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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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Today’s topics

⁄ Overview of upcoming query tool enhancements
⁄ New features and functions across tabs
⁄ Tab-specific enhancements

- All Workshops 
- Applicant Characteristics by Service Assignment 

⁄ Announcements



Overview of upcoming query tool 
enhancements
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New visual interface and other updates 
coming soon!

New date 
filters that 

allow users to 
select 

individual 
dates 

More 
prominent 

placement of 
filters at the 

top of each tab

New PDF 
export feature 
will allow users 
to generate a 
screenshot of 

each tab

Ability to access 
508 compliant 
information on 
each tab rather 
than through a 

separate 
dashboard
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Updates to specific tabs

Applicant 
Characteristics by 

Service Assignment 
view to include 

updated 
visualizations

Workshop 
Participation – All 

Workshops tab will 
display clients’ 

gender, age, and 
race for all grant 

types

Email will be sent 
to all nFORM users 
when updates are 

available
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What will stay the same? 

⁄ Data displays and calculations, except on Applicant 
Characteristics by Service Assignment tab

⁄ Select population, date, and workshop/series filters to drill 
down on a specific group of clients
- Selected filters do not carry over across tabs 

⁄ Reflects information entered into nFORM through the previous 
day

⁄ Up to three staff at each grant recipient can access the query 
tool at the same time 
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nFORM system updates

⁄ nFORM will be unavailable on Monday, December 16 
between 8pm – Tuesday, December 17 at 8am ET
- Users should not log in during this time 

⁄ Grant recipients should plan data entry and survey 
administration accordingly 
⁄ Contact the nFORM help desk with any questions or 

concerns 



New features and functions 
across tabs
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New visual interface



Updated date filters

⁄ Select specific date ranges to drill down on a group of 
clients or window of service delivery

- Select enrollment, service, or survey dates depending on the tab 

⁄ Manually enter a start and end date, or select a date from 
the calendar menu
⁄ If no dates are selected, the default start date is April 1, 

2021 and the end date is the current date minus one day
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Example Enrollment tab enrollment date filter

Filter names 
and Current 
Selections 
menu specify 
date filter type 
(enrollment, 
service, or 
survey 
completion)

Date selections will display in the Current Selections menu
13
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Edit checks on date filters

Date selections must be 
entered in mm/dd/yyyy format. 
If not, an error message will 
appear and the incorrectly 
entered date will not appear in 
the Current Selections menu

Checks on start and end 
dates remind users to select 
dates in correct range 



Filters organized at top of each tab 
⁄ For example, workshop and series filters will display under 

Primary Workshops tab Current Selections menu 
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Select multiple options on population and 
applicant characteristic filters
⁄ Currently, nFORM users must hold down 

the Ctrl key to select more than one filter 
option
⁄ Updated query tool will allow users to 

select multiple populations, workshops, 
series and characteristics by left-clicking 
selections 
⁄ Multiple ways to manage filter selections
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Drill down further on select data points

⁄ Clicking on a response option on the 
Enrollment or Individual Services tabs 
will adjust all other data points on that 
tab by clients who provided that 
response
⁄ Review selections in the Current 

Selections menu 
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Example: Drill down by client referral 
source on Enrollment tab
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Managing filter selections 
⁄ Review selected filters in the Current Selections menu 
⁄ Remove a filter in Current Selections menu

- Click the trashcan icon to remove a specific filter and retain others
- Click “Clear Selection” button to remove all filters
- Use the arrows on either side of the Clear Selection button to reverse or add back 

most recent selection

⁄ Other ways to remove a filter
- Click on that option from the list of available filters
- Click the “X” in the pop-up menu
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Managing filter selections (cont.)
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Download PDF images of query tool tabs 
and visualizations
⁄ Export a PDF image of each tab in the query tool by clicking the 

ellipsis icon in the top left corner of a tab and select “Download 
sheet as PDF”

⁄ Each data visualization can also be downloaded as either an 
image (JPEG or PNG), PDF, or Excel table by right-clicking on 
the chart and selecting “Download as…”. 
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Access 508-compliant information on each tab 
rather than by launching a separate dashboard

Click “Enable Accessibility 
Mode” for 508-compliant 
date filter 

Click “Show Table” or right-
click visualizations and 
select “View Data” to review 
information in a table layout
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Questions 
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Tab-specific enhancements: 
Workshop Participation – All 
Workshops tab
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Workshop Participation - All Workshops tab 

⁄ Gender, age, and race visualizations included for all grants
⁄ More prominent filter placement at top of tab 
⁄ Users can filter information by

- Population
- Workshop
- Series
- Applicant characteristic and subcharacteristic (i.e. gender characteristic  

female subcharacteristic)
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Example All Workshops tab 
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Example All Workshops tab (cont.)

Hover over graphs to see the number of clients along with percentages
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Using each visualization

Consider whether distribution of clients’ gender aligns with target population(s) 

• For example, if your program serves mothers and fathers, are there clients across 
genders?

Review whether the distribution of age ranges aligns with your program’s design 

• For example, are there potential issues with reported ages that are outside of the scope of 
your program (for example, minor youth)?

Identify opportunities to increase participation for a specific racial group 

• For example, do trends differ by race from enrollment to workshop attendance?
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Tab-specific enhancements: 
Applicant Characteristics by Service 
Assignment tab
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Current Applicant Characteristics by 
Service Assignment tab

⁄ Bar graph shows count 
of applicants enrolled 
each month by service 
assignment and selected 
characteristic

⁄ Pie charts display 
percentage of clients 
enrolled in each service 
assignment by selected 
characteristic 
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Updated Applicant Characteristics by 
Service Assignment tab
⁄ Updated tab will include two new bar charts

- Count of applicants by service assignment and selected characteristic
- Percent of applicants by service assignment and selected characteristic

⁄ Review both bar charts to identify whether distribution of 
applicant characteristics across service assignments during the 
selected timeframe aligns with your local evaluation plan 

⁄ Information on this tab cannot be used to determine baseline 
equivalence since it has not been tested for statistical 
significance 
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Example Applicant Characteristics by 
Service Assignment tab—counts  
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Example Applicant Characteristics by 
Service Assignment tab—percentages

Total percentages by service assignment may exceed 100% if selected 
characteristic is based on a “Select all that apply” survey question
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Questions 
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Announcements
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Save the date for upcoming office 
hours

⁄ nFORM office hours on Tuesday, January 14 
from 2-3pm ET
⁄ CQI office hours on Tuesday, January 28 from 

2-3pm ET
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		71		20		Tags->0->60		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Another example screnshot of how to remove a filter from the new query tool. Red arrows point to the X symbol, which allows you to clear the current selection." is appropriate for the highlighted element.		Verification result set by user.

		72		21		Tags->0->63		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "An example screenshot of the new "Download sheet as PDF" button." is appropriate for the highlighted element.		Verification result set by user.

		73		21		Tags->0->64		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Another example screenshot of how to download data on the query tool." is appropriate for the highlighted element.		Verification result set by user.

		74		22		Tags->0->66		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the new "Enable Accessibility Mode" button with a red arrow pointing to it." is appropriate for the highlighted element.		Verification result set by user.

		75		22		Tags->0->69		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "A screenshot of the new "Show Table" button with a red arrow pointing to it." is appropriate for the highlighted element.		Verification result set by user.

		76		26		Tags->0->75		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example screenshot of the new All Workshops tab. Red boxes highlight all the filters available on this tab." is appropriate for the highlighted element.		Verification result set by user.

		77		27		Tags->0->77		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Another example screenshot of the All Workshops tab. A red box highlights the summary data and graphs. Hovering over a graph displays the number of clients along with percentiles." is appropriate for the highlighted element.		Verification result set by user.

		78		30		Tags->0->89		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example screenshot of old Applicant Characteristic by Service Assignment tab." is appropriate for the highlighted element.		Verification result set by user.

		79		32		Tags->0->93		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example screenshot of the new Applicant Characteristics by Service Assignment tab." is appropriate for the highlighted element.		Verification result set by user.

		80		33		Tags->0->95		Section D: PDFs containing Images		D2. Figures Alternative text		Passed		Please verify that Alt of "Example screenshot of the Applicant Characteristics by Service Assignment tabs, showcasing the percentages when hovering over a data point in the chart." is appropriate for the highlighted element.		Verification result set by user.

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

		82		1,2,11,13,14,15,18,20,21,22,26,27,30,32,33		Tags->0->4,Tags->0->5,Tags->0->6,Tags->0->7,Tags->0->8,Tags->0->11,Tags->0->32,Tags->0->37,Tags->0->40,Tags->0->43,Tags->0->44,Tags->0->47,Tags->0->53,Tags->0->54,Tags->0->55,Tags->0->59,Tags->0->60,Tags->0->63,Tags->0->64,Tags->0->66,Tags->0->69,Tags->0->75,Tags->0->77,Tags->0->89,Tags->0->93,Tags->0->95		Section D: PDFs containing Images		D4. Complex Images		Passed		Do complex images have an alternate accessible means of understanding?		Verification result set by user.

		83		1,2,11,13,14,15,18,20,21,22,26,27,30,32,33,6,7,12,16,17,19,23,25,28,31,34,36		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->32->0,Tags->0->32->1,Tags->0->37->0,Tags->0->37->1,Tags->0->40->0,Tags->0->40->1,Tags->0->43->0,Tags->0->44->0,Tags->0->47->0,Tags->0->47->1,Tags->0->53->0,Tags->0->53->1,Tags->0->54->0,Tags->0->54->1,Tags->0->55->0,Tags->0->55->1,Tags->0->59->0,Tags->0->59->1,Tags->0->60->0,Tags->0->60->1,Tags->0->63->0,Tags->0->63->1,Tags->0->64->0,Tags->0->64->1,Tags->0->66->0,Tags->0->66->1,Tags->0->69->0,Tags->0->69->1,Tags->0->75->0,Tags->0->77->0,Tags->0->89->0,Tags->0->89->1,Tags->0->93->0,Tags->0->93->1,Tags->0->95->0,Tags->0->95->1,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->3->0,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->2->0,Artifacts->3->0,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->1->5,Artifacts->2->0,Artifacts->3->0,Artifacts->1->5,Artifacts->3->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.

		84		1,14,18,20,22		Tags->0->5,Tags->0->40,Tags->0->53,Tags->0->59,Tags->0->66		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.

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

		86		2,3,4,8,9,12,15,16,17,19,21,25,28,30,31,36		Tags->0->10,Tags->0->13,Tags->0->15,Tags->0->27,Tags->0->29,Tags->0->34,Tags->0->46,Tags->0->49,Tags->0->51,Tags->0->57,Tags->0->62,Tags->0->73,Tags->0->81,Tags->0->83,Tags->0->85,Tags->0->88,Tags->0->91,Tags->0->100,Tags->0->13->0->1->1,Tags->0->13->2->1->1,Tags->0->15->2->1->1,Tags->0->27->1->1->1,Tags->0->29->0->1->1,Tags->0->34->0->1->1,Tags->0->57->1->1->1,Tags->0->57->2->1->1,Tags->0->73->2->1->1,Tags->0->91->0->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.

		87		2,15,16,17,21,28,30,36,3,4,8,9,12,19,25,31		Tags->0->10,Tags->0->46,Tags->0->49,Tags->0->51,Tags->0->62,Tags->0->81,Tags->0->83,Tags->0->85,Tags->0->88,Tags->0->100,Tags->0->13->0->1->1,Tags->0->13->2->1->1,Tags->0->15->2->1->1,Tags->0->27->1->1->1,Tags->0->29->0->1->1,Tags->0->34->0->1->1,Tags->0->57->1->1->1,Tags->0->57->2->1->1,Tags->0->73->2->1->1,Tags->0->91->0->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.

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

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

		90						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.

		91						Section I: PDFs containing other common elements		I1. Nonstandard glyphs		Passed		All nonstandard text (glyphs) are tagged in an accessible manner.		

		92		14		Tags->0->41->0->25		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find dd in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		93		14		Tags->0->41->0->26		Section I: PDFs containing other common elements		I3. Language for words and phrases		Passed		Unable to find yyyy in the "en" dictionary. Please verify there aren't any missing spaces between words or other formatting issues.		Verification result set by user.

		94						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.

		95						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.		

		96						Section C: PDFs containing Links		C1. Tagged links		Not Applicable		No Link annotations were detected in document.		

		97						Section C: PDFs containing Links		C2. Distinguishable Links		Not Applicable		No Link annotations were detected in document.		

		98						Section C: PDFs containing Links		C3. Understandable Links		Not Applicable		No Link annotations were detected in document.		

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

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

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

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

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

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

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

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

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

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

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

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

		111						Section H: PDFs containing Forms		H5. Tab order		Not Applicable		Document does not have annotations		

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

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

		114						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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