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What are Data Collection Forms?
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Data collection forms are like screener 
forms that your organization can fill out 
AFTER the referral has come to you. Like 
Screener forms, these are completely 
customizable. Data Collection forms can 
be a good way to collect additional 
information on referrals and run reporting 
on this information. Examples could be
• Number of contact attempts
• Additional services given
• Client completed or didn’t complete 

program

These are 
example 
questions; your 
data collection 
form is 
completely 
customizable and 
may be very 
different. 
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Creating your data collection form
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Once you know what data you’d like to collect, go to your inbound referral dashboard and  take the following 
steps:

1. In the upper right corner, click “Settings.” 

2. Click “Edit Internal Data Collection Form.” You may see the message “Add a Data Collection Form” if you 
haven’t added a form yet. If that’s the case, click on that instead. 



HIGHMARK HEALTH

Data collection form options
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Like screener forms, data 
collection 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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Filling out a data collection form
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Click on “My Program Tools” to activate the 
dropdown, then click on “Inbound referrals” to go 
to the Inbound Referral Dashboard. 
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Filling out a data collection form
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1

2
1. In the upper right corner, click “Forms.”
2. Next, click “Start new Data Collection form 
for Highmark Demo Food Bank

Remember! You can set up different data collection forms for each of your program cards. 

i
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Fill out the form and submit
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You can change the title of the form when you set the form up 
initially. You can also have different sections. 

You can set up 
many different 
types of questions. 
They can be multi-
select, radial, free 
text, or other 
options. 
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To see all data collection form 
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.
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Click on the appropriate 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.

Click “View Report” to 
see the report.i
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Data Collection form reporting overview
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1

2

1. Click the three vertical lines to access the menu.
2. Click “Download Data” to get the screener data. 
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