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Creating a Screener Form
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What are Screener Forms?

41

Screener forms are a way 
for CBOs to ask additional 
information from the 
referring party. This could 
include information like: 
• Living situation
• Income
• Employment status
• Age

Screener forms are 100% 
customizable and can be 
any length. You can view 
results of the screener 
forms in your Inbound 
Referral dashboard

These are EXAMPLE questions; 
your screener form is 
completely customizable and 
may be very different. 
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Getting Started with Screener forms
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Click on the “My Program Tools” dropdown, followed by 
“Edit Program Listings.” 
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Click on “Contact Settings”
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Note that you’ll need to go through this process 
with EACH program card if you want a screener 
form for it. You can use the same screener for all 
program cards, different screeners, or use screener 
forms only for some program cards.  
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Choose the second option
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Once you choose 
the screener 
option, the page 
will automatically 
update below 
with the 
information to 
help you build a 
screener form. 
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Screener form options
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Screener forms allow you to 

• Have different sections of questions 

(e.g., living situation, or income 

level)

• Customize questions and answer 

formats

• Make questions optional or required

• Help determine eligibility for a 

program

• Customize a message after the form 

is completed relating to eligibility
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Example message on a screener form
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As always, remembered to scroll down and 
click “publish” to save the form. After you 

do this, the form will immediately go live.

Here’s an example of an 

automated message that the 

referrer could receive if they are 

NOT eligible based on their 

answers in the screener form. 

Automated responses can 

include links to other programs 

on findhelp or to a website. 
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Finding screener results
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Click on the “My Program Tools” dropdown, followed by 
“Inbound Referrals” to go to your dashboard.
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Navigate to Inbound Dashboard
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Click on “View” to see 
the responses from 
the screener form. 

Remember! You won’t have results for referrals that came in before you set up your screener form. 
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Eligibility Questions
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If you’ve asked 
eligibility 
questions on 
your screener 
form, you’ll see 
if the client is 
eligible here. 
You can also 
click on the 
word 
“Ineligible” or 
“Eligible” to see 
the full 
response of the 
screener. 
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To see all screener responses, use 
program analytics
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Click on “My Program 
Tools” to activate the 
dropdown, followed by 
“Program Analytics” to go 
to your reporting options.



HIGHMARK HEALTH

Click “View Report” 
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Remember! You may not have some of these reports available if you have not 
created screener forms or data collection forms.
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Screener Dashboard overview
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This dashboard can give you several 
insights. This includes:
• Number of responses
• How many screeners were started
• Average completion time for the 

screener
• Breakdown of eligibility 

You can also: 
• Change date ranges for the 

reporting
• Download images
• Export screener results into a 

spreadsheet
• See the Analytics Section of this 

presentation for more information 
about customizing reports in 
findhelp
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Screener Dashboard (continued)
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1

2

Scroll down to “Screener Response Details” to get a comprehensive list of all your screener results.

To download the information:

1. Click the three vertical lines to access the menu

2. Click “Download Data” to get the screener data
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