Mathematica Policy Research, Inc. – Well nFORMED Training, Day 2: 
Enrolling clients and administering surveys
[Hannah McInerney] Hi, everyone, and welcome back to day two of our nFORM and CQI training. So if you haven't had a chance yet, just please note in the chat your name, what program or organization that you work with, and the target population that your programs serve or will then serve. So I know that we'll all get to know each other very well over time, but I'm really excited to see so many of you back today. Yesterday, we covered how initial nFORM site administrators will set up nFORM in preparation for data entry once nFORM becomes available. And today, we are ready to kick off that journey of learning how to record and start monitoring client data. 

So today, Laura Zatlin and I, Hannah McInerney, will be your tour guides as we cover how to create client applications in nFORM, enroll clients, and administer surveys. Laura is a member of our Data Capacity and Continuous Quality Improvement or CQI TTA team, and she comes to us with years of experience providing technical assistance to various human service programs. And for those that weren't able to join us yesterday, my name is Hannah McInerney, and I'm the lead of the Data Capacity and CQI TTA team. And having led nFORM and CQI TA for the previous cohort, I'm really looking forward to working with all of you over the course of this grant. 

So before we get started, I'd like to cover a few housekeeping items. First, please make sure to keep your line muted during today's session. Just note that you can ask your questions using the chat feature in WebEx. Second, closed captioning is available for today's training by clicking the CC icon in the lower left corner of your screen or by selecting Control, Shift, and the letter A. For sessions in which we include polls, we'll be using WebEx's Slido feature to launch polls. So in those, we'll ask a question. The poll will automatically pop up in the right-hand panel. And then if needed, you can click on the Apps button at the bottom of the screen and you would select Slido from the option. 

We are also recording today's training. So both the recording and the slides from today will be made available on the HMRF Grant Resource site at HMRFGrantResources.info. And we ask that you share the materials posted to the resource site with anyone from your team that was unable to join us today or also yesterday. And for those of you that attended yesterday's session, we apologize for the issues that related to connecting to the resource site. We were thrilled to see how excited you all were to access those resources that we were dropping links to in the chat and in real time. But that high volume of traffic bumped up against the security feature on the site that we've since adjusted. 

So today, everyone should now be able to see the resources that we linked to and you should just overall be able to access the resource site. If you experience any issues, please let us know. But just know that we appreciate your patience with that. So as I mentioned, yesterday's training session focused on how grants will set up user accounts, locations, service providers, and workshops in nFORM in preparation for collecting data. So today, we'll cover how grant staff will create nFORM profiles for applicants who are either in the recruitment stage or who are ready to enroll, how to enroll a client in the system, and how to administer the two client surveys called the entrance and exit surveys. 

And then the next four sessions in our training series will build on information from yesterday and today. So these upcoming topics include how to record service delivery and use data for program monitoring and CQI. So our training tomorrow is from 1:00 to 2:30 PM Eastern Time. And then days three through six will be held next week, Tuesday through Thursday at that same time. The flow for today's session will start with how to create an application for a client in nFORM, which grants staff access by clicking on the Clients tab. And then we'll give an overview of how survey administration works and dive into more specific details on each step in the process. 

Once you learn the process for administering client surveys, we'll dive deeper into how to tailor survey administration for group settings, for scenarios where paper surveys are required, and how to administer surveys virtually. And then we'll use the rest of the session to answer your questions. So again, the nFORM functions that we'll cover today, they're all located under that Clients tab, meaning that everything to do with creating profiles and administering surveys, that can all be found in this hub in nFORM when it becomes available. So the journey for collecting and adding data to nFORM really starts with creating a client record. 

So for our returning grants, we are very excited to share a new enhancement for this cohort where programs can create client applications to track those who are in the recruitment phase and also applicants who are ready to enroll. So let's walk through what this looks like. So new for this cohort, grant staff can now have the option to create a client record for an applicant during the outreach and recruitment phase to support the process of moving clients from outreach to enrollment and to improve data monitoring and analysis around referral source. 

So note that grants, you're not required to create applications for people during the outreach phase if it doesn't align with your program flow. For example, if all the applicants that you work with are those who are ready to enroll, you could just create a profile for those individuals in this Ready To Enroll status. To create an application, the first step is to navigate to the Clients tab in nFORM and select Add Client from the screen, which will display a new application form. In the top right-hand corner is where you select whether you're completing an application in either the outreach stage, which would be for a potential client who may be interested in enrolling in your program, but they're not quite committed yet. 

Or in that Ready To Enroll status for clients who are ready to start that intake process. That application status date defaults to today's date, but you can update it if needed. And then you'll also select who is completing the form from nFORM users at your program with case manager privileges. And then you'll offer the Privacy Act Statement, or PAS, to the client either in writing or you'll read it aloud to them. And then you'll check the box on the screen to indicate that it was provided to the client. Just note that the PAS should be read aloud exactly as it's written on the screen. 

So the next section of the form is where you'll provide information about the client, including their first, middle, and last name, date of birth, and whether their primary language is English, Spanish, or another language. And then you'll select the location where they plan to receive services. And as a reminder, during yesterday's training, we covered setting up grant locations or those places that you'll provide programming. So those locations you set up under the Settings tab in nFORM will appear in the dropdown menu here. 

And then you'll choose a population type for the applicant based on your program's definition of its target population or populations if serving more than one. It's important to select the correct population type here so that you can monitor clients' progress towards enrollment and participation targets, and to ensure that the client is administered the correct entrance and exit surveys. All part grants will have the option of selecting either adult couple or adult individual populations. Ready For Life grants will only have a youth option. And then FORGE Fatherhood grants can choose from either community fathers or reentering fathers. 

Every grant staff working in nFORM should confirm that they understand the ACF-approved population types that their program serves, and also how your grant defines each. So while many fields on a client's profile can be updated as needed, a client's population type cannot be edited once they have submitted an entrance survey. All right. After selecting the population, you'll also choose the referral type for the client and the referring provider's name unless that client was a self-referral. The drop-down menu for the provider name includes all organizations that were added to the service provider directory that are listed as sources that provide referrals to your grant. 

Note that if a client was referred by an agency that's not on the drop-down menu on the client application, grant staff should first add that provider to the service provider directory and then complete the client's application. In the future, local evaluation grants will click that checkbox indicating if a client is part of their local evaluation. And grant recipients also have the option to record whether an applicant was screened for intimate partner violence or teen dating violence, and if so, whether it was detected. Now next, you'll list all the contact information for the client. 

So at a minimum, you must provide either an email address or a phone number. If a client does not have a phone number or email, you'll check the box indicating that that contact information is unavailable for them. Under social media, you can select from Facebook or Messenger, Instagram, LinkedIn, or WhatsApp, or you can add a different social media platform. And under that other info text field, you can add additional information about how the client prefers to be contacted or any other details that could help staff working with that client to know for future outreach. 

Before I move on, note that required fields throughout nFORM are indicated by this red asterisk next to the field. The amount of required information on the client application form varies depending on whether you're completing the form for an outreach or a ready-to-enroll client. Less information is needed for clients during the outreach stage. So during that phase, grant staff are only required to provide first and last name, referral type and provider name, and either a phone number or email address. When an outreach client is ready to enroll, grant staff will need to provide additional information to the application form. 

To finish the application, grant staff will enter at least one address and, if possible, additional contact information. If a client cannot provide a home address, you can ask the client for the address and place at which they most often sleep, such as a friend or family's address or shelter. While additional contacts are not required, it can be very helpful for grants to have at least a couple of people who will know how to reach out to the client if needed to follow up about program participation and completing outstanding surveys. 

To record additional contacts for a client, you would click the Add Contact button and record the name of the person, their relationship to the client, phone numbers, an email address, social media information, and any other information about that individual's preferred contact method or any other relevant details. For clients in the recruitment and outreach phase, grant staff can assign them a case manager by clicking the Edit button on the client profile and selecting one or more case managers that will work with that individual. Grants should also record any individual service contacts and referrals provided to clients prior to enrollment on the Outreach tab of the client's profile. 

This may include initial one-on-one sessions where a case manager provides more information about participating in the program. Perhaps they conduct an initial assessment, answer applicants' questions, and provide referrals to outside services. Note that ACF guidance is that clients must be enrolled in order to receive incentives and to participate in workshops. We'll walk through each step in recording individual services during tomorrow's training session, so join us then to learn more about how to add this information to nFORM. 

If you have filled out an application for an Outreach client and that individual is ready to enroll, the next step is to update the application status from Outreach to Ready to Enroll. Now, once you've selected that Ready to Enroll status, you'll need to provide the Privacy Act Statement again to the client as required by ACF and then check that box again to indicate that it's been provided. This is the point at which you'll also complete any additional fields that you did not fill in the application form previously, specifically those that are required for Ready to Enroll clients but not for Outreach clients, such as date of birth, primary language, population, and a primary address. 

If a client refuses to give their date of birth, we recommend trying at least to record the correct month and year. And once you've finished the application form for a client who is ready to enroll, that client status will automatically update to Applicant Pending Enrollment. Now, let's say you're working with an applicant who was interested in the program during that outreach phase, but they ultimately decided not to enroll. In that case, you'll edit their client status under the Program Information box in their client profile to Will Not Enroll, and then update the status change date if needed, and then click Save. 

If that person decides in the future to move forward with enrolling in the program, you can always edit their status and then move forward with the intake process. So now we've finished the client application, yay! But we still have another step in the process to enroll the client since completing the application form alone does not mean that they're enrolled in nFORM. I know we talked a bit about this yesterday. We received some questions. So this is what we mean by we've completed the application form, but they are not yet enrolled in the system. Enrollment officially occurs only after the entrance survey is completed. 

Once that entrance survey is submitted, the client status automatically updates from Applicant Pending Enrollment to Active, which means that grant staff can now record service delivery information, including workshop attendance, individual service contacts and referrals provided after enrollment, and incentives and program support. We'll talk about this much more over the course of this training and in office hours, but it's very important to confirm and monitor that clients are being enrolled in nFORM, not only to ensure that staff can record service delivery, but it also affects reporting. 

So programs should monitor those clients who remain in that applicant pending enrollment status to quickly follow up as needed to finish the enrollment process. All right. So now that we've talked about the client application, let's shift into survey administration. All HMRF grants are required to administer two surveys to clients, an entrance and an exit survey. Responses from these surveys are an essential component of performance measures, both for reporting to ACF and conducting CQI. In our Day 5 session, which will take place next Wednesday, we'll discuss how grants can monitor survey outcomes using select nFORM data tools. 

Let's start, though, with the entrance survey. After completing a client's application, the next step for grant staff is to administer an entrance survey. Again, submitting the survey is what finishes the enrollment process and automatically updates the client's status to active in nFORM. Clients will also complete an exit survey at the last workshop session. This survey does not become available in nFORM for a client to complete until at least 14 days after the entrance survey is submitted. So if your program is shorter than 14 days, it's important to update your data capacity and CQI plan to include details on how you'll follow up with clients to complete the exit survey. 

Note that OMB clearance is still pending. But once approved, after this been approved, PDF templates of each survey for all populations and in both English and Spanish will be posted to the resource site. Now, ACF designed both of the client surveys to be self-administered, which supports increased data quality, privacy, and also consistency. Laura will cover the details of how to administer each survey in a few minutes. But the key features of these surveys are that they're intended to be flexible and user-friendly for all clients. Both of them are accessed using the same URL or nFORM.acf.hhs.gov /nFORM/survey. 

Clients will be taken to the correct survey using a specific username, which is their client ID, and a password. Surveys for each client are accessed through a client's profile. The entrance survey becomes available once the client's application form is completed, and then the exit survey only becomes available 14 days after that entrance survey is submitted. The surveys are available in either English or Spanish, and they can be completed on either a computer, tablet, laptop, or smartphone. For those returning 2020 grants, note that we have optimized and tested surveys on smartphones for this cohort, so they can now serve as an option for completing surveys. 

Clients will complete surveys on a device by reading and listening to questions and clicking on or entering a response, thus helping protect a client's privacy. There are different versions of the survey for HM adults, which includes both adult individuals and adult couples, HM youth, RF community fathers, and then RF re-entering fathers. Clients will receive the version of the survey that matches the population type recorded on their application form. All of the web surveys also have automatic skip patterns built in to direct clients to relevant questions based on previous responses. 

Note that clients can also choose not to answer questions if they would like, which encourages clients to still finish a survey, even if they're not comfortable with a particular question. Here's an overview of each step in the survey administration process. You'll start with preparing to administer the survey by generating login information for the client, and then opening the survey URL on the device that they'll complete the survey on. Then you'll explain the survey and how the client will complete it, along with answering any questions using a standard survey script. After the client understands those next steps, you'll give them their login sheet or a note card with their survey username and passcode. 

And as the client completes that survey, you'll just remain available for any questions that they have along the way. And as a last step, grant staff will confirm that the client submitted their survey. You can seamlessly administer surveys to clients really by following our tips to ensure high-quality data collection. 

So first, make sure to designate and provide a private area without distractions for clients to complete their surveys in, and make sure that they each have their own device. Grant recipients must have separate devices for clients to complete their surveys on from the ones that staff use to access nFORM. Remember to also keep those devices charged to reduce any potential delays in completing surveys. 

Next, it's helpful to bookmark the survey URL on all devices clients will use to complete surveys on. If a client will use their own mobile phone, make sure to provide the URL to them as well. The surveys include an audio option called ACASI, which stands for Audio Computer-Assisted Self-Interview Technology. And clients can choose to listen to recordings of each of the questions and response options. To make sure clients feel comfortable listening to questions and to remove distractions for others, if applicable, make sure to offer earbuds or headphones. 

Grant recipients should also develop a standard survey script that explains how the surveys work, the measures in place to protect their confidentiality, language that encourages clients to answer questions, and also include space for clients to ask any outstanding questions that they have. Note that while we want clients to answer all questions in both of the surveys, they can still enroll in the program if they choose not to respond to any or all of the items. And lastly, we encourage you to review detailed information on survey administration and data security in Modules 1, 5, and 7A of the nFORM User Manual once it becomes available. 

When clients are ready to complete either the entrance or exit survey, grant staff can either generate login information for an individual client through their client profile, or generate passcodes for multiple clients at once using the bulk update feature, which Laura will also cover in more detail. Clients will need both the username and passcode to log into the survey. The username will be their client ID, which is the same for both the entrance and exit surveys. A unique passcode will be generated for each survey, and they're valid for up to 96 hours and then can be used up to 10 times. It can be helpful to consider these passcode features when you're refining or updating your data collection or data capacity plan. 

For example, Ready for Life grants serving youth in schools can generate bulk passcodes for students several days before actually having them complete their surveys. When you administer a survey to an individual client by clicking on that survey in their client profile, this Generate Survey Passcode popup appears that includes the key information staff need, including the survey URL, the client's ID or username, and then that unique passcode. When generating bulk passcodes, the same information for clients will be provided on the survey login sheets automatically created in nFORM. 

Before I turn it over to Laura to discuss steps in the survey administration process in more detail and also answer some of your questions before we move on, I want to highlight the ACASI feature that I mentioned earlier. Now, each question in both the entrance and exit survey includes an audio recording that clients can click Play to hear read back to them if they cannot or do not want to read them. The recording is available in both English and Spanish, so clients completing the survey in one language will have their recordings available in that same language. 

And along with offering earbuds or headphones to clients so that they can listen, grant recipients should also include in their survey scripts a description of how to use this audio. Clients must tap that right facing arrow on the screen to play the recording since they don't start automatically. This also allows clients to listen to recordings for only specific questions if they don't need the audio for the entire survey. Note that encouraging clients to use those ACASI features supports accessibility, especially for clients with lower literacy levels, those who prefer audio learning, and for those who may just feel more comfortable hearing questions privately. 

All right, before we move on, I think that there are some questions coming into this chat because I can see it in my peripheral vision. So I am just going to scroll up to the chat and just address some of the questions that have started coming in. If I missed your question, please go ahead and re-answer it into the chat once Laura jumps into this section on Steps to Administer Client Surveys. We'll have time available towards the end of the session as well to keep answering your questions.

[Laura Zatlin] And many of the questions that have come in -- sorry, go ahead.

[Hannah McInerney] Go for it.

[Laura Zatlin] And many of the questions that have come in, wait and see, because we have the answer to some of them in the second half of the presentation for sure.

[Hannah McInerney] Perfect. Thank you for giving everyone a heads up about that. Okay. Yeah. So I see a question about kind of that status variable on the client application form, whether it's editable. Yes, it is editable, meaning that you can, you will update it when you have an outreach applicant who is ready to enroll. So you'll select the Ready To Enroll status. But just note that it can't go back the other way. So someone can't go from Ready To Enroll back to Outreach. It can only be updated in one direction. So just keep that in mind. Good question though. 

There's a question about the population field set to a default for those grants who are only serving one population. So for example, if you're a FORGE grant and you have technically both of the options of community fathers and re-entering fathers to choose from, could the default be community fathers? That's a really interesting question. I'm actually not totally sure what the default is right now, but I think you need to go in and actually select a population. Like you have to actively click on it and say select population and pick one. It won't default to a population, but that's an interesting idea. 

Question about referral sources. So the question is, do referral sources get populated in all client records or do we have to re-enter them in each client record? So when you create client application, that is the point at which you select the referral source. So those are done manually for each of the clients because there is not a bulk feature option to create multiple client records at once. So just keep that in mind. There's a question about why you would want to know the social media contact information of a participant. Well, in this day and age, there's a lot of individuals that communicate, I'll go ahead and say primarily through social media, right? 

So if you have that option at your organization to use social media as a platform for communicating with individuals, if you have participant social media information in their client profiles, you could use that. You may find out that clients prefer to be messaged through certain social media platforms as well. And that's something that you would enter into that other information field in that section of the profile. Now, if your program does not allow to use social media for that kind of communication, then you don't have to fill that out or enter that information. But we added it there as an option. Okay. 

Oh, I see a shout out for being able to track clients in that recruitment phase. I'm excited that you're excited about it as well. We were hoping the returning grants in particular would be excited about that. Oh, there's a question about that check mark about the local evaluation. Yes. So as of right now, no one is using the check mark about local evaluation yet. That will only be used when specific grants are funded to conduct local evaluation. So just know that when that time comes, if you are one of those grants, you will be working with your local evaluation team or TA team as well to talk about next steps in terms of using nFORM as well as part of your local evaluation. Okay. 

We have another question on here I saw. Okay. So the question is about kind of using the centralized referral database and just confirming that when you add organizations that provide referrals to your program, so they're providing client referrals, that those organizations now have a record saved in nFORM. So that when you are creating new client records, you just have to, under referral source, those organizations you've entered into the service provider directory, those will be right there available in the client profile. So it's not like you have to go in every time you create a new client record and add that referral source again. You just have to add it once into nFORM under your service provider directory and then select that organization from the dropdown menu. Okay. 

Let's see. There's a question about what if a client drops out of the program midway. So we will be talking about that later on. I think that comes tomorrow. So there are status codes, right, that you'll update throughout a client's journey in your program. And there are statuses that you can select to indicate when a client is no longer participating in your program. And then more specifically, it kind of gives oftentimes like the reason as well for why they're no longer participating. So stay tuned tomorrow for more information about that. There's a question about ISCs recorded in that outreach stage. And if they will count toward the required eight service contacts, that's just for FORGE programs, if the client eventually enrolls in the program, and the answer is yes. 

We will be talking about this later on. But just a sneak peek that on your annual performance progress report or PPR, that report includes a section on number of substantive ISCs provided to clients. And for our FORGE Fatherhood grants, all ISCs provided prior to and after enrollment will count towards that number. Okay. There's a question here I see about kind of using another information system to monitor clients prior to enrollment. And the question is, do we need to add these kind of pre-enrolled clients to nFORM? So just a reminder, and for folks that weren't able to join us yesterday, there were a couple questions just about using secondary information systems along with nFORM. 

It's important to note that nFORM is the information management system designed by ACF that all HMRF grants are required to use to enter information about activities and clients being served using their HMRF grant. And what that really means is that nFORM should be your primary information management system. So when you are conducted, like when you are in outreach phase, when you are working with clients throughout service delivery, all the information, all that service delivery data needs to be entered into nFORM. And we understand that some programs and organizations have secondary systems that they're required to use. But just note that all your activities related to your HMRF funding need to be entered into nFORM. Okay. 

All right, I'm going to go through a couple more questions, and then I'm going to pass it over to Laura to keep going. And we'll come back to your questions as well a little later on. All right. So there's a question about if a client is temporarily housed at a service provider, will their primary address be the service provider's address? Yes. If a service, let's say it's a shelter, and that is the service provider, but the client is also temporarily living there. If that's the place at which they can receive mail, for example, you can record that as the address for that client. All right. 

I'm going to go to one more question and then I'm going to pass it over to Laura. So there's a question about if a client drops out after 14 days but has not attended any workshops, should they still complete the exit survey? Oh, great question. ACF requirements is that all clients who complete an entrance survey are also expected to complete an exit survey. So that does include a client who perhaps enrolls in the program but then did not attend any workshops. You would still follow up with that client to have them complete that exit survey. Great question. All right. I'm going to turn it over to Laura, who's going to walk us through more of these logistics for administering client surveys, and we'll come back to your questions later on.

[Laura Zatlin] Thanks, Hannah. All right. Let's jump into it. How do you administer these surveys to your clients? What is that going to look like? Let's go through this journey. So first, we know that to set you all up for success, we've got to give you the right tools, right? And when it comes to administering the survey, it helps to know what you're going to say. It helps to have some tips top of mind so you can create the most consistent and comfortable experience for your clients. So that's why we created these survey scripts. 

So the survey scripts, for those of you that are not familiar, are an important tool to encourage clients to complete the survey so that you can collect high-quality, consistent data every time, both during exit and entrance surveys. On the resource site, we have a tip sheet that gives you 10 tips for survey scripts and an example script of what it is that you can say when you are administering the survey. So on the right, you will see a screenshot of what this one-pager looks like. It's simple, it's super easy to follow, and it's maybe even something that you can print out and keep handy on your desk. 

On the first half of the one-pager, this column on the left labeled Tips, that's where we will give you tips to optimize the survey administration and the survey experience. These are things like how to build trust, how to explain what confidentiality means, reminding clients that they can skip any question that they don't really want to answer, and kind of planning ahead for group administration. So it gives you gentle reminders to maybe have a snack ready or a quiet activity when you're administering surveys in a group setting. The more comfortable that clients feel during the survey process, the better and more complete that the data tends to be. 

And then to make it even easier, we also provide a What Am I Actually Going To Say section. So that's the template you see on the right labeled Example Script. You can make it your own, or honestly, you can just use it as-is. The takeaway here is that this gives you a strong foundation to get started. And then, as you get more comfortable, you'll naturally make it your own and you'll flow with it. 

So we have our script, we set all the things that we need to say, we have all our tips implemented, and our clients are all set up. Let's walk through the actual survey administration process for individual clients or for one-on-one administration. As noted earlier, we definitely recommend that you bookmark the survey links to the devices that you will be using. So open the URL on the device that you're going to use to complete the survey. 

Next, enter the client ID and passcode, or have the client enter it. Each client will have a unique ID and a unique password. Have the client confirm that the name that they are seeing on the screen that pops up is who they are. As a reminder, the passcodes and client IDs are valid for 96 hours or up to 10 uses, whichever comes first. So on the right-hand side, you'll see a screenshot of that login screen I mentioned. This is where you'll enter the client ID and the passcode. If you have Spanish-speaking clients, you can click the Espanol link that is located on the left right here underneath the login screen. The survey will then appear for the client in Spanish, and this will include the ACASI recordings that we just talked about. 

Overall, clients can take as long as they need to complete the survey, and I saw that this was a question that came in. However, the survey will automatically time out after 30 minutes of inactivity just to help keep the data secure. If that does happen, though, note that their responses will be saved, and if they do time out, they can sign back in. While the client is taking the survey, staff should stay and be available in case there's any questions or they need any help navigating the survey. Again, remember that the client can skip any questions that they don't want to answer. And when they finish the survey, make sure that they fully submit the survey by clicking Yes, Submit My Survey, and Next. 

As you can see on the image on the right, which shows you the Submit Survey screen, there are two options to submit the survey later. So it's important to confirm that the survey was actually submitted before the client leaves. Once the survey is submitted, the last thing you want to do is confirm that the survey status in nFORM is showing up as completed, so that it registered the submission of the survey. As you can see on the image on the right, under the Client Profile, you'll have a section labeled Client Surveys. There, you'll see the Client Survey type, you'll see the status, and you'll see a date field. If the survey was properly submitted, you will note that the status has been updated to Complete with green text and a checkbox, and a date will register under the date field automatically. 

And finally, make sure that you clean and charge the devices once they're done with this administration so that it's ready for the next client or group. I know it sounds simple, but having devices prepped ahead of time makes survey administration go by so much smoother throughout the day. Now, let's pause to see if there's any questions coming up related to individual client administration. Right after we chat here, I'll talk about group settings and paper surveys and remote surveys and all that good stuff. So Hannah, any questions coming in related to this individual survey administration?

[Hannah McInerney] Yes. Okay. So we've gotten some good questions about individual survey administration. I'm going to try and kind of comb through here. And again, we'll continue answering questions a little later on. Okay. So there is just a question in general about kind of the, not optional, sorry, the voluntary nature of survey completion and how clients are not required to answer questions. And if they choose to not answer a survey, they can still participate in the enrollment program. So there is that option, right? They can refuse to do a survey and there's an option for that, for grant staff to record that. 

But still considered survey submission if the grant staff select refusal. And then they can move forward with enrolling the client in the program. And just a note too that it's good to include in your survey scripts, right, that they can skip over any questions that they don't want to answer. But also, you'll provide all the reasons why we want them to answer as many as they can. So they can skip over and still complete the survey that way. There's a question about languages and whether there's any other languages that the surveys are available in other than English or Spanish. 

So just a note that they are only currently available in English and Spanish. But programs can have the surveys professionally translated and then provide those translated paper surveys to clients and then enter the responses into nFORM. And we will talk about that a bit more as well. There was a question about creating a QR code that you could provide to a client to scan in order to access the surveys. The answer is yes. You can create a QR code with that survey link, but we are also exploring options to add QR codes as well to TA materials. So stay tuned about that. There was another question about earlier about just kind of the timing of the exit survey and like how long clients have to complete it. 

So that 14-day period, that is tied to the amount of time between the entrance survey being submitted and the exit survey becoming available. Now, really what we want or what ACF's guidance is, is that exit surveys should be completed at that last workshop session that a client attends. But there are many other situations going on, right? You may have a client who drops out of the program at a certain point. Exit surveys can be completed at any point after that 14-day period. So for example, let's say you have a client who is traveling for a month after their last workshop and they weren't able to complete the survey then. 

When they come back from that month-long trip, they can complete the exit survey at that point. There's no cap on when the client completes the exit survey. But we do want clients largely to complete exit surveys around that last workshop session for many reasons, but really to support more high-quality survey responses to be received. So just know that there's no cap on when they can complete the exit survey. Let me see if there's any other couple ones before we move on, Laura, that we can address now. Oh, another question is just about kind of that. I'm going to go back for a moment. There was a good question about creating client profiles, especially when staff may be creating those applications in nFORM with clients in a remote manner. 

So let's say that you're talking to clients over the phone. The grant staff can just read kind of the questions aloud or not the questions, just kind of ask the client to provide the information they need over the phone. It doesn't have to be completed in person, right? There's many other ways that programs can obtain the information needed for client profiles and enter it into nFORM. So programs should kind of tailor that process to meet their own workflows. And then one other question came up that I just want to address before we move on was, how do you determine if you access like an individual client's passcode or if you use that bulk feature? So just know that you have the option. That bulk passcode generation feature is very helpful if you're working with like one class. 

So let's say you know you're going to be working with a group of clients. Using that feature in nFORM generates, and we're going to talk about this, but it generates survey login information for you in one file and you can just hand it out. We're going to talk more about that, but just know that again, very similar to questions we received yesterday about workshop registration and if that is a required feature you need to use. This is very similar. This is an option that grant staff can use if it works well for your program flow. And again, that just means whether you generate those passcodes individually or if you do it in bulk. All right. I'm going to turn it over to Laura to keep us moving.

[Laura Zatlin] Thanks, Hannah. I did see a comment that my mic was a little loud, so I tried to move it down. Hopefully that helps. I'm louder than Hannah, so I apologize, but I will try to move the mic down just a little bit. All right. So as we've been chatting, we know that you are not completing surveys all in a nice one-on-one environment, right? And oftentimes, it's a combination of group settings or remote administration or paper administration, all the things, right? All the things happen. So let's walk through each of these scenarios so we can set you up for success. 

To start, we're going to talk about administering surveys in a group setting. So here are some basic tips to keep in mind, and we'll cover each of these in more detail in the next slides. So first, as Hannah has been mentioning, you'll want to generate a bulk client passcode and bulk client IDs for everyone that's going to be taking the survey in this group setting. Ideally, you want to do this ahead of time so that things move slowly and you reduce delays or burden on the client side when you're doing the administration of the survey. 

Secondly, I know you all really value client privacy and data security, and that absolutely applies for survey administration as well. You want to make sure that clients are seated in a way that protects their privacy so others cannot easily see their screen, their IDs, or their passcodes. Thirdly, remember those survey scripts we just talked about? Well, have those ready to go so that everyone hears the same instructions, logistics, and expectations for completing the survey. Consistency really helps in a group setting, and as you all know, many people in the room might have the exact same question which could be answered through these survey scripts. 

And finally, we know that in a group setting, people will finish the survey at different times. So to make sure that every client feels like they are not rushed and everyone still has a quiet space to finish, it can help to have a quiet activity, refreshments, or something simple available for people to do while the others finish completing their survey. So let's talk about that first tip on the group setting, the generating bulk passwords. When you go to nFORM, you will see that menu that we talked about on the right of the nFORM logo. You're going to click Clients, as seen here on the right under the Step 1 screenshot. 

From there, there's going to be a blue banner that appears right under the nFORM logo, as seen on the right under the Step 2. There, on that blue banner, you will click the option for Bulk Update. After you click Bulk Update, as seen on the screenshot on the right labeled Step 3, there are going to be five options that appear. You will click the very last option that says Passcode Generation, and that will allow you to generate the password. You will click Next. A screen called Bulk Generate Survey Passcode is going to pop up, and you'll see that there's going to be a section labeled Survey Type. 

From there, you'll see a box that says Survey, as seen on the right in the screenshot for Step 4. That survey box will have a drop-down menu, and you'll be able to select the appropriate surveys depending on what you're administering. Once you select that survey, on that same screen, you'll just scroll down, and you're going to see the clients that are eligible and part of that group. As a reminder, that is why that population, when you're registering them, is really important, because that will help filter who these eligible clients are. You'll select the clients from the eligible client list that are going to be receiving the group survey. You'll click Select Clients to bring them over to the list of who you will generate a passcode for. 

So once you have brought over your names, as seen on Step 5 here on the screenshot, you'll then check under the Generate Passcode list that those are the appropriate people, and that is seen here on the screenshot on the right labeled number 6. Once you have confirmed that the appropriate clients are there, you'll click Save. That's when all the magic happens. So once you click Save, the Save As window will appear on your computer. You can go ahead and rename the file if you like and save it locally. The file will download as one PDF, but within that PDF, you will have a separate login sheet for each client in the group that includes client ID and passcode. 

From there, you can print each page individually and hand them out to clients during survey administration. As a reminder, because these sheets contain client login information, make sure that you collect these after and that you communicate to the clients that you'll be collecting these sheets after the survey administration so that you can securely shred them when they are no longer needed. At this point, the clients are actively taking the survey, so your role shifts a little bit more into support and monitoring. You want to make sure that clients can log in successfully, they have privacy while completing the survey, and know how to fully submit the survey when they're done. 

So you'll distribute the devices and the correct login sheet and ID passcode to each client. You'll have the clients log in and confirm their identity appears correctly. As seen on the screenshot on the right, a little pop-up will ask the client, is this your name? Here, we'll ask Mickey Mouse. Mickey Mouse, are you the one taking the survey? If it is Mickey Mouse, Mickey Mouse will select yes, continue the survey. However, if the client name is wrong, the client may have been given the wrong login sheet by mistake. So let's be sure to, in those instances, give the client the correct client login sheet so that then they can continue with the survey. 

Next, they will navigate through the survey. Once they complete -- excuse me, next they'll navigate through the survey. Once completed, clients will click Yes, submit my survey, and next when finished. You'll confirm the survey was submitted on the screen, not their responses, but that the thank you screen appeared after submitting the survey. And then, after the survey wraps up, there are a few final housekeeping and data security steps to just close everything out. If the survey was submitted properly, you will be able to confirm the status on the client screen. 

So under client surveys, as we talked about earlier, you'll see the status update to complete, and you'll see the date of completion. Then, just clean and charge devices after use to ensure they're ready for the next group of administration or whoever is taking the survey next. And then, finally, collect and shred those sheets. So now, let's talk about paper surveys, because we know that there are times where you'll need to administer surveys and doing them online is just not possible. So the first thing to keep in mind is that in most cases, administering paper surveys requires prior approval from your FPS. Approval is not needed in rare situations like an internet outage or other unexpected issues. 

There may also be some settings, like correctional facilities, where web-based surveys are not permitted and paper surveys are necessary. You can access paper copies of all entrance and exit surveys on the HMRF grant resource sites. They will be available in both English and Spanish. As Hannah mentioned earlier when she was answering questions, if you need a survey in another language, you should use a professional translation survey to translate the surveys into the needed language. Make sure you have enough paper copies prepared ahead of time so that each client has their own survey. 

And just like with the web-based administration, have your survey script ready so that everyone hears the same instructions, logistics, and expectations for completing the survey. Even when using paper surveys, consistency still really matters and we want clients to have a similar experience regardless of the method that they use to take the survey. Once clients finish the survey, collect all paper surveys and any client login information right away. Staff will then need to enter their responses directly into nFORM so that the information is transferred into the system. Once your data entry is complete, you can securely shred all paper copies and protect any client privacy and PII. 

So let's walk through the first few steps of how you actually administer a paper survey on nFORM. So first, you'll go to your client list. As you can see on the image on the right labeled Step 1. Again, we love that client screen. We'll click on the client option and you'll click on My Clients. Then you'll scroll down and you'll navigate under your client list to find the client ID that you are looking for. You'll click on the client ID as seen on Step 2 here on the right to go ahead and open up that client profile. In that client profile, under the client survey section, you'll want to look for the survey that you are administering. Let's say that you're administering the entrance survey. 

What you'll do is you'll click on the Action button and then select Paper Copy as seen here on Step 3. Once you select the Paper Copy option, you'll get two pop-ups that appear. The first pop-up is asking you to confirm that you are requesting a passcode for the correct survey type and population. For example, the entrance or exit survey. Before you click Okay, make sure you confirm that the client is enrolled under the correct population that your grant is serving. Can everyone hear me? I saw a comment about loss of audio. 

For example, if you're meant to administer an adult survey but the pop-ups as HM Youth entrance survey, then click Cancel and go back and fix the population before moving forward. If everything looks good, go ahead and click Okay. Once you click Okay, a second pop-up will appear on that same screen with the survey URL, the client ID, and the passcode. And this will look familiar because we've seen the screenshot of the URL, the passcode, and the client ID a few times now. Once you click the URL, a new tab is going to open in your browser. On that new tab, you'll enter the client ID and passcode as seen on the screenshot labeled Step 5. 

Because it opens in a new tab, you can easily toggle between the two and you can just kind of copy and paste the client ID and the passcodes to ensure that there's no errors. Once you enter the client ID and passcode, you'll click Log In. On that next screen, as seen in Step 6 on the right, you'll be asked to confirm the survey respondent. Make sure the name match is correct, the correct client completing the survey, and then you click Yes to continue the survey. At this point, you're going to be basically entering the client's paper responses directly into nFORM. 

So first, you enter the date that the paper survey was originally completed. This is a really, really important step because this is the client enrollment date. So you want, I'll repeat that, you want to be sure to enter the date that the paper survey was originally completed because that will be the client's enrollment date. Then you'll click Continue Survey. And so you'll see what that looks like here in Step 7 on the right, Paper Copy Date, Continue Survey. From there, you'll go ahead and take the survey question by question and just transfer the client's responses exactly as they appear on the paper survey on the web browser. You'll click Yes, Submit My Survey and Next, when done, as seen here on the screenshot labeled Step 8. 

And as we've done with the other types of administration, you'll confirm that the survey status shows as complete under the client profile for the survey you just entered. And because paper surveys contain client information in PII, data security becomes really important in this process as well. So to do this, here are some tips. First, you want to safeguard all paper surveys containing client information. Secondly, you want to store and secure locked cabinets. For example, if you prepare all documentation and print past word sheets the day before you'll be administering the survey, those should be secured in a locked cabinet until it's time to administer the survey. 

Thirdly, you don't want to leave paper surveys unattended at any time. Fourthly, you want to transport surveys securely between locations. So for example, let's say you're transporting surveys from the site where the survey was administered to where you'll be entering your responses into nFORM. You want to enter a paper survey completion date in nFORM within four calendar days. And then lastly, you want to shred all paper copies after the data are entered into nFORM. We're almost done, y'all. We also know that there may be situations where the surveys need to be administered remotely. And I saw some questions came in about this as well. This is whether your services are virtual, maybe the client has accessibility needs, or just instances where in-person administration just isn't possible. 

So to do this, know that you can use phone or video administration of the survey. They follow the same overall process we have talked about. And when possible, staff should have the web survey open so that they can ask the questions and enter them directly into nFORM during the call while they're on the call with the client. There are a few key considerations to keep in mind. It's really important to protect PII and privacy even during remote administration. And to help you think about what this may look like in a remote environment, we have another tip sheet. This is a virtual survey administration tip sheet that will walk you through best practices for remote administration. 

So this will include things like creating a contact and follow-up strategy, making sure that the client is in a safe and private space before starting, using secure and approved video platforms, or ensuring that you as staff also have reliable internet connections. The document also includes some guidance for how to securely email and text survey login information, which we'll talk about in a few slides as well. And again, this is available on the HMRF Grant Resource site. So phone and video administration allows staff to guide clients through the survey and enter responses directly into nFORM in real time, which is nice, right? The key here is consistency. 

You're following the same survey process, just in a slightly different format. Before starting, you want to make sure that your clients are in a safe and private space and that you have access to nFORM and a reliable internet connection during the call. During the survey, you want to follow the survey exactly as it is written, word for word, and confirm response accurately as you go. And finally, to set yourself up for success, you should make sure that you're also in a professional, distraction-free environment and let clients know ahead of time what to expect. This might include something like letting them know that if the call gets disconnected, you will reconnect with them so that they can complete the survey. 

And finally, if you're going to be emailing or texting survey login information for clients, there's some data security and privacy considerations that we should keep in mind. First, make sure you send the information securely. ACF-approved guidance is to send survey information through a password-protected zip file that includes the survey link, client ID, and passcode, and then a password. Be sure to protect privacy, so remember to never include names or other PII in emails or texts unless it's inside that secure password-protected file. 

You want to ensure safety and compliance. You want to remind clients to complete the survey somewhere private with internet access where others cannot see their responses. And finally, remember that passwords expire 96 hours or after 10 uses, whichever comes first. So you may need to regenerate and resend the password if needed in some instances. Now, we've done a lot of talking at you, and I've been seeing the little bubbles pop up, so I know there's questions coming up, so I'm going to hand it over to Hannah to wrap us up.

[Hannah McInerney] Great. Thanks, Laura. All right. So we've gotten a bunch of questions related to surveys, and then we have some other questions as well, more related to, like, client profiles. So I'm going to start with some of the survey questions we got in because that feels a little fresher for where we are in our presentation today. So one of the first questions I saw come up was just about the timing of the entrance survey. So since the entrance survey must be submitted in order for a client to be enrolled in nFORM, it should be administered to clients no later than the top of a workshop session because it should be completed before they receive any of your programming. So keep that in mind. 

Now, on the other side of it, you need a client to be enrolled in nFORM before you can record workshop participation, incentives, and program supports, and then also any individual services received after enrollment. So that would be something that the specific timing of how completing the entrance survey works for your intake flow is something that you should decide amongst your grant team and also clearly document in your data capacity and CQI plans as well. There was another question about whether a client could start a survey and then return to it at a later time, and if so, if the responses would be saved, and the answer is yes. 

That's one of also the really nice parts about being able to reuse passcodes up to 10 times and also just within that 96-hour window is that it provides that flexibility that if a client starts a survey and then for any reason are just not able to also complete it in that same sitting, that they can come back to it and finish the survey. And just a note as well that if they start a survey and that 96-hour window for the passcode expires or they use it over 10 times to get back in, you can always regenerate like a new passcode for the survey as well so that the client can complete it. But just note that all the responses that are entered will be saved so that you'll just pick up where you left off. Great. Okay. 

There was another question about if you need to register. I'm also assuming this individual is asking, do you need to enroll a client before generating a bulk passcode? Well, the good news is that that bulk passcode feature is available for both the entrance and the exit survey. So because you can generate bulk passcodes for the entrance survey, that means that all the clients that need to take the entrance survey are not yet enrolled. So they just need to have a record in the system first, a client application, and then they'll pop up in that list of eligible clients to complete the entrance survey if you're generating those bulk passcodes. 

Now, on the other side, if you're generating bulk passcodes for the exit survey, only clients who have submitted an entrance survey are going to be eligible to complete the exit survey. So it just depends on what survey you're generating the bulk passcode for. Now, there were a couple questions about following up with clients to complete an exit survey who may no longer be participating in programming. So let's say you have a client that drops out of your program before they finish their workshop. This is actually a topic we are going to talk about more in some upcoming office hour sessions. So stay tuned. 

But we will talk about strategies that grants can use to follow up with those clients that need to take an outstanding exit survey. There was another question that was just about who has access to survey response data. So grant programs have access to their client's detailed nFORM data, both all data related to service delivery entered into nFORM and also those survey responses. Now, the data that gets reported to ACF, that is reported at the aggregate level. So that means that your SPS and the whole ACF team, they don't see and don't have access to your client-level survey responses or really any other client-level information. 

They'll only ever see summary-level information. So you will have access to all of the client survey responses in a report called the data export. That's what's going to house every client survey response. But otherwise, ACF does not see it at the client level. Rather, they will see aggregate information in our data visualization tool called the query tool. But they'll see select performance measures and outcomes reported as well in your annual report to ACF for the PPR. Great. 

And then there was one more question about surveys on my list right now, just about confirming the identity of the person taking the survey, especially if you're conducting that survey remotely. So you have a few options that you can use just to confirm that you're talking to the right person. So one is that you can encourage clients to be on video. So they can be on FaceTime or some other video conferencing platform just to make sure that you're talking to the right person if you're able to identify them by their face. You can also have them confirm other information such as date of birth. So if you have a date of birth, for example, in your client profile, you wouldn't read that date of birth aloud to them and ask them yes or no. 

But rather, you would ask them to tell you their date of birth and just make sure it aligns with what's in the client profile. So that's just another example of confirming identity. Okay, there were also some several questions as well about client applications that I do want to go back to that are on my list. So the first one was just going back to the Privacy Act statement. So just as a reminder, all clients in the Outreach stage and in the Ready To Enroll stage must have that Privacy Act statement either read aloud to them or be provided with that statement in writing. 

So that means that regardless of whether you're working with an individual client, so you're working with them one-on-one, or if you're doing some sort of group intake process, you should work with your team to decide the best way to provide that Privacy Act statement. So this also applies to schools as well. Students, if you're working with youth or Ready for Life programs, if you're working with youth, you'll need to identify the mechanisms through which all students will have access to and be provided the Privacy Act statement. There was another question about referral source. 

So again, for our Ready for Life programs working with schools. So schools should be entered into your service provider directory of referral sources. Because as a reminder, when you create those client application forms, you are required to select the provider type and then the referral name. So for example, in those situations, those grants would be selecting school as the referral source. And then from the drop-down menu of that organization's name, you would select the school's name. So you should also record the schools that you're providing services in also as grant locations that your youth are assigned to in their client applications. 

So just to recap, you'll include those schools again in service provider directories, and they can also be set up as grant locations. Okay. There was a question about the DV screening question, just confirming whether it was required. And that is right. It is not required. And then there was one more question I saw related to just kind of like tracking and monitoring the number of potential applicants that are in that outreach phase and whether that was something of interest to ACF. So the number of potential applicants is not a performance measure that is reported in the quantitative section of your performance progress report or PPR. 

But there is a section of the narrative that we will talk a lot more about on day 5 of the training and also in later office hours. But part of that narrative is describing activities going on with outreach and recruitment. And that would be a place where you could provide quantitative data from nFORM about the number of potential applicants that are in that outreach recruitment phase. So that could be additional information that you can provide. Okay. I'm going to go back to the chat here and see what other questions have come up. All right. 

And I did provide some responses to questions, ones that I could provide a one-sentence response right in the chat. So just make sure you take a look. It's just a note confirming the survey URL that will be used when data collection begins after OMB clearance is received. That all materials from today's training and all of the other training sessions, both the recordings and the slides will be made available on the grant resource site. And also the nFORM user manual, all the tip sheets we've talked about, and all of these other fantastic PA resources, both related to nFORM and continuous quality improvement, all of that does and will live on the resource site. 

So it's important to just keep coming back to the resource site. Check out new resources. We are going to be including announcements and updates in those weekly HMRF Digest emails as well about new resources that are posted there. So that is your go-to place to access all of these resources and materials. Okay, let's see. So I thought there was a question just confirming about who has access to client-level data. Just one more time. Your grant team has access to your client's data at the individual client level. No other programs have access to your client's data. And only aggregate client information is reported to ACF. 

Okay, I'm going to go back to clarify this 14-day period because I see we've gotten some other questions in about it. Okay. So in nFORM, once a client submits their entrance survey, it kickstarts a clock in nFORM so that the exit survey is not available to complete, meaning grant staff cannot click on the buttons to the survey until 14 days has passed. So again, 14 days after the entrance survey is submitted. And then after 14 days, grant staff can click on that exit survey button to have the client complete their exit survey. Now, I just want to kind of like cover a few scenarios to see if that may be answered some other questions around this. 

So there may be a scenario in which your program is actually less than 14 days or it's less than two weeks. In that scenario, you should create a plan for how clients, how you'll follow up with clients and how clients will complete their exit surveys because the exit survey is not available to take in nFORM until after 14 days. So that should be something that you should document in your data capacity and CQI plan. Now, let's say you are a program and your program lasts for six weeks. So that's well past that 14-day period and you will not have concerns in terms of having clients complete their exit surveys, right, because they'll submit their entrance survey and then six weeks later, ideally, they'll take their exit survey. 

So when it's time for them to take it, that is the point at which they will complete their exit survey. You are not restricted to having clients complete on that 14-day mark. That just means that's the minimum amount of time it takes for the exit survey to become available. All right. So there was a question about, again, just what it means for a client to refuse to complete their survey and just how that works in terms of enrollment. So there may be scenarios where a client absolutely refuses to take part in that entrance survey in particular. I'm going to start with the entrance survey. We don't want to deter them from enrolling in the program. We want them to still participate. 

So in those scenarios in which you're not able to address a client's concerns about the survey through your survey script or just kind of taking the time to hear their concerns and kind of follow up with appropriate responses. In that situation, grant staff have that option in nFORM. Rather than generating a passcode and then kind of moving through the steps that Laura explained to have a client complete their survey, there's this Refuse Survey option you can click on that will create a pop-up screen where grant staff just record a little bit of information about that survey refusal. So they'll enter the date of the survey refusal, and they'll also select a reason why the client refused the survey. 

That can be a very helpful piece of information for some program improvement processes down the road related to improving survey administration. You'll be able to access that in a specific nFORM data tool and operational report. And so, clients can refuse the survey, and then the date on which they refused that entrance survey, that will still count as their enrollment date. So once grant staff submit that refusal, that will still trigger the client's status from applicant pending enrollment to active, and then you can go ahead and record workshop participation and other service delivery. 

Now, for the exit survey, for that survey, there's kind of two scenarios that I do want to address. And one of the scenarios is that you may have a time where a client absolutely refuses to take that exit survey. So it's absolutely not happening, and you're just not able to alleviate their concerns or questions. In that case, you can also record a refusal for the exit survey. But if you have a client in which you are attempting to follow up to complete the exit survey, and you just haven't gotten in contact with them, you would not record that as a survey refusal in nFORM. You would leave their survey as outstanding and just not completed yet, because we only want to record actual refusals to the survey in the system. Great. Okay. 

Let me take a look at what other questions we had come in. Okay. So just a note, as of right now, there are not materials from yesterday's training session on the resource site that is not made available. The resource site includes 508 compliant materials. And so, that means that we have to take some time after the training to make sure that our materials are accessible for all visitors to the site. So give us a little time, but we will post those resources once they are available to the site, and I promise we are working on it as we speak. Okay. 

And there was just another, perfect. I think, oh, Danielle's already on top of it. She just dropped another link, a link in the chat to the actual URL that will be used to administer surveys. So folks can start bookmarking that URL on the devices if they have them to be ready in time for data collection when that gets started. Okay. All right. I'm going to try to answer one or two more questions, and then we are going to wrap up for today. Oh, that's a great question. 

I see just verifying that exit survey is available 14 days after the entrance survey is completed. So it's not after you create profile for someone in nFORM. It is after the entrance survey is submitted. Great. Okay. I think that really covers us largely for today. So we're going to wrap up here. So just a note that the information we covered today can be found in the nFORM user manual, again, which will be posted to the resource site soon, and I promise we will let folks know when that is available. But really specifically to the topics of data security, client applications, and survey administration, you can review Modules 1, 5, and then 7A in the user manual. 

And then, don't forget to check out that Tips for Survey Scripts and Virtual Survey Administration tip sheets that I mentioned earlier. And all of these resources can be or will be found at that grant resource site at HMRFGrantResources.info. We're also here to answer any questions that you or just other members of your team may have. So please don't hesitate to reach out to us with any of your questions, and you can reach us at nformcqita@Mathematica-NPR.com. 

Now, just a note, if you reach out to us and you don't receive a response within a day or two, we recommend checking your spam folder just to see if the response from us might have landed in that folder. And also, please confirm the email address that you sent your question to. Because for our returning grants, just a note that this is a brand new email address for our TA team from the one that we used in the prior cohort. So just please note that you're using this email address because we no longer have access to the previous one. And if you still just don't see a response or need to follow up, you can always reach back out to us as needed and we're always here. All right. 

And just a couple of data security reminders for everyone. When reaching out to us or just communicating about clients, please make sure to never text or email personally identifiable information or PII, like client names or initials. We'll never take screenshots of client PII from nFORM. And if you or other program staff haven't quite yet, make sure to watch that Keeping Data Secure Training video. And then you can check out Module 1 of the nFORM User Manual for detailed information on data security. All right. 

Thank you again for everyone for joining us today and again for all of your great questions. So as a reminder, tomorrow's session will focus on recording participation in workshops and individual services. So hopefully, we'll see you all at the same time tomorrow from 1:00 to 2:30 p.m. Eastern Time. And if needed, just don't forget to register for the session using that Day 3 link in the HMRF Weekly Digest email and make sure to pass the link along to others on your team. All right. Well, that wraps us up. So I hope everyone has a great rest of the day and we'll see you again soon. Bye, all.
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