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Data Collection Forms



What are Data Collection Forms?

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
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Did this individual enroll in additional programs?

may be very

No; has not enrolled in additional programming or is not interest different.

E] Yes; food pantry
These are
example

[] VYes;job training . )
questions; your

4' data collection

[:] Yes; housing support form is
completely

[] Yes; financial literacy customizable and

No; could not get individual help

What social barriers does the individual currently have?

[] None

[} childcare Access

[] Employment
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Creating your data collection form

BBl Highmark Demo Food Bank

Referred On v Referral Status v Last Updated
7 results
Referred
o Applicant Referred By Referral Status
n

Search by name or email Q

Rowsg  »* Edit Internal Data Collection Form@

@ Condensed View
Comment Last Updated

8/8/2024 Brad Eddy (4 @ O Not Updated ~ 8/8/2024 £ Forms v [EIHEY
Allegheny Health —
(" 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. -
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Data collection form options

Like screener forms, data
collection forms allow you to
* Have different sections of
O Reauired questions (e.g., living
situation, or income level)
« Customize questions and

" Did this individual enroll in additional programs? X

Question type: Checkbox

Options for this question:

Option *

Yes; food pantry X answer fO rmats
opion* » « Make questions optional or
Yes; job training .
Option * req U I red
Yes; housing support % « Help determine eligibility for
Option *
YF;S;ﬁnancial literacy X a progra.m
— « Customize a message after
X

No; has not enrolled in additional programming or is not interested

the form is completed relating
(IiIF::)U;Og;uId not get individual help X tO ellglblllty

PUBLISH
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Filling out a data collection form

&' Support

Site Tools «

My Program Tools «

People I'm Helping - @ David

HIGHMARK HEALTH

Inbound Referrals

Edit Program Listings
My Team
Program Analytics

Ongoing Education

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

7 results Rows per page: 5p « 1-7Tof 7
Referred
o Applicant Referred By Referral Status Comment Last Updated Forms Language
n
g/8/2024  BradEddy @ () O Not Updated v 8/8/2024 ish
Allegheny Health <+ Start new Data Collection form for Highmark Demo Food Bank
8/8/2024 Test Test & @ Network Community (O Not Updated ~ SR S

Support

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.
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Fill out the form and submit

You can change the title of the form when you set the form up
initially. You can also have different sections.

Client Outcomes

Did you see this person at AGH? *

O Yes
O No / \
You can set up

many different

— | types of questions.
They can be multi-
] Yes;food pantry select, radial, free
text, or other

[} VYes;job training Koptions. /

D Yes; housing support

Did this individual enroll in additional programs?

D Yes; financial literacy
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To see all data collection form

responses, use program analytics

' Support

Site Tools «

HIGHMARK HEALTH

My Program Tools «

Inbound Referrals
Edit Program Listings

My Team

People I'm Helping «

@ David -

Program Analytics

Ongoing Education

Click on “My Program
Tools” to activate the

4 dropdown, followed by

“Program Analytics” to go

to your reporting options.
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Click on the appropriate report

My Analytics

Report Name

My Activity Dashboard
Screener Dashboard

Claimed Program
Dashboard

Search Trends in Your
Coverage Area

Social Care Index

Your Organization's Data
Collection Report
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Description

Basic report showing your recent activity and area information for the past 90 days based on the last postal code you searched.

This report displays data on the screeners set up by organizations that you are a navigator at.

This report will show you information on how people in need are accessing and interacting with your program listing and the impact your
organization is having on the community. Reports are downloadable for presentations or grant proposals!

Understand top needs in your program’s geographic coverage area by reviewing search trends, common search terms, and searches over time.

Understand program data in the context of the Social Vulnerability Index to better understand a region and focus improvements to data availability

to the highest impact areas.

eport shows data related to your organization's Data Collection forms.

View Report

View Report

View Report

View Report

View Report

View Report

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.
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Data Collection form reporting overview

Data Collection Form Details | 2024-05-10 to 2024-08-08

]

1807677
1807678
1788927
1788933
1788934
1788935
1738576

PROGRAM NAME

Highmark Demo Program

Highmark Demo Utility Service
Highmark Demo Utility Service
Highmark Demo Utility Service
Highmark Demo Utility Service
Highmark Demo Utility Service
Highmark Demo Utility Service

SUBMITTED BY

brad.eddyldhighmarkhealth.org
brad.eddyldhighmarkhealth.org
brad.eddyldhighmarkhealth.org
brad.eddyl@highmarkhealth.org
brad.eddy(dhighmarkhealth.org
brad.eddyldhighmarkhealth.org

brad.eddyldhighmarkhealth.org

SUBMITTED FOR

referraltestldtest.com
testreferralldtest.com
307ebfel-b41b-42cf-9093-2ba08a150351
307ebfel-b41b-42cf-909a-9balB8a150351
307ebfel-bL1b-42cf-909a-9bal8a150351
testreferralldtest.com

brad.eddyldhighmarkhealth.org

1. Click the three vertical lines to access the menu.
2.  Click "Download Data” to get the screener data.
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CREATE[—— o

I Edit Pivot
2024-07-

Q, Search
2024-07-

¥ Download Data
2024-07- 7 Rows

2024-07- 18 vuU:uU:UU

2024-07-18 00:00:00 Test
2024-07-18 00:00:00 Test
2024-06-14 00:00:00 David

63



	Slide 1: Findhelp User Guide and  Social Care Network Referral Guide
	Slide 2: Table of Contents: The Basics
	Slide 3
	Slide 4: Signing Up on the Platform
	Slide 5: Go to highmark.communitysupport.org
	Slide 6: Fill Out the Sign Up Form
	Slide 7: Managing Team
	Slide 8: Navigate to any screen of findhelp
	Slide 9: Managing Your Team
	Slide 10: Inviting New Team Members
	Slide 11: Team Member Roles: Admin and Worker
	Slide 12: Editing and Deactivating Users
	Slide 13: Claiming Program Cards
	Slide 14: Go to highmark.communitysupport.org
	Slide 15: Find Your Program
	Slide 16: Next Steps: Claiming Program Cards
	Slide 17: Suggest a Program
	Slide 18: Find “Suggest Program” on any page
	Slide 19: Program Check
	Slide 20: Fill out the Program Information
	Slide 21: Editing Your Programs
	Slide 22: Navigate to any screen of findhelp
	Slide 23: Editing programs 
	Slide 24: Editing programs (continued)
	Slide 25: Activating Electronic Referrals
	Slide 26: Navigate to your Program Listings (see slide 18)
	Slide 27: Enabling Electronic Referrals
	Slide 28: Email Notifications
	Slide 29: Inbound Referral Dashboard
	Slide 30: Navigate to any screen of findhelp
	Slide 31: Inbound Referral Dashboard Overview
	Slide 32: Inbound Referral Dashboard (continued)
	Slide 33: Updating referrals
	Slide 34: Additional Tips
	Slide 35: Additional Tips (continued)
	Slide 36: Additional Tips (continued)
	Slide 37: Filtering referrals
	Slide 38: Closing Loops
	Slide 39: Updating Referrals: Best Practices
	Slide 40: Creating a Screener Form
	Slide 41: What are Screener Forms?
	Slide 42: Getting Started with Screener forms
	Slide 43: Click on “Contact Settings”
	Slide 44: Choose the second option
	Slide 45: Screener form options
	Slide 46: Example message on a screener form
	Slide 47: Finding screener results
	Slide 48: Navigate to Inbound Dashboard
	Slide 49: Eligibility Questions
	Slide 50: To see all screener responses, use program analytics
	Slide 51: Click “View Report” 
	Slide 52: Screener Dashboard overview
	Slide 53: Screener Dashboard (continued)
	Slide 54: Data Collection Forms
	Slide 55: What are Data Collection Forms?
	Slide 56: Creating your data collection form
	Slide 57: Data collection form options
	Slide 58: Filling out a data collection form
	Slide 59: Filling out a data collection form
	Slide 60: Fill out the form and submit
	Slide 61: To see all data collection form responses, use program analytics
	Slide 62: Click on the appropriate report
	Slide 63: Data Collection form reporting overview
	Slide 64: Flagging Referrals and Assigning Referrals
	Slide 65: Assigning or Flagging Referrals
	Slide 66: How to flag or assign referrals
	Slide 67: Click on the  name of the client
	Slide 68: How to assign or flag referrals
	Slide 69: Next Steps
	Slide 70: People I’m Helping
	Slide 71: Notes and Referring to Other CBOs
	Slide 72: Using Notes
	Slide 73: Accessing the Note Feature
	Slide 74: Click on the  name of the client
	Slide 75: Client profile page: Notes
	Slide 76: Note Options
	Slide 77: Internal Notes
	Slide 78: External Notes
	Slide 79: Potential use cases for notes
	Slide 80: Starting an external referral
	Slide 81: Starting an external referral (continued)
	Slide 82: Next steps 
	Slide 83: Program Card Listing
	Slide 84: Client profile page: Goals
	Slide 85: Program Analytics
	Slide 86: Overview of Program Analytics
	Slide 87: Accessing Your Program Analytics
	Slide 88: Claimed Program Dashboard
	Slide 89: Search Trends in Your Coverage Area
	Slide 90: Screener Dashboard
	Slide 91: Data Collection form Dashboard

