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Housekeeping
⁄ Use the chat to ask questions
⁄ Click on the link in the chat to 

access closed-captioning
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REMINDERS:
⁄ Never text or email personally identifiable information (PII) 

like client names – including to the help desk
- Only refer to clients in emails by their client ID number

⁄ Never take screenshots of client PII from nFORM
⁄ Everyone who interacts with client data should:

1. Watch the Keeping Data Secure training video on the resources site
2. Review the Performance Measures and Data Collection Logistics Manual on 

the resources site for more information on keeping data secure
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Overview of high quality data
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High quality data is essential to…

Support program services, operations, and performance 
monitoring

Inform continuous quality improvement (CQI) and evaluation

Cross-site analysis and broader understanding of clients and 
their experiences
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Components of high quality data

Timely Accurate Complete Secure
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Support high quality data collection by 
updating your data collection plan 
⁄ Refer to plan template on HMRF Grant Resources site 
⁄ Detail each data collection step; regularly review and 

update
⁄ Identify optimal timing for each step, responsible staff 

person, and backup staff
⁄ Train and update staff on data collection procedures 
⁄ Be sure to document how you will monitor data collection 

and reporting, following Section F of the plan template 

https://hmrfgrantresources.info/resource/data-collection-plan-template

https://www.hmrfgrantresources.info/resource/data-collection-plan-template
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Tools for monitoring data quality for client 
information and survey administration

Query tool
• Grant Year Overview tab: data quality panel
• Applicant Characteristics tab: service assignment view
• Client Outcomes tab: item-level response rates

Operational 
reports

• Client Status Summary report
• Caseload Summary and Detail report
• Local Evaluation Enrollment report 
• Survey Report: Refused Survey 



Monitoring client information 
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What types of data quality questions can I 
consider when reviewing client information?

Is client contact 
information up to 

date?

Have all service 
contacts, 
referrals, 

incentives, and 
program supports 

been recorded?

What surveys are 
clients due to 

complete?

Has attendance 
been recorded for 
workshops and 

make-up sessions?

11



What other data quality questions can I 
consider when reviewing client information?

Are client statuses 
accurately reflecting 
where clients are in 

programming?

Are updates 
needed to case 

manager 
assignments?

Have clients been 
assigned to the 
location where 

they are receiving 
services?

For local evaluation 
grantees, are all 

service assignments 
recorded correctly?
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Client status 
⁄ Use Client Status Summary and 

Detail operational reports to monitor 
client statuses for all or select 
groups of clients
- For example, have any clients statused as 

“Active” graduated or no longer participate? 
- Do the number of clients statused as 

“Completed/graduated” align with the number of 
clients who have completed at least 90% of 
primary workshop target hours?

Update a single 
client’s status in their 

profile under 
Program 

Information 

For multiple clients 
use the bulk update 

feature
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Client Status Summary/Detail Report

Filter by location, enrollment date, client status, and client status change date to identify 
potential client profiles to update
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Location
⁄ Update locations on the Grantee 

Configuration page based on current 
service locations
⁄ Use any detailed operational report to 

review clients’ assigned locations
⁄ Update client profiles as needed to add or 

change an assigned location to reflect 
where they currently receive services
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Case manager assignment

⁄ Use Caseload Summary/Detail 
operational reports to monitor case 
manager assignments

⁄ Consider whether updates are needed 
to case manager assignments 
- For example, have all newly enrolled clients and 

returning clients been assigned to a case manager in 
nFORM?

- Have clients been reassigned if a case manager 
leaves temporarily or permanently? 

Assign or unassign a 
single client’s case 
manager(s) in their 

profile under 
Program 

Information 

For multiple clients 
use the bulk update 

feature
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Caseload Summary/Detail Report 
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Service assignment for local evaluations
⁄ Use query tool Applicant Characteristics tab and Local Evaluation 

Enrollment operational report to monitor service assignments
- Note that local evaluation data in nFORM cannot be used to determine baseline equivalence 

since it has not been tested for statistical significance

⁄ Consider whether clients appear to be assigned to groups as 
intended, and whether staff need refresher training on procedures 

⁄ If Control (NO services) and Control waitlist (NO services) clients are 
eligible to receive services after local evaluation period has ended, 
update client’s service assignment to a Treatment category



Query Tool 
Applicant 
Characteristics 
by Service 
Assignment

Filter by 
enrollment 
date 

Filter by applicant 
characteristic (as 
reported from ACS 
responses) 

Filter by 
population 
type

Filter to 
view by 
service 
assignment
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Local Evaluation Enrollment Summary/Detail 
report

Use enrollment date 
to monitor random 
assignment within a 
specific time period
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Where can I 
find more 
information on 
entering and 
updating client 
information?

nFORM user manual
• Module III: Grantee Administrative Functions
• Module V: Enrolling Clients
• Module VII: Managing Enrolled Clients

Training videos
• Adding service assignments for local evaluations
• Adding grantee locations and service providers
• Making bulk updates
• Enrolling clients and client profiles

nFORM office hours
• June 2024 – Welcome to nFORM! Overview for new (and 

returning) nFORM users
• May 2022 – Tailoring nFORM for your grantee

https://www.hmrfgrantresources.info/nform2-resources

https://www.hmrfgrantresources.info/nform2-resources


Questions 
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We want to hear your experiences 
and ideas!
How do you use nFORM to monitor 

client data quality?

What types of data quality 
challenges have you observed? How 
have you addressed those issues?

Use the Webex chat to enter your responses or 
feel free to answer aloud
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Monitoring client survey completion 
rates
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What types of data quality questions can I 
consider when reviewing survey information?

Are the expected 
number of clients 

completing the ACS, 
entrance and exit 

surveys?

Are there trends 
in survey item non-

response rates?

Are there trends 
in survey refusal 

rates?

Are there 
unexpected trends 

in responses?
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Identify clients who have not completed 
enrollment
⁄ Use Client Status Summary and Detail operational report to 

identify clients who have not submitted their ACS or, for 
local evaluations, received a service assignment

Use the detail report to filter on clients who have a status of “Applicant 
Pending Enrollment” to follow up 

26
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Use query tool Grant Year Overview tab to 
monitor survey administration progress

• Determine whether anticipated number of clients enrolled in 
current grant year have completed entrance and exit surveys

• Remember that clients who are enrolled but not yet eligible to 
complete a survey are included in the incomplete survey counts



Review survey completion and refusals 
using operational reports
⁄ Use Survey Completion Summary operational report to 

identify the total number of clients who have completed or 
refused the ACS, Entrance and Exit survey

- Consider the number of clients expected to have completed each survey based 
on program flow 

- For example, how many clients have attended at least one workshop session 
and should have completed an entrance survey?

⁄ Use Survey Completion Detail report to filter on clients who 
have not yet completed an entrance or exit survey to 
identify potential follow up 
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Monitor refusal trends using the Survey Report 
– Refused Survey

Monitor number of refusals by survey 

View Reason column to understand and 
create strategies to reduce refusals



Monitor survey item response rates 

⁄ Use query tool Client 
Outcomes tab to identify 
whether number of 
responses is lower than 
expected

⁄ Use survey PDFs and data 
export to identify how 
many clients should have 
responded to each survey 
and question before 
analyzing response data
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Check for unexpected response trends

⁄ Consider whether responses might 
not be an accurate reflection of 
clients’ characteristics or 
experiences
⁄ Unexpected patterns may indicate an 

underlying issue in how clients 
interpret or perceive a question

- Clients may also be concerned about how they 
answer a question

Use the Survey 
Response Data tab 
of the data export to 

conduct more in-
depth reviews of 

survey data 
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Where can I 
find more 
information 
on monitoring 
survey 
completion?

nFORM manuals
• nFORM user manual module V.D: Administer ACS
• nFORM user manual module VIIA: Client profile
• Performance Measures and Data Collection Logistics manual

Tip sheets and training videos
• Examine survey administration with nFORM
• Options for administering surveys virtually
• Tips for survey scripts
• Training video: Administering surveys 

nFORM office hours
• October 2023 – Examining survey administration with nFORM 

data tools
• April 2022 – nFORM 2.0 survey administration: Grantee 

experiences and strategies
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We want to hear your experiences 
and ideas!
How do you use nFORM to monitor 

survey data quality?

What types of data quality 
challenges have you observed? How 
have you addressed those issues?

Use the Webex chat to enter your responses or 
feel free to answer aloud
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Announcements
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Save the date for upcoming office 
hours
⁄ CQI office hours on Tuesday, September 24 

from 2-3pm ET – Applying research to CQI 
efforts
⁄ nFORM office hours on Tuesday, October 8 

from 2-3pm ET – Data quality indicators on 
workshop participation and individual services
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		66		2		Tags->0->11		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Image of highlighted chat button in Webex and the choices you get when clicking the chat button." is appropriate for the highlighted element.		Verification result set by user.

		67		14		Tags->0->52		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "First half of the Client Status Report Summary found in nFORM." is appropriate for the highlighted element.		Verification result set by user.

		68		14		Tags->0->53		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Second half of the Client Status Report Summary found in nFORM." is appropriate for the highlighted element.		Verification result set by user.

		69		14		Tags->0->54		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "An example of the Client Status Detail Report, with the columns Client Grantee Location, Enrollment Date, Client Status, and Client Status Change Date highlighted in red." is appropriate for the highlighted element.		Verification result set by user.

		70		17		Tags->0->62		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of the Caseload Summary report, with the columns Number of Active Clients and Total number of clients highlighted." is appropriate for the highlighted element.		Verification result set by user.

		71		17		Tags->0->63		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "An example of the Caseload Detail report found in nFORM." is appropriate for the highlighted element.		Verification result set by user.

		72		19		Tags->0->67		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of the Applicant Characteristic tab from the Query Tool. The "Applicant Characteristics by Service Assignment" button is highlighted." is appropriate for the highlighted element.		Verification result set by user.

		73		19		Tags->0->68		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to enrollment date filter." is appropriate for the highlighted element.		Verification result set by user.

		74		19		Tags->0->70		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to population type filter options." is appropriate for the highlighted element.		Verification result set by user.

		75		19		Tags->0->72		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to population type filter button." is appropriate for the highlighted element.		Verification result set by user.

		76		19		Tags->0->74		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to service assignment filter." is appropriate for the highlighted element.		Verification result set by user.

		77		20		Tags->0->77		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of Local Evaluation Enrollment Summary data." is appropriate for the highlighted element.		Verification result set by user.

		78		20		Tags->0->78		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of Local Evaluation Enrollment Detail data." is appropriate for the highlighted element.		Verification result set by user.

		79		26		Tags->0->101		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "An example of the Client Status Summary report with the column Applicant Pending Enrollment highlighted." is appropriate for the highlighted element.		Verification result set by user.

		80		27		Tags->0->104		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of the pie charts available on the Grant Year Overview tab found on the Query Tool. The Entrance Survey Completion data is highlighted in red." is appropriate for the highlighted element.		Verification result set by user.

		81		29		Tags->0->110		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of the Survey Report - Refused Survey data. Arrows are pointing to the "Totals" columns where users can monitor number of refusals by survey." is appropriate for the highlighted element.		Verification result set by user.

		82		29		Tags->0->111		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to the first "Totals" column." is appropriate for the highlighted element.		Verification result set by user.

		83		29		Tags->0->112		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to the second "Totals" column." is appropriate for the highlighted element.		Verification result set by user.

		84		29		Tags->0->113		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Arrow pointing to the third "Totals" column." is appropriate for the highlighted element.		Verification result set by user.

		85		29		Tags->0->114		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Second example of the Survey Report - Refused Survey data. An arrow points to the "Reason" column where users can identify refusals and create strategies to address them." is appropriate for the highlighted element.		Verification result set by user.

		86		30		Tags->0->118		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example of survey response data being analyzed using an external analytics tool. A red box highlights the number of individual clients that have answer each question in the Entrance Survey." is appropriate for the highlighted element.		Verification result set by user.

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

		88		1,2,14,17,19,20,26,27,29,30		Tags->0->4,Tags->0->5,Tags->0->6,Tags->0->7,Tags->0->8,Tags->0->11,Tags->0->52,Tags->0->53,Tags->0->54,Tags->0->62,Tags->0->63,Tags->0->67,Tags->0->68,Tags->0->70,Tags->0->72,Tags->0->74,Tags->0->77,Tags->0->78,Tags->0->101,Tags->0->104,Tags->0->110,Tags->0->111,Tags->0->112,Tags->0->113,Tags->0->114,Tags->0->118		Section D: PDFs containing Images		D4. Complex Images		Passed		Do complex images have an alternate accessible means of understanding?		Verification result set by user.

		89		1,2,14,17,19,20,26,27,29,30,4,11,12,22,23,25,28,31,33,34,36		Tags->0->4->0,Tags->0->5->0,Tags->0->6->0,Tags->0->7->0,Tags->0->8->0,Tags->0->11->0,Tags->0->52->0,Tags->0->52->1,Tags->0->53->0,Tags->0->53->1,Tags->0->54->0,Tags->0->54->1,Tags->0->62->0,Tags->0->63->0,Tags->0->67->0,Tags->0->77->0,Tags->0->78->0,Tags->0->101->0,Tags->0->101->1,Tags->0->104->0,Tags->0->110->0,Tags->0->114->0,Tags->0->118->0,Tags->0->118->1,Artifacts->1->1,Artifacts->1->3,Artifacts->1->5,Artifacts->1->5,Artifacts->1->2,Artifacts->1->5,Artifacts->2->0,Artifacts->3->0,Artifacts->2->0,Artifacts->2->1,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->2->0,Artifacts->3->0,Artifacts->2->0,Artifacts->2->1,Artifacts->1->5,Artifacts->2->0		Section D: PDFs containing Images		D5. Images of text		Passed		Is this image an image of text? Fail if yes, Pass if no.		Verification result set by user.

		90		14,19		Tags->0->52,Tags->0->67		Section D: PDFs containing Images		D6. Grouped Images		Passed		Figures that may posses semantic value only if grouped together have been detected. Please ensure that they are tagged correctly under one Figure tag		Verification result set by user.

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

		92		2,3,8,9,13,15,16,18,21,26,27,28,30,31,32,36		Tags->0->10,Tags->0->13,Tags->0->30,Tags->0->34,Tags->0->36,Tags->0->49,Tags->0->57,Tags->0->59,Tags->0->65,Tags->0->82,Tags->0->84,Tags->0->86,Tags->0->100,Tags->0->105,Tags->0->107,Tags->0->117,Tags->0->120,Tags->0->124,Tags->0->126,Tags->0->128,Tags->0->136,Tags->0->13->0->1->1,Tags->0->13->2->1->1,Tags->0->49->0->1->1,Tags->0->59->1->1->1,Tags->0->65->0->1->1,Tags->0->107->0->1->1,Tags->0->120->1->1->1		Section F: PDFs containing Lists		F2. List items vs. visual layout		Passed		Does the number of items in the tag structure match the number of items in the visual list?		Verification result set by user.

		93		2,8,9,15,21,26,27,30,32,36,3,13,16,18,28,31		Tags->0->10,Tags->0->30,Tags->0->34,Tags->0->36,Tags->0->57,Tags->0->82,Tags->0->84,Tags->0->86,Tags->0->100,Tags->0->105,Tags->0->117,Tags->0->124,Tags->0->126,Tags->0->128,Tags->0->136,Tags->0->13->0->1->1,Tags->0->13->2->1->1,Tags->0->49->0->1->1,Tags->0->59->1->1->1,Tags->0->65->0->1->1,Tags->0->107->0->1->1,Tags->0->120->1->1->1		Section F: PDFs containing Lists		F3. Nested lists		Passed		Please confirm that this list does not contain any nested lists		Verification result set by user.

		94						Section G: PDFs containing Headings		G1. Visual Headings in Heading tags		Passed		There are 87 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.

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

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

		97						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.

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

		99		23,34		Tags->0->92->0->3,Tags->0->133->0->3		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find Webex in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		100		30		Tags->0->117->1->1->0->8		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find PDFs in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		101						Section I: PDFs containing other common elements		I4. Table of Contents		Passed		No Table of Contents (TOCs) were detected in this document.		Verification result set by user.

		102						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.		

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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