Section G: PDFs containing Headings		G1. Visual Headings in Heading tags		Passed		All Visual Headings are tagged as Headings.		

		31						Section G: PDFs containing Headings		G2. Heading levels skipping		Passed		All Headings are nested correctly		

		32						Section G: PDFs containing Headings		G3 & G4. Headings mark section of contents		Passed		Is the highlighted heading tag used on text that defines a section of content and if so, does the Heading text accurately describe the sectional content?		Verification result set by user.

		33						Section H: PDFs containing Forms		H5. Tab order		Passed		All pages that contain annotations have tabbing order set to follow the logical structure.		

		34						Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		All words were found in their corresponding language's dictionary		

		35						Section A: All PDFs		A5. Is the document free from content that flashes more than 3 times per second?		Not Applicable		No elements that could cause flicker were detected in this document.		

		36						Section A: All PDFs		A10. Role mapped custom tags		Not Applicable		No Role-maps exist in this document.		

		37						Section D: PDFs containing Images		D2. Figures Alternative text		Not Applicable		No Formula tags were detected in this document.		

		38						Section E: PDFs containing Tables		E1. Table tags		Not Applicable		No tables were detected in this document.		

		39						Section E: PDFs containing Tables		E2. Table structure vs. visual layout		Not Applicable		No tables were detected in this document.		

		40						Section E: PDFs containing Tables		E3. Table cells types		Not Applicable		No tables were detected in this document		

		41						Section E: PDFs containing Tables		E4. Empty header cells		Not Applicable		No table header cells were detected in this document.		

		42						Section E: PDFs containing Tables		E5. Merged Cells		Not Applicable		No tables were detected in this document.		

		43						Section E: PDFs containing Tables		E6. Header scope		Not Applicable		No simple tables were detected in this document.		

		44						Section E: PDFs containing Tables		E7. Headers/IDs		Not Applicable		No complex tables were detected in this document.		

		45						Section H: PDFs containing Forms		H1. Tagged forms		Not Applicable		No Form Annotations were detected in this document.		

		46						Section H: PDFs containing Forms		H2. Forms tooltips		Not Applicable		No form fields were detected in this document.		

		47						Section H: PDFs containing Forms		H3. Tooltips contain requirements		Not Applicable		No Form Annotations were detected in this document.		

		48						Section H: PDFs containing Forms		H4. Required fields		Not Applicable		No Form Fields were detected in this document.		

		49						Section I: PDFs containing other common elements		I1. Nonstandard glyphs		Not Applicable		No special glyphs detected		

		50						Section I: PDFs containing other common elements		I2. OCR text		Not Applicable		No raster-based images were detected in this document.		

		51						Section I: PDFs containing other common elements		I4. Table of Contents		Not Applicable		No Table of Contents (TOCs) were detected in this document.		Verification result set by user.

		52						Section I: PDFs containing other common elements		I5. TOC links		Not Applicable		No Table of Contents (TOCs) were detected in this document.		

		53						Section I: PDFs containing other common elements		I6. References and Notes		Not Applicable		No internal links were detected in this document		








    



    WCAG 2.1



    

        

            

                		Index

                		Checkpoint

                		Status

                		Reason

                		Comments

            



        

    








    WCAG 2.2



    

        

            

                		Index

                		Checkpoint

                		Status

                		Reason

                		Comments

            



        

    






    


  

Checkpoint Description:





  

  

    		Checkpoint Name 

    		Checkpoint Description



	





