	Mathematica Well nFORMED Training, Day 1:
Setting up nFORM
[Hannah McInerney] All right. Welcome, everyone. We are incredibly excited to kick off our nFORM and CQI training series with you all today. So this six-part series is designed to help your programs build strong foundations for using nFORM effectively and for integrating continuous quality improvement, or CQI for short, into your daily work. 
So we're excited to work with all of you throughout this process, and we honestly look forward to helping your program become more well-nFORMed. Before we get started, we'd love to learn a little bit more about who's joining us today. It looks like a lot of people have already gone ahead and dropped their information into the chat, but if you haven't already, please just take a moment to introduce yourself by sharing your name, your program or organization, and also where you're located in the chat. 
It is so nice to see familiar names and then get the chance to meet new grant staff. Before we get into the training, let's briefly introduce ourselves. So my name is Hannah McInerney, and I serve as the Data Capacity and CQI Technical Assistance Team Lead. And some of you may recognize me as the nFORM and CQI TA Lead from the previous HMRF cohort as well. 
And joining me today is Danielle Robinson, who is also a member of our Data Capacity and CQI TTA Team. Danielle brings years of experience providing support to programs on using their data for program monitoring and improvement. You'll have a chance to meet other members of our TTA team throughout the series. So before we really get started, I'd like to cover a few housekeeping items. First, please make sure to keep your line muted during today's session. Note that you can ask your questions using the chat feature in WebEx. Second, closed captioning is available by clicking the CC icon in the lower left corner or by selecting Control, Shift, and the letter A. 
We'll be using WebEx's Slido feature to launch polls during today's session. When we ask a question, that poll will automatically pop up in your right-hand panel. But if needed, you can click the Ask button at the bottom of your screen and select Slido from the options. We are recording today's session, and both the recording and today's slides will be made available on the HMRF grant resource site at HMRFgrantResources.info. We ask that you share the materials that will be posted to the resource site with anyone from your team that was unable to join us today. 
And lastly, if you or anyone at your organization have not received links to any of the training sessions in the series that you registered for, please reach out to your IT staff to check whether any email settings at your program may be blocking those emails, and then reach out to our TTA team for further assistance if needed. Over the course of this training series, we'll walk through the essential components of collecting and using nFORM data, program monitoring and reporting, and CQI practices that support high-quality services for the families and the communities that you serve. 
We'll begin today's session with an introduction -- oh, yes, we'll begin today's session, sorry about that, with an introduction to the nFORM and CQI Roadmap so that you can see how today's session fits into the larger training series. And then we'll focus on foundational nFORM set-up activities and key concepts that programs need before they begin entering and monitoring data in nFORM. nFORM is designed to be easily navigated by staff in all roles at HMRF programs, and as we walk through the features in each session, we'll share how to navigate to each at the menu at the top. And then we'll discuss the importance of prioritizing data security. Because nFORM contains sensitive client information, protecting data privacy and ensuring secure system use is essential. 
And then from there, we'll move into collecting high-quality data and discuss why accurate, timely, and complete and secure data are so important for program operations, reporting, and continuous quality improvement. And then we'll cover how to create and manage nFORM user accounts, including the different account types. After that, we'll talk about adding grant locations and service providers. And this is where you'll customize nFORM, this information management system designed for a broad spectrum of HMR grants, to reflect the unique structure of your program. 
We'll also review how to set up workshops, which are foundational for tracking participation. Throughout the session, we'll pause for questions and discussion, and we'll also have time at the end to answer anything else related to nFORM and CQI. So before we dive in, we want to hear what comes to your mind when you think about using data to inform your work. So you'll add responses to Slido, which will pop up in a moment, so that we can see together what kind of themes emerge in your perceptions and your feelings about data. 
Keep in mind, there are no right or wrong answers here. We're interested in hearing about your experiences, perceptions, and just any reactions you have to using data in your programs. Oh, it looks like we already have some responses coming in. I love it. Focus, precise, I'm thinking precision, analysis. I see the word nervous. That's very fair. I'm going to give everyone another moment to go ahead, add your responses, and then let's take a look at what's really jumping out. All right, accuracy is taking middle stage right now. Oh, I like efficiency. Absolutely, that's a great way to look at the use of data. Useful, essential. 
All right, we're going to take about 20 more seconds here. Any other words that come to mind? It looks like people are still typing. All right, we've got a lot of words on the board here, and as I'm sure everyone can see, accuracy really jumps out, which is fantastic to see because a very important topic that we will talk about is high quality data. I also see there are some responses in the chat as well, and those responses also really align with what we're seeing here in the Slido poll, right? So thinking about tracking, being able to make improvements, staying organized. 
So really what we can see here from this word cloud is that data can serve many purposes and also elicit various reactions among grant staff. It can help us understand who we're serving, identify what's working well, recognize areas for improvement, and demonstrate your program's impact. So throughout this training series, we'll focus on practical ways to use nFORM data, not just for compliance and reporting, but really to strengthen the services you provide and support continuous improvement. All right, so let's take a sneak peek at this high-level overview of the training journey that we'll be taking together over the course of this series. So here we can see a forward view of the full, Well-nFORMed training series roadmap. 
As a reminder, the first three days are this week, today through Thursday, from 1:00 to 2:30 p.m. Eastern Time, and then days 4 through 6 are next week, again Tuesday through Thursday, from 1:00 to 2:30 p.m. Eastern Time as well. All grant staff who will be using nFORM and participating in CQI efforts are encouraged to join us for these trainings, and that includes project directors, program managers, data managers, workshop facilitators, CQI managers, CQI leads, and really any other applicable staff. As I mentioned earlier, those who cannot make any of the sessions can watch a recording and view the slides that will be posted to the resource site in the coming weeks. But our series begins with getting started, which is our focus today. 
And again, we're concentrating on foundational setup activities that ensure that your program is ready to begin using nFORM and carrying out CQI successfully once nFORM becomes available. Tomorrow's training session will focus on creating nFORM applications for clients during recruitment and enrollment, along with administering surveys. That session will cover how to enter accurate client information and how to manage the enrollment and survey processes. 
Later sessions will focus on recording participation in workshops and individual services, helping programs track service delivery. We'll also spend time discussing how to foster a learning culture and plan CQI cycles. We'll discuss how CQI is not just about checking a box. It's about using data intentionally to improve services and outcomes. During our fifth session, we'll provide an overview of nFORM data tools that grant teams can use for everything from daily program monitoring to in-depth analyses. 
And finally, we'll wrap up with next steps for preparing to use nFORM and CQI. The overall destination of this training journey is to set you up with knowledge and skills needed to collect better data, make better decisions, and really offer better services. I also want to remind everyone that if you have not already done so, please review the Introduction to nFORM and CQI video available on the grant resource site, along with the Keeping Data Secure video as well. 
These resources provide important background information that also complement this training series. Using nFORM data and CQI practices can help propel your program towards success in several important ways. So first, data can help your program identify and focus on a wildly important goal, also known as a WIG, an element of a framework called the Four Disciplines of Execution, or 4DX. A WIG is the crux of your program. It's this critical priority that your program wants to achieve or improve. 
For example, a top priority may be to have 300 clients graduate from your program each grant year. Data helps you monitor progress towards that goal and determine whether your strategies are working. You'll learn more about wildly important goals and this 4DX framework on the day four session. Second, data helps you tell your program story. High quality data allows programs to illustrate the services they provide, the populations they serve, and the outcomes they achieve. 
Data is also a critical component in communicating successes and innovative strategies to leadership, staff, community partners, ACF, and other funders, and other audiences. And third, your data contributes to broader learning across the HMRF field. High-quality data collected consistently across programs helps identify promising practices, strengthen services, and support families and communities more effectively. Throughout this series, we'll emphasize that data is not just something programs collect for reporting requirements. 
Data is a powerful tool that can support decision making, strategic planning, accountability, and service delivery improvements. So let's shift to a very important topic, prioritizing data security. Protecting clients' data is one of the most critical responsibilities programs have when using nFORM. First, grant recipients should only access the nFORM production environment. Programs should never enter test data, fake data, or practice information into nFORM because the system is intended only for your real program data. Second, all programs will have executed data sharing agreements that outline data security roles, responsibilities, and requirements. These agreements also document nFORM's compliance with federal security requirements. 
Access to nFORM is controlled through secure user accounts, which helps ensure that only authorized individuals can view or enter data. Along with a username and password, users will also enter a multi-factor authentication code sent to them by a phone call or a text message. It's very important that staff never text, email, or take screenshots containing personally identifiable information, or PII, such as client names or initials. When communicating with our TTA team, staff should reference client ID numbers only and avoid sharing identifiable client information. We strongly encourage everyone who interacts with client data, again, to watch that Keeping Data Secure training video on the grant resource site and to review Module 1 of the nFORM User Manual when it's available. 
Now that we've discussed data security, let's turn our attention to collecting high-quality data. High-quality data builds a strong foundation for effective program implementation and successful CQI efforts and, as I mentioned before, is a key driver for successful decision-making and storytelling. A lack of accurate and comprehensive data are essentially cracks in that foundation. They make the structure built on it much less reliable. 
So first, it helps programs manage and iterate on the services they provide and the clients they serve. Reliable data allows staff to track participation and ensure clients complete the program. Second, high-quality data supports CQI. Programs can use data to monitor progress towards goals, identify trends, evaluate challenges, and then make adjustments to strengths and services. On day four, we'll learn more about how CQI is an ongoing process of learning, reflection, and improvement. And strong data is necessary for the gears of that process to coordinate smoothly. 
And third, high-quality data helps programs analyze outcomes and better support families and communities. The information entered into nFORM contributes to broader understanding across the HMRF field and helps identify strategies that may improve outcomes for participants. Ultimately, the quality of your data affects the quality of the decisions you can make and how high you can grow your program. That's why developing strong data collection and monitoring practices is such an important part of successful program implementation and improvement. There are four main components of high-quality data. 
First, data should be timely. That means information is entered and updated as close to real-time as possible. Second, data should be accurate. Accurate data reflects what actually occurred and it minimizes errors or inconsistencies. Third, data should be complete. Programs should ensure required fields are filled out and that information is regularly updated. And fourth, data must be secure. As we discussed earlier, protecting client information and maintaining confidentiality are essential responsibilities. 
To ensure that you're considering all of these elements, it's important to complete and then regularly update your data capacity and CQI plans. These plans help teams think intentionally about how they'll collect and monitor, review, and use data. And then as your program evolves, your plan should evolve as well. These plans outline how your program will collect, monitor, and report data. They also describe your CQI processes and identify how staff will be trained to support high-quality data collection. 
For large- and small-scope grants, these plans have already been submitted, whereas for emerging grants, they are due by full implementation or September 30th. However, it's important to remember that these plans are not meant to just be static documents. After this initial submission, grant recipients should regularly review and then update their plans to reflect changes in staffing, service delivery, program operations, workflows, or CQI processes. Updating the plan regularly helps ensure that it remains relevant and useful as your program grows and changes. And for reference, you can find the data capacity and CQI plan template at hmrfgrantresources.info/resource/data-capacity and-CQI-plan-template. 
So we are going to pause here and see if there are any questions so far on the information that they've covered. So if you have a question, please feel free to go ahead and drop that question into the chat. I'm going to give folks a moment just in case any comes through, and I'm looking now just to see if anything came up. I don't see any questions so far, but if you ask the question and you're concerned I might have missed it, go ahead. Oh, sure. Let's go back one slide. Yes. 
So this is the slide on the data capacity and CQI plan that the large- and small-scope grant recipients have submitted already to both the Help Desk and to their SPS. And then emerging grants, if you have not submitted one yet, will provide a completed plan by September 30th or by full implementation, whichever comes first. Okay. So there's a question just about responses to the Help Desk. I apologize if you have sent us an email and haven't gotten a response. 
As a reminder, to reach out to our team, you should email nformcqita@Mathematica-MPR.com. We'll also put that email address into the chat as well. We do monitor that email inbox Monday through Friday during normal working hours, and we'll get back to folks who submit emails. Oh, and it looks like just a note that for anyone trying to access the links in the chat, just make sure you copy and paste into a web browser. 
Great. Okay. Well, we're going to keep going, but as we continue on, please feel free to drop your questions into the chat, and then we will get to them a bit later. Great. Okay. So I'm going to turn it over to Danielle now, who's going to talk about user accounts. Danielle.
[Danielle Robinson] Thank you, Hannah. So for user accounts, there are three types of user accounts, each with -- the site administrator accounts belong to the person or people who have the overall responsibility for managing nFORM for their grant. These users have access to the full nFORM functionality. At least one site administrator is usually the data manager, and some other key staff may also have this account type. We do generally recommend at least two site administrators because so many nFORM-related responsibilities fall to the person with this account type. Case managers are responsible for managing client profiles, workshops, and sessions. Grant case managers and other frontline staff usually have the case manager account type. General users are other grant staff who are responsible for welcoming clients and recording session attendance. 
General users can input data, but their access to client-level data viewing is limited. These accounts are the most restricted nFORM account type. The user's permissions are determined by account type. Here you can see the capabilities of nFORM and which account types have permission to access them. As I noted a moment ago, site administrators have full access up to and including administrative functions, such as selecting the appropriate account type for other grant staff, creating accounts, and updating account types and permissions for their colleagues. Case managers have the next highest number of permissions, having access to all nFORM capabilities except the administrative functions. 
And, as previously noted, general users have the most limited access, with only limited permissions for viewing client-level data and absolutely no access to administrative functions. Any account type can access the query tool, but only three users at each grant can have access at a time. A site administrator can reassign query tool access whenever that's needed, as long as there are only a total of three users assigned. There is a tip sheet on the grant resources site that contains this chart and other information about account type permissions. Grants shared names and contact information for their initial site administrator and the number of user accounts that they would need to begin their work in nFORM while signing their data sharing user agreements earlier this year. 
We at Mathematica will activate accounts for those initial site administrators. Once the site administrators have access to their accounts, they will be able to set up user accounts for other grant staff, up to the number of accounts approved by ACF. Site administrators can create accounts by navigating to the Settings tab, clicking on Users once there, and then clicking Add User on the Users screen. That will bring you to the screen shown here, where you can create the new user. We recommend collecting all of the information you need prior to beginning the account creation process. You'll need every user's email address, phone number, their preference for authentication method, and their location. The user's email address will be their username. 
If a user wants to receive text messages to authenticate their logins, then their phone number must be a mobile number. You will also assign their user type and permissions here. Permissions include Case Manager Assignment, which allows users to assign case managers to clients. Enrollment, which allows users to enroll new clients and edit enrolled clients' information. Query Tool, which allows users to view the Query Tool. Service Provider Management, which allows users to add and edit service providers. And Session Series Management, which allows users to add and edit a session series. 
One of the most common tasks for site administrators, once the grant is set up in nFORM and user accounts are created, is to reset passwords for grant staff who lock themselves out of nFORM. Which brings us to managing user accounts. Site administrators can activate, deactivate, lock accounts, and reset passwords. It's important to remember that all accounts will automatically deactivate. Deactivated accounts must be reactivated within 30 days, or else the account will automatically lock. And let me just clarify one thing that was probably a little bit unclear just a second ago. It's important to remember that all accounts will automatically deactivate after 60 days of not using it. So locked accounts -- sorry, let me just go back. 
Deactivated accounts must be reactivated within 30 days, or else the account will automatically lock. And then locked accounts require site administrators to email the data capacity NCQI TTA team to have the accounts unlocked. Sorry for the confusion there. If you suspect or receive confirmation of unauthorized nFORM access, report it immediately to the data capacity NCQI TTA team. All users will receive a series of up to three automated emails in the event of potentially having their accounts deactivated. The first email will come two weeks before deactivation is scheduled. If by one week before deactivation the user has still not logged in, they will receive a second email. Finally, one day before deactivation, if the user still has not logged in, they will receive the final automatic email. 
If a user reaches out to the site administrator within 30 days of the deactivation, the site administrator can then reactivate that account. But if you wait longer than 30 days, the DC NCQI TTA team will need to unlock the account. Once the DC NCQI TTA team unlocks the user's account, the user needs to log in within 24 hours or the account will lock again. As long as you are logging into your account on a regular basis, you should not need to worry about account deactivation or locking. But if you do run into problems, reach out to your site administrator. They can also close your account if you determine that you no longer need to access nFORM. Okay, so we're going to take a few minutes and pause for any other questions that have come up.
[Hannah McInerney] We have some great questions that have come in so far. So I'm going to take this opportunity now to answer the ones that have come in so far. We'll also be answering questions at the end as well. All right, let me pull up my list here. So I'm going to start with questions that we did receive around user accounts. So there was a question about user account limit. So every grant recipient will have a specified number of accounts that they can have active at the same time. We call them the maximum number of allotted accounts. And those were identified during the data sharing and user agreement process. So we've worked with all the grants. We have a few outstanding ones, but nearly all of the grants to identify the maximum number of user accounts that they need. Now, within that total number of maximum user accounts, grants have the flexibility to set up as many types of accounts as needed. So I'm going to give an example. 
Let's say that my grant has a total number of 10 accounts that we can have active at one time. I could designate two of those for site administrators. I could then designate another six of those to case managers, and then another two to general user account types. But really, you can shake it up and create as many accounts as needed within that 10 accounts, depending on staff roles, needs, responsibilities, things like that. So the answer really is to whether there's a limit on how many site administrator or case manager accounts you can create. The answer is the limit is just the maximum number of allotted accounts for your grant. 
Now there was another question about who is usually designated as a site administrator. So a site administrator has the most access to nFORM, both in features, functions, reports, and all client level data. So when you consider who should have this kind of account, think about who needs access to all of the different nFORM reports on your team, and who would need access to all client data at your grant. So good examples are data managers should absolutely have a site administrator account. In fact, ideally, they are the ones that we create an initial site administrator account for, which we will talk about. And then many times like project directors, program managers require site administrator accounts, and just any other staff that maybe have supervisory responsibilities, things like that. But it's up to your program to determine who needs that greatest level of access to nFORM. 
There was also a question about the general user account type. Just a note for our returning grants that these are the same three types of user accounts that were a part of nFORM for the previous 2020 grant cohort. So there's no changes to the three user account types. These still align with what was used for the previous iteration of nFORM. And then there was another question that asked, well, if we have five team members that need access to nFORM for inputting information into the system, what will need to happen is that after our team creates initial site administrator accounts for each grant, when nFORM becomes available, that site administrator will set up all of the other user accounts that their team needs. 
So after we create that initial account, they are the ones that then create the accounts for others. They'll also work with each staff member to determine what type of account they need, the information that they need for that user account, such as, you know, the email, that's your username, and then the phone number, and then the phone number that will be used for that multi-factor authentication code or MFA for short. So they will be taking the lead on that. Okay. 
So I think that answers nearly all of my questions I saw related to user accounts, but please feel free to follow up if I missed your question or if you have another one. Yeah, and so just to confirm another question that came in, so to confirm that initial site administrator will take the lead on creating all other user accounts, including other site administrator accounts, case manager, and general user for other folks at their team up to the allotted number of maximum accounts for your grant recipient. Mathematica or the TTA team does not create those additional accounts. Great. Okay. 
We got a great question related to data security as well. So the question was around compliance considerations or issues tied directly to using any secondary data systems. So nFORM is the primary information system that all HMRF grant recipients are required to use. So all HMRF-funded activities must be input into the system and should be the primary and first system you're using to input that information. Now if grants are also required or if programs are required to use a secondary system, let's say because of organizational requirements, you can still use that secondary system, but please note that just due to ACF security requirements, information from a secondary system cannot be uploaded into nFORM and vice versa. 
The nFORM does not work directly with another system. So in that situation, there would be dual data entry, which ideally programs are eliminating and avoiding at all costs. So just note that nFORM is your primary system for data collection and performance monitoring. And then the other question I did want to address before we move on was there was a great question about suggested workflows. So the question was really specifically around considerations for what other programs have found to be helpful in terms of entering real-time data for case management in particular. 
If there are any folks here that were a part of the previous HMRF cohort that want to drop any tips that they have in the chat about what worked well for their case managers and their data managers as well to ensure that individual services were being recorded in nFORM in a timely manner, please feel free to add that advice, add that advice, add those tips into the chat, we'd love to hear from you. I will say that we will talk much more about considerations, options, and a lot of other details related to using data tools to monitor nFORM and then also thinking a lot more about these workflows and tailoring them for your program. 
So an example is that for some programs, case managers would enter data after every session that they would have with a client. For other programs, we've heard feedback from grant recipients through our help desk that they found it most efficient to enter, case managers would enter all individual services at the end of the day for their caseload, for those folks that they worked with, so that everything was in the system before they left and went home for the day. But we'll talk about this a lot more, but that's a great question to just start really thinking about the workflows that are going to work best for your program, especially in using nFORM as part of like your daily program operations and monitoring. So great kind of question to kick off with. 
All right. And I think there's one more question I want to address and then we're going to move on. So there's one more question I saw come in asking about how do you change the amount of accounts originally requested? So my recommendation is to email both our help desk and copy your SPS, your assigned SPS, with the current number of nFORM user accounts that are allotted to your program and the change that you're requesting. And then we will follow up. Great. Okay. I am going to hand it over back to Danielle so we can keep moving forward.
[Danielle Robinson] Thank you, Hannah. Okay. Now we are going to discuss adding grant locations and service providers in nFORM. Grant recipients that serve clients in multiple office locations can record an nFORM user's primary location and the location where a client will be receiving services. Adding grant locations is one of many ways to tailor nFORM to your grant. Site administrators can add grant locations to track recruitment, enrollment, and participation by location. Recording the grant recipient location in the client's application form allows grant recipients to view their program's enrollment by grant recipient location in the query tool. 
Case managers and other users can be assigned to locations where they will provide services, but they will be able to view all clients for their grant recipient, not just those at their specific location. Site administrators can add grant locations by selecting the Settings tab and clicking Add Location on the Grant Configuration page. Grants can edit and delete locations, and you can find more information about those functions in the nFORM user manual when it becomes available. Site administrators are able to add and search for providers that refer applicants to your program and also those who provide outside services. 
The providers added to this directory appear in drop-down menus for related functions in nFORM, such as client referral options and workshop providers. Adding providers in applications, workshops, et cetera, will be a much more streamlined process for you if you use this tool. You can add service providers to your grants directory by clicking on the Service Providers tab and then clicking the Add Service Provider button on the Service Providers page. 
A new feature for 2025 Cohort is the ability to add more specific information about service providers and if they are a referral source to your organization. You will need to include whether the service provider is a partner agency, which means they have an MOU or partnering agreement in place to provide grant services, or if they are a service provider outside of the grant or if they are a referral source. You can select as many of these options as you need to. Again, this provides useful information to your program to analyze the connections between referral organizations and clients who enroll and participate at higher or lower rates. We've had so many great questions. We're going to pause one more time to see if there are any more.
[Hannah McInerney] I appreciate the excitement around the new feature for service providers and being able to add organizations that refer potential applicants to your program. It's nice to see others are as excited as we are about it. I did see we got another question just about the materials from today's training and then the other training sessions in the series. We are recording today's session. So this video from today's session along with these slides will be made available on the resource site very soon. And it looks like also there's a question about the nFORM manual. That as well will be made available by the end of this two-week training on the resource site. And we will mention in the upcoming trainings when it is available on the resource site for folks to access. 
There's another question about whether site administrators have already been sent their login information. So not quite yet. So nFORM is not yet available. Once OMB clearance is received, we will notify grants when the system is available and when we have started setting up initial site administrator accounts. So that information has not been sent yet. There's another question about how case managers assigned to one location could see participants enrolled at other locations. So that is right. 
So case managers can see client information outside of just those that are assigned to them in the system. And then there was a question about recommended ways to monitor, to collect and monitor data until nFORM is available. So just to note that ACF did circulate an option for how to record data in like Excel, for example, the kinds of data to make sure that you are collecting. And that will be helpful especially for your first annual report to ACF as well, which we will talk about in a later training. But you can check out those emails and links to resources available to you just to help track data before the system goes live. Great. Great question so far. 
Looks like there's another question about can clients data in regards to service providers be continually updated? So yes, I believe the question is about can you continually update information about clients throughout the program and maybe after, you know, they've finished workshops, for example. And the answer is yes, is that client records can always be updated regardless of status. There is one caveat to that and we will get into that at a later point. But largely, yes, client data can and should be continuously updated. But just note that nFORM is designed for grant staff and those that need access to your program's data. So for example, we wouldn't want to give user accounts to outside service providers who are not working with the program. So just keep in mind, you can think about how to share information about clients as needed with service providers. 
Okay, I think I covered all of the questions that came in, but don't hesitate to drop your question again in the chat if I might have missed it. All right, I am going to pass it back over to Danielle to keep moving through, but keep adding your questions to the chat along the way.
[Danielle Robinson] Awesome. Thank you, Hannah. All right, we are almost done, y'all. Our last major topic for today is setting up workshops and series. Workshops are group-based services that grants provide to their clients. The primary workshops are curriculum-based workshops that all clients are expected to complete when receiving grant services. Optional workshops are also group-based services, but the optional workshops are not part of the core curriculum and therefore are not required for all clients. So an easy way to think about the HMRF workshop series session structure is to think of it like an English 101 class, okay? 
English 101 is the workshop. It's offered in the fall semester on Mondays at 8 a.m., and in the spring semester on Wednesdays at 10 a.m. So those would be your series. And then each Monday or Wednesday class within the series is the individual session. A workshop is a curriculum or set of classes offered by the grant recipient based on the curriculum developer's specifications for group-based or individual programming. All grant recipients must offer primary workshops, and grant recipients may or may not offer the optional workshops that I just mentioned. 
The next step down in the session series is the offering of that workshop to each new cohort or group of clients to which the grant recipient plans to offer services and/or a curriculum together. Grant recipients may offer the same workshop in multiple session series to accommodate different client schedules. Grant recipients offering the same workshop but in different languages should set up a different series for the two offerings. For example, you want to set up a Spanish series and an English series. 
Grant recipients should give each session series a unique and easily recognizable name. The session occurrences are the individual classes within a session series. For example, a weekend session series of a given workshop may occur 10 consecutive Saturdays beginning in June. Setting up workshops, session series, and session occurrences following this hierarchy is necessary for acute, accurate reporting of workshop participation in the quarterly reports. 
A workshop must be created before a session series or occurrences can be scheduled. Only site administrators can create workshops. Under the Workshops tab, select the Workshops page to view all of the workshops offered by your grant recipient. That table will display the workshop name, the population served, whether registration is required for clients, in the enrollment category, the workshop type, and the total hours in the workshop. At the top of the Add/Edit Workshop screen, you'll see the Program field, which will be pre-filled with the applicable program type for your grant recipient. That is, Art, Ready for Life, or FORGE Fatherhood. The only optional field on this screen is the description box, where you can add any details about the workshop that are not appropriately captured in all of the other required fields. 
The site administrator should select the primary population to be served by the workshop and enter the name of the workshop, a brief description of it, and whether registration is required for workshop attendance. Site administrators should select Yes for registration required, if clients must be registered in advance of attending the workshop. Clients can then be registered by name for the workshop, so they can appear as expected attendees on the rosters for the individual workshop sessions. If the client misses a session occurrence and registration is required, nFORM will display the absence in the client's profile. 
Requiring registration does not preclude clients from participating in a workshop session on a drop-in basis as long as their nFORM enrollment date, which is the date that their status becomes active, is on or before the date of the session occurrence. Site administrators should select No for registration required, if client registration is not mandatory. Attendance for workshops that do not require registration will be recorded as drop-in attendance. Note that the workshop's registration required field cannot be changed after a selection is made and saved. 
Other required fields on this screen include the workshop's enrollment category and the total length of the workshop in hours. Remember that the total hours for your primary workshops must align with your workshop hours target. The site administrator will also select the relevant activities and, for Heart and Ready for Life grant recipients, the elements of the workshop. 
The site administrator will select the workshop type, which would be whether it is a primary workshop or an optional one, the workshop structure, and choose one or more curricula or other group service for the workshop. The drop-down here includes all of the curricula that were listed in your grant applications. When you start typing the primary workshop curriculum name, it should pop up for you. If you're offering an optional workshop, you can include that information in the Specify box. You will also include the total number of hours for each curriculum. The total number of hours from your curriculum must add up to the total number of hours to be offered. 
For example, if you entered 12 as the total hours to be offered and you choose two curricula, each curricula could be six hours to total 12 hours. nFORM's built-in edit check will confirm this for you. And then on day three of the training, we will cover adding session series and recording workshop participation. So stay tuned for that. And I went the wrong way. Okay. We are back to our Q&A, and I see that there's some movement in the chat. So I'll turn it back over to Hannah.
[Hannah McInerney] Great. Thanks, Danielle. All right. So we have some great questions that have come in. So I'm going to start a little bit more at the top and start with a question about service providers. So there was a question about entering information from a service provider into nFORM. And so I'm going to try and provide some information around this. If it still doesn't answer your question, please let me know. And also just note that today is day one, right? We're going to learn a lot more about entering referrals, client information, individual services, all of that in nFORM in the coming days as well. So it may be too that like your question is further answered on those other trainings. 
But to kick off here, so if a service provider, for example, provides your grant program with information about clients that they're also working with. So let's say this is an organization that you provide clients to to receive outside services. And they follow up with your grant and give you an update on what's going on with all of the clients that you have in common. 
So in that situation, just to know and remind everyone, nFORM does not work with a secondary data system, meaning that you cannot upload information into the system that comes from another organization. But instead, what you would do is you would add that information into individual client profiles where applicable. And there's also what we call a bulk update feature in nFORM. We're going to talk about that a lot more in a subsequent training session. But there are other options for grants to record various information about clients in the system. There won't be an option, though, for example, for service providers to access the system themselves and be able to go in and make updates. So again, follow up if you need more clarification. 
Okay, there was another question related to client profiles and specifically around client status. So the question was, when is the data a client status becomes active generated or, for example, after their profile is created? Oh, such a good question and such an important one. Good news is we are going to dive into all of that tomorrow when we talk about creating client profiles and enrolling clients in nFORM. But a sneak preview is that when you have a client who is ready to enroll, you fill out a client application for them. 
That client will then complete what is called the entrance survey. And then once they complete that entrance survey, they are considered officially enrolled in nFORM. And their client status automatically updates in the system to active, which means that now you can record all service delivery information for that individual. So again, the enrollment process is you create an application in nFORM under the Ready To Enroll status. That client completes or submits an entrance survey, and that is the point at which they are considered active or enrolled. So stay tuned tomorrow. Come back for a lot more information around that process. Great question. Okay. 
We have another question about whether programs will be able to edit notes in nFORM. So there are two -- well, actually, there's a few kinds of notes in nFORM. You can record notes on a client's profile related to like their contact information, kind of any other information grant staff should know about contacting that individual. And then you can also add notes for individual service contacts, which are those one-on-one case management sessions. And then you can also add notes when grant staff provide referrals to clients to outside services. So in the client profile, any notes you add there can be updated. Now, not all fields on a client's profile can be edited or updated after the record is saved. Please note that. But any notes that you type in about contact information can be updated at any point. 
Now, any notes you enter related to individual service contacts and referral, those notes cannot be edited. Now, we'll talk about this when we get to those sections in nFORM, again, in upcoming training sessions. But there are other options, for example, when you create a note related to a service contact. Let's say you want to add clarification to that note, or maybe there's missing information. You can add a second note to that service contact or referral as well. It works the same for both services. 
So this is all to say that there are many fields and elements of nFORM for client profiles and services recorded that you absolutely can update and edit throughout a client's time in your program and even when they leave your program. But there are some fields that are not editable. And just remember, this will all also be captured in the nFORM user manual as well, which will really be that comprehensive source of information about the system. Great. Okay, I am going to jump into some questions we received about workshops. So Danielle, if you wouldn't mind backing up a couple of slides for me. 
Back to that workshop. Perfect. Yep. One more. Back to the workshop setup screen you had. Oh, go forward. I think I said back. That's confusing. Like forward. One more. There we go. Perfect. Let's keep it there. All right. So there was a question about whether workshop details can be edited after it's created and then saved. So many of the fields on here can be edited. But note, you'll see that there is that little note in blue italic font under Type, where you go to select whether a workshop is a primary or an optional workshop. That field cannot -- thank you -- cannot be changed once it is saved. 
This is really a data quality issue more than anything else. So we'll talk more about this too in upcoming office hours. But over time, if your program starts with a certain workshop, and then that evolved, and now you're going to offer a new workshop, we'll talk about how to reflect that information in nFORM to really kind of give you like clean participation data throughout the life of your grant so that you can easily track participation by workshop. So we'll talk more about that. But just to note, you can edit details, but you cannot edit the type. Okay. There was another question asking about the term registration. So there's that field right under Workshop Details kind of in the middle of the screenshot there called registration required. This is another one that can't be changed after it's saved, by the way. 
So registration, it's a feature that grants can use if they choose to register clients ahead of time for a workshop. It is not required. It all depends on your program's flow and what works best for your program in terms of entering and tracking workshop attendance. But if you would like, if you select Yes here, it means that for all the session series that you set up moving forward, grant staff will have the option to register clients ahead of time into those session series and into individual sessions as well. I like that you asked about like, is this the same as enrollment? 
So I can see why you could also call this like workshop enrollment. But I will say that we really use the term enrollment around nFORM as it relates to enrolling in your program. When you have a client who has enrolled in your program and is ready to take part in a workshop, we would think of that as you would register them for the workshop. And then in each individual workshop session, you record participation or attendance. So in essence, registration, I think, can be thought of like you are enrolling them for the workshop, but we really do try and use the term registration to differentiate it from enrolling in your program. Great. 
Okay. I saw that we had some other questions come in. So let me go back to the chat here. Okay. Oh, okay. So there was a question about the options related to that structure field. So the structure is actually kind of related to the way that like curricula are offered in your workshop. So if you are offering a workshop that is just one curriculum, here's an example. Let's say you are a Healthy Marriage grant and you are offering Within My Reach. And that curricula is a 12-hour curriculum and it's the only one you're offering. So you would set up a workshop for Within My Reach and you would note that under structure, it's single because you're just offering the one curricula. 
Now, for others, there are some grants who offer more than one curricula in a single workshop. So let's say you have two different curricula that you're offering. You have these two other options called Blended and Linked. So you can think of them as if like let's say you have two different curricula and the first half of your workshop is lesson content just on that one curricula. And then the second half of your workshop is lesson content just related to your second curricula. That's actually a good example of a linked curriculum, of a linked workshop because you have curricula that can be cleanly tied to -- or you have sessions that are cleanly tied to one curricula and then sessions that are tied to another curricula. So it's linked. They're linked together. A blended is where each of your sessions or many of your sessions really combined lesson content from more than one curricula. 
So like let's say you're a FORGE Fatherhood grant and you're offering like a TYRO curriculum. But within that, there's elements of like other like economic stability curricula that you're offering in each of the sessions along with the TYRO content. You're kind of supplementing those in each session. That's a good example of like a blended structure. It's kind of it's blended. You couldn't necessarily parse it out very cleanly. And then there is an option for non-curricularized. Oh gosh, that's a tough word. That's a tongue twister. Non-curricularized. I think I got it. And that is a workshop in which it is not using a specific curriculum. 
So most often this will apply to optional workshops that Danielle discussed before or ones that your clients have the option to attend but aren't required to complete the program. Okay. That's the structure question. All right. Let's talk about the primary and optional workshops again. Danielle, can you go to that slide for me that has those two workshop types on there? Perfect. Okay. So workshops can be thought of as either primary or optional. Now, all HMRF grants are required to offer all primary workshops, if not more than one. And these are your curriculum-based workshops that every client who enrolls in your program is expected to complete. 
So every program has a target for primary workshop participation hours that will start in grant year two. So starting in the second grant year, all clients, each population that your grant serves will have a total number of primary workshop participation hours that every client enrolled in that population type are expected to complete. And they will do so by participating in your primary workshop. Now, your optional workshops are, first of all, not all grants offer optional workshops, but some grants do. 
So those grants, or any grant, can offer an optional workshop, but it is one that clients don't have to participate in, in order to complete the program. So they're not like a core part of your programming necessarily, but they're kind of like elective services that clients can be a part of. Great. Okay. I'm scrolling down to see what other questions we've gotten so far. So we've got a question on, is nFORM enrollment contingent on the actual entering of the enrollment form, including demographics, et cetera, or is enrollment based off of the client taking the entrance survey? 
Okay. So the answer is it's contingent on both. So tomorrow's training, we are going to walk through every step of creating a client application or profile, and then administering that entrance survey to kickstart enrollment into nFORM. So the first step is you create a client profile, and you enter all of the information required on that form. And then once you save that application form, the entrance survey becomes available in real time for the client to complete. And then once that entrance survey is submitted, that is the point at which the client is considered enrolled in nFORM. 
So let me give an example as well. So let's say you have a client who they complete their application form tomorrow, June 3rd. But they're going to need to come back to complete their entrance survey. So in that situation, the application form is saved, and that client will be considered an applicant pending enrollment status. Meaning, that they're not quite enrolled yet, it's still pending, and that is a client record in which you cannot record workshop participation, and they don't have an enrollment date yet. Now, let's say they come back the next day, they come back on, what's today, Tuesday, they come back on Thursday, and they complete their entrance survey. 
Now, they are considered enrolled in nFORM, and their enrollment date will be June 4th, Thursday, because that is the date they submitted their entrance survey and completed that enrollment. Great. Oh, and just to reiterate, it looks like there was a question about what is that section that said structured, blended, et cetera. So that's when you set up a workshop. So when you go to set up a workshop, you're going to be selecting all of the different elements of that workshop that you're entering into nFORM, and that is the place at which you will designate the kind of structure that the workshop is. 
Okay. There is a question. I'm just going to go now in order of what I'm seeing coming into the chat. So there's a question about drop-in attendance. I don't want to go into all the nitty-gritty details about it because we will be covering it more in an upcoming session all about recording service delivery, and I believe that is day three. So that will be Thursday's training session. Team, please correct me if I'm getting that wrong if it's not on day three, but I believe it is. 
And we are going to talk all about recording participation for clients who are either registered for a workshop session ahead of time. They come and they take part in that session as a drop-in client. The good news is that participation for either registered or drop-in clients really is counted in the exact same way in reporting. That registration feature is available to grants really to support your own workflow around managing workshop participation. So it gives you this option to be able to register folks ahead of time. Let's say that your program, you don't necessarily know who is going to be a part of a workshop series ahead of time. That's okay. In that situation, you would record all of your clients as drop-ins to each of your workshop sessions. And we're going to show folks in a couple of days in that training on Thursday how you'll do that. 
Okay. It looks like there was a question about in what cases would no registration be required. I think I just covered that. So the requirement of the grant is that you must record participation in workshops for your clients. But you are not required to register them for the workshops ahead of time. Okay. Okay. So it looks like there's just another question about clarifying this workshop registration piece. Does it mean that the case manager needs to manually register each client for the session, or does registration required mean that the session is counted towards 90% attendance requirement? So registration has nothing to do with counting progress towards primary workshop participation targets. It is just a means by which grant teams can create a record of which clients they expect to show up to the session. 
Now, let's say you have a client that you register for a workshop series ahead of time, and unfortunately, they don't show up. They don't come to any of the sessions. They don't respond to your follow-up calls to make up the content. Nothing. There is no participation data for that client. Even though they were registered ahead of time, because they did not actually attend the session, there is no participation data. That registration feature is really just about being able to have a list of clients you expect to show up. 
Now, on day three, what we'll talk about is actually recording attendance in each of the sessions and recording which clients attend and also which clients do not of those who were registered ahead of time. I hope this kind of clears up this registration piece a little bit more. Now, I see there's a question about how something would work with school-based programs. If you wouldn't mind just following up and just clarifying how does what work. I'm wondering if it's the registration piece or another piece, but if you could just follow up for me, that would be really helpful. Okay. All right. 
Next question I see is, would the entrance survey be two surveys? Now, I just have a feeling this question is coming from a program, perhaps that was part of the previous cohort, because I guess I'll just go ahead and give the spoiler. If you were part of our previous cohort, you may remember that there were three client surveys. Well, for the current cohort, there are now two client surveys. There is one entrance survey, and there is one exit survey. 
So your clients will only take one survey at the time of enrollment and initial participation in your program, and then they'll take an exit survey when they finish work. We have a question about how many clients are allowed per class. Oh, I see an exciting reaction. I know. It's very exciting for a returning grant in particular. How many clients are allowed per class, or is that up to the director? And the answer is, that's right. It's really up to your program how many clients are allowed in each of your workshop sessions. That may be something as well, that may be information that's like recommended or available from a curriculum developer as well. They may have recommendations around that. But as you can see, like on the screen here that Danielle has up, that when you set up -- oh, I'm sorry. 
That's actually going to be part of when you set up session series, I apologize, which we're going to talk about in upcoming trainings. When you set up session series, you will actually in that screen record either the total, like the maximum number of clients allowed at that session as decided by your program, or whether there's no maximum amount that's specified. Great. Okay. I'm just scrolling, give me one moment. 
So just to clarify again around the enrollment process, clients are not considered enrolled until they complete the entrance survey? And that's right. They are only, you essentially, when you just create a profile for them, and and they haven't yet taken their entrance survey, nFORM considers those clients as the status they'll get is applicant pending enrollment, and that status is automatically set by nFORM. And that is the indicator, and we'll talk about using that status as a really important monitoring tool. That status applicant pending enrollment means that there is a client record created for that client, but they are not yet enrolled. They're kind of like in this limbo stage. So once they submit an entrance survey, that is the point at which they are enrolled. 
Okay. There's another question about when nFORM does become available. Will you be able to access information for past clients? So the answer is no. Even if you are a returning grant, you are starting brand new. It's fresh. There is no previous data for your program in there. So you will not have access to client information that from, you know, from an individual that may have participated from your program in the past. Good question. 
Okay. So there's a question about recommended tablets for testing or for survey administration. So specifically, we recommend the Samsung Galaxy and iPad tablets for clients to complete surveys on. So we'll talk about this more tomorrow, but just a note that clients will need to complete surveys on devices not in use by grant staff. So that is why we recommend that your program use tablets, for example, that are really just used for clients to complete surveys on. So these are the two, the Samsung Galaxy and iPad. Those are the two models that we have tested with on our team and we recommend. 
That does not mean that other tablets such as an Amazon Fire or a Lenovo won't work for survey administration. They may very well, but our team just didn't test with those specific models. I think what's also really important for grants to keep in mind is that the nFORM and the surveys should be accessed through either Google Chrome or Microsoft Edge and not through other browsers. So that's the other thing to consider if you're using a tablet is, for example, you're not using like Mozilla Firefox or some other browser for clients to complete their surveys. 
There's a question up here. Is it safe to assume all workshop details are outlined in the curriculum so it can be entered into the description area? Absolutely. So that description field is a great place to just document any other details about the workshop that are important for your whole team to know so that anyone from your grant with a user account that logged in can just see all the applicable information in nFORM about that specific workshop. 
So again, this could be a great place to enter some notes about like curricula developer notes, for example, or anything else that that's worthwhile to add. All right, we have about five minutes left and we've gotten so many good questions. So keep them coming. I'm going to keep going for the full five minutes. And just a reminder as well, tomorrow, when you come back for day two of training, if you have lingering questions, you can ask them tomorrow. And then on the other side, you can email our help desk team again if there's anything that we weren't able to answer today and we'll get back to you. 
Okay, next question is, can clients complete the entrance survey online or remotely? And the answer is, yes, they can complete the survey remotely. And we'll talk a little bit more about that tomorrow and the ACF approved options for having clients complete virtually or on their own. There's a question about, could a participant case management detailed assessment received from a different case management system inform nFORM? Inform nFORM, I like that. 
So again, just a reminder, you won't be able to upload information into nFORM from another system. But you do have the option to manually enter information yourself into nFORM if needed. So you could do that. I think there's a follow-up in here about the school-based administering potentially like registration and workshop attendance for school-based grants. And if I'm not correct, please feel free to follow up. But just to note that we're going to really dive into that more in the upcoming training, especially the office hours. There will be an actual, there will be an office hours session at some point that specifically talks about for the school-based Ready for Life grants. So we'll also see our recommendations for using nFORM to align with an academic calendar year and working with schools specifically to collect and monitor data. So just stay tuned for more information about that. 
Okay, question is, will programs have access to the surveys? Yes, absolutely. The surveys are still being reviewed by L&B. So once they have been approved, we will post PDFs of surveys for each of the population types and in both English and Spanish to the resource site. And there will be information available. We'll communicate that information when the surveys are available on the resource site. 
All right, I'm going to take one or two more questions before we wrap up here today. So there was a question just confirming whether the applicant characteristic survey is still required. That was a survey that was part of the previous cohort. And the answer is no. The surveys have been streamlined and elements of that survey have been included now in the entrance survey, but it's just the two surveys, entrance and exit. All right, and a lot of other questions I see about survey administration. Let's come back to that tomorrow, because we are going to go through all of the steps around survey administration tomorrow. I know everyone's really excited about this. So I look forward to all of you coming back tomorrow as well. Okay. Oh, my goodness. Great questions. All right, and so I think I'm going to pause here. 
I'm going to end here for today. Again, please email anything that's still top of mind for you to our team. And just a reminder that once the resource site does become available again, we apologize again that -- I know we're very excited that everyone went to the resource site, but it looks like that traffic kind of jammed it up. So once that resource site becomes available again, if you click on the, it's called a topic when you filter on the types of resources available. There's one that is the topic is just like training videos. If you click on that, there are two videos currently available on the resource site. That's that Introduction to nFORM and CQI and Keeping Data Secure video. So just make sure to check those out if you haven't yet. 
All right, let's go to our wrap up here. All right, so once again, the nFORM user manual will be made available on the resource site in the coming days. And to read more detailed information about what we did cover today on data security and nFORM setup, you can review modules 1, 2, 3, 5, and 6B in particular. And then on that resource site, you can check out that nFORM user accounts tip sheet as well. And I do want to cover some data security reminders before we end for today. Excuse me. 
So just a reminder, when you're reaching out to us or you're communicating about clients in general, again, just make sure to never text or email personally identifiable information or PII like client names. Never take screenshots. And just make sure that along with watching that Keeping Data Secure training video, that all of your grant staff that will be using nFORM also review Module 1 of the nFORM manual. And again, you can always reach out to our team at nformcqita@Mathematica-MPR.com with your questions. 
All right, let's close out for today and take a look at what we have on deck for tomorrow. So our session tomorrow, again, is focused on recruiting and enrolling clients and survey administration. So hopefully we'll see you all again at this same time tomorrow, 1:00 to 2:30 p.m. Eastern Time. And if needed, just don't forget to register for the session again using that Day 2 link in the HMRF Weekly Digest email. And pass along that link to others on your team. And as a reminder as well, today's session is recorded and we will post the recording and the slides in the coming days for those on your team that weren't able to join us. And we'll do the same for the subsequent session. 
All right, everyone. I took us one minute over, but I very much appreciate all of your great questions. I appreciate you joining us today. We are so excited to really kick off this journey with everyone. And we look forward to seeing you tomorrow and in our other training sessions. All right, all have a great day. See you tomorrow. Bye.
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