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Housekeeping

Ú Use the chat to ask questions

Ú Click on the link in the chat to 
access closed-captioning
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REMINDERS:

Ú 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

Ú Never take screenshots of client PII from nFORM

Ú 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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Today’s topics

Refresher 
on high 

quality data

Reviewing 
workshop 

participation

Monitoring 
workshop 

setup

Announcements



Refresher on 
high quality data
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Ú Timely, accurate, complete, and secure

Ú Essential for program services and operations, CQI, and 
local evaluations 

Ú Review and update data collection plans to ensure all the 
necessary details are documented, and train staff

Ú Review September 2024 office hours on monitoring the 
quality of HMRF client and survey data 

Ú Today we’ll cover data quality for workshops

What is high quality data and why is it important?
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Tools for monitoring data quality for workshops

• Grant Year Overview tab
• Primary Workshop Participation tabQuery tool

• Session Series Attendance 
• Primary Workshop Participation Detail reports
• Caseload Detail report

Operational 
reports

• Workshop Characteristics
• Series Data export



Monitoring workshop setup
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What types of data quality questions can I 
consider when setting up workshops?

Are session 
series titles 

descriptive and 
easy to 

interpret? 

Do workshops and 
session series 

accurately reflect 
program 

offerings?

Do total workshop 
and series hours 

align with primary 
workshop 

participation (PWP) 
hours targets?

Are workshops, 
series and 

sessions set up 
properly?
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Workshop and session series setup

Ú Module VI of nFORM user 
manual describes how to 
set up workshops, session 
series, and occurrences 
(classes)

Ú Review nFORM screens or 
data export to ensure 
workshop setup aligns with 
your program design
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Workshop setup

Ú W1 (Workshops): Does each workshop represent a distinct 
program component and curriculum? For each workshop, 
are target population, registration requirements, open or 
cohort enrollment, primary or optional, and total hours 
correct? Do primary workshop hours match your target? 

Ú W2 (Add/Edit Workshop): Review further details for each 
workshop, including activities/elements and specific 
curricula, and make any needed updates to workshop 
setup
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W1. Workshops
W2. Add/Edit Workshop

Review workshop details and 
make any needed updates
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Session series setup

Ú W4 (Session Series): Do session series for each workshop 
have correct number of sessions? Is each series of a 
workshop clearly labeled? Are series locations and 
facilitators up to date?

Ú W5 (Add/Edit Session Series): Review further details for 
each series, including maximum number of clients and 
recurring session days/times, and make any needed 
updates
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W4. Session Series

W5. Add/Edit Session Series

Review session series details and 
make any needed updates
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Workshop Characteristics 
and Series tabs of data 
export are also useful for 
reviewing workshop setup



Reviewing workshop 
participation
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What types of data quality questions can I 
consider when reviewing attendance?

Are there any 
clients who need 

makeup 
participation 

recorded?

Has all 
workshop 

attendance 
been recorded?

Does progress 
towards primary 

workshop 
participation 

benchmarks align 
with expectations?

Are all session 
occurrence 

details 
accurate?
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Workshop session occurrence details

Ú Review nFORM screens to ensure individual session details are 
correct
- W7 (Sessions): Do any sessions need to be rescheduled because the date falls on a 

holiday? Does attendance need to be recorded for any past sessions? 

- W10 (Session Occurrence Details): Review all details for each upcoming session; make 
any needed updates on or before the session date

- W9 (Track Session Attendance): Record attendance for completed sessions; adjust 
session details if needed after the session—for example, if the session started and ended 
late, or had a substitute facilitator

Ú Session Attendance tab of data export includes details of 
individual sessions attended
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W7. Sessions

Filter by session 
status to identify 
those that are 
pending 
attendance
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W10. Session 
Occurrence Details

Click “Edit” then click “Save” 
at the bottom of the screen to 
update session details before 
or on the session date
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W9. Track session attendance screen

Click “Edit” next to Occurrence 
Details then click “Save” at the 
bottom of the screen to update 
session details
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Monitor workshop attendance and participation 
on query tool Grant Year Overview tab

Have clients enrolled 
in the current grant 
year received the 
expected hours of 
primary workshop 
programming to 
date?  

Are the expected 
numbers of clients 
hitting participation 
benchmarks?

Has attendance been 
recorded for all prior 
workshop sessions?
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Drill down on workshop attendance data

Ú Use Series Session Attendance Report 
to review session-level attendance data
- Has attendance been fully recorded for each session? 

- Have all clients who were registered for a session 
been recorded as either having attended or not 
attended?

Ú Where needed, record attendance for 
sessions and make-up sessions for 
individual clients

For clients registered 
ahead of time, record 
a makeup session in 
their profile under 

Workshops/Sessions
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Series Session Attendance Report

Review the number of sessions clients have attended and missed 
to determine whether additional follow up or updates are needed 
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Drill down on primary workshop participation data

Ú When reviewing progress towards PWP targets on query 
tool Grant Year Overview tab, consider point of time in the 
grant year and program flow to identify potential issues 

Ú Use query tool Workshop Participation–Primary 
Workshops tab to review specific groups of clients 
- Available filters include population, enrollment start and end dates, workshop, 

and series

Ú Use Primary Workshop Participation Detail Report to 
review client-level information on progress towards targets
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Query Tool Workshop Participation–Primary Workshops tab

Filter by 
enrollment 
date 

Filter by 
population 
to set 
correct 
targets

Filter by 
workshops 
and series

Shows cumulative progress 
towards participation 
benchmarks
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Primary Workshop Participation Detail Report

Review PWP hours and % of participation, 
client status, enrollment date, most recent 
primary workshop session attended date, 
and entrance and exit survey completion 
dates to identify potential data issues
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Where can I 
find more 
information on 
monitoring 
workshops?

nFORM user manual

• Module VI: Managing workshops and sessions
• Module VII: Managing enrolled clients 

Tip sheets

• Recording make-up attendance for workshop sessions in 
nFORM

• Review workshop participation in the QPR/PPR
• Setting up workshops properly in nFORM 2.0

nFORM office hours

• March 2023 – Using nFORM 2.0 data to monitor primary 
workshop completion

• April 2023 – Using nFORM 2.0 data to monitor workshop 
participation

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



We want to hear from you!

Ú Click on the link in the chat or go to 
Menti.com and e code 61488151
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What helps your program monitor 
HMRF data quality?

Use the Webex chat to enter your responses or 
feel free to answer aloud



Lets hear from you again!

Ú Click on the link in the chat or go to 
Menti.com and e code 61488151
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What makes it challenging 
for your program to monitor 

HMRF data quality?

Use the Webex chat to enter your responses or 
feel free to answer aloud



Questions



Announcements



Save the date for upcoming office 
hours
Ú CQI office hours on Tuesday, October 22,

2–3 p.m. ET

Ú nFORM office hours on Tuesday, November 12,
2–3 p.m. ET 
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