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Protective Factors Survey Online Data System Instruction Manual

Overview

The Protective Factors Survey Online Data System (PFSODS) is a web-based tool that allows users access
to an online data system. This system enables users to manage all aspects of the original Protective
Factors Survey (PFS) and the Protective Factors Survey, 2" Edition (PFS-2) and its various iterations,
which include:

e PFS Traditional Pre-Post

e PFS Retrospective Pre-Post

e S-PFS (Spanish Adaptation) Traditional Pre-Post

e PFS-2 Traditional Pre-Post

e PFS-2 Retrospective Pre-Post

e PFS-2 Concrete Supports Traditional Pre-Post

e SPFS-2 Traditional Pre-Post (if participating in data field test)

e SPFS-2 Retrospective Pre-Post (if participating in data field test)

This system allows users to locally own their data while accessing a state-of-the-art online data
collection system. This system is designed to allow for digital survey administration via direct interaction
with clients or a text, email link, or QR code for completion at a separate time. The system is responsive
and can be administered on a phone, tablet, laptop, or desktop. These options allow for direct entry by
clients into the system, eliminating potentially time-consuming data entry.

To learn more about the surveys and the system, please visit
https://friendsnrc.org/evaluation/protective-factors-survey/.

If you don’t have digital access for client administration- don’t worry! You can still use this system. You
can administer traditional paper/pencil surveys and use the system for data entry via the paper entry
format.

So how do | get started?

To use the system, you need a database or “group” that holds the data you are entering. If you are not
joining an established group via your CBCAP Lead or other organization, you must set up a database. The
costs are low for the server space to hold the database; it will cost approximately $5 per month for the
database storage. FRIENDS covers the costs and upkeep of the data system itself, so there are no other
costs.

Non-CBCAP Leads: You have some options.

1. You can visit https://brandnewbox.com/pfs/ for more information on options and set up your
account. In addition, you can contract with them to help set up your account and get you
started.

2. You can go to the Setting Up Your Database section of this manual and go through the steps to
establish your database and connect it to the system. This self-service option is straightforward
and has no additional charges over the database server costs.
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CBCAP Leads: CBCAP Leads can work with FRIENDS and Brand New Box to set up state-level data
systems. These systems provide many benefits for both the Lead Agency and funded agencies. These
include:

e Real-time access to data for State Lead Agencies and program managers of funded programs
without the need for data transfers.

e Access to an easy-to-use and powerful data management system that funded agencies could
likely not otherwise afford.

e Reduction of the time needed to manage data by allowing for direct entry of survey results via
participants into the system.

To set up a state-level account for CBCAP, contact ewinkle@friendsnrc.org.

Getting Set-up
| want to use the system; now what?
There are three levels of set-up for the system. Select your Set-up based on your role in the system.

e Database Level (Group Owner)- Choose this Set-up to initiate a database system. It is for
independent users who have not been invited to a database/group by a group owner. If you
need to create a database, visit this section. If you are CBCAP State Lead Agency and are
interested in establishing a database, contact Edi Winkle at ewinkle@friendsnrc.org to get
started.

o Agency Level- Choose this Set-up for agencies participating in an established database group.
This section provides instructions on various aspects of completing an initial agency Set-up
which includes:

o Creating discrete programs so data can be sorted according to needs.

o How to customize agency demographic questions.

o Solutions for creating custom agency questions for survey administration in addition to
the standardized survey items.

o Managing staff that needs access to the system to administer surveys or work with
survey data.

o Instructions on survey administration utilizing the system.

o Instructions on data entry.

e Agency Staff- Choose this Set-up for staff responding to an invite from your agency to get your
account set up and access your agency to administer surveys or enter data.
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Setting Up Your Database (Group Owner)

1. Toown your data in the PFSODS, you need to have an account with a database provider. For
this, you’ll be using ElephantSQL, and you’ll need to sign up for an account. Visit
https://customer.elephantsgl.com/signup to get started.

Here’s what the signup page looks like. First, enter the person’s email in your organization
responsible for managing your data system. This might be your program manager, IT
professional, or office manager. You will need access to this email to complete the Set-up
process.

Create an account

Ewinkle@friendsnrc.oxg|

or use a third-party service

€) sign up with GitHub G Sign up with Google

Already have an account? Login

2. ElephantSQL will send you a confirmation email. Go to your email, find that email, and click the
link they provide.

NOTE: Be sure to check your junk or spam folder if you are not finding the email after a couple of
minutes.

3. That link will take you to a Create Your Account page. Fill in your information. Be sure to make a

note of the email and password you use. You must agree to the Terms of Service and indicate
that EU Rules do not bind you.
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Create an account

4SO

E-mail ewinkle@friandsce.ong

4. For Billing Set-up, you have some options:

1. You can do monthly billing on a credit card. Just enter your card information under the
billing section in account settings. You will be billed monthly for usage (likely $5 per
month for a Simple Spider plan)

2. If you need annual billing, reach out to billing@elephantsgl.com and let them know you
want yearly billing for the simple spider plan via a credit card or PO. (The cost will be
S60, plus a $9.00 service fee).

Once you have your account created (you can still be working on billing with ElephantSQL), you
will need to complete the following steps:

5. Inyour ElephantSQL account, click on the top right dropdown for an option called Account

Settings.
u ElephantsaL ot all s e %‘ team ewinkle@friendsnc.org =
Instances 2o Account Setfings m

Mame Plan Datacenter ctiom

You don't have any instances pet, do pou want to create one?
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6. Once in account settings, select APl Access from the left menu.

u ElephantSQL | List all instances = ‘ &b team ewinkle@friendsnrc.org ~
%’ API Access
ewinke®friendsnrc.org The AP allows you to create, update and delete instances programmatically. ElephantSQL API documentation
Usage

& Account Settings
ra-urlencoded) Of json (application/json) and
= Billing

125 Team < username can be left out

I AP Accessly

E Asding Full access keys

Admin access keys

& shared with other team admins,

B Agreements
APl Key Comment Created

Create key

+ Generate New Key

Personal access keys

API Key Comment Created

Create key
Comment + Generate New Key

Enter

7. We're going to generate a new API key. In the comment field, enter This is for the PFS, and then
click + Generate New Key.

3 Elephantsal [ it
@1’ APl Access
eaink e sy oy The AF1 aloews. reate, updats and dricte instaross programmatczily. ECcphantsOL AR docamentabon

4 Account Settings

= Eilling

&K Arcess
b sudtion Full access keys

At in 262233 brys e shaved with ather 1o i
Lo ——

AP ey Camment Crented

Crente key
| gz forthe by + Generane New Key

St e e b g qpa

Personal access keys

AP Hey Comment Created

+ Generane How ey

8. Now you have generated a new API Key for your database. That’s the long string of random
characters in this example below. It starts with '45937fd9'. Click the eye symbol to see the whole
string.
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13 Eiephantsal bl st * @Y 1o ewiniinasiviandune erg -

%‘ APl Access

iy eate, anzclati sinl clede g gl 150 AR i el

Usage
& Aoocnt SeIngs

TR
= Bl
& Team For arhent: pasrword in = baic suth Restion the Lsemzme can 52 kit cut
AF| fccess

Full access keys
5 fuditLog ¥ L

e e e B s adud] b sitbie B b,
B agreements

AP Kuy Commant Crmatud

A b b e s e Thivie B the A3 AR 2 VR LI W

Creats by

CAT e 4 Goreran: Mow Key

Personal access keys

&FI Hey Commest Creates

Creata key

Copy that API Key to your clipboard (clicking L. will copy it) as you need it when you set up your
agency account in PFSODS. (go to page 11 for information on that Set-up)
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Setting Up Your Group

1. Once your database is set up with Elephant SQL or Brand New Box, you need to create your
Group in the system. Visit https://pfsonline.friendsnrc.org/users/sign up and enter your name,
email, and create a password.

£\ Protective
@ Factors
Survey

Sign Up!

Sign up for a new acceunt to give and track the PFS. This will
uses the PFS online, then ask them to invite you as an Agency
Staff. Already have an account? Sign i hie

Penelope Pennyloupe

penny@gmail.com

sssssncs

You'll set up your Agency details next

2. Atthe Create a New Agency screen, go to the bottom of the page and click OR Create a New
Group.

Protective
@ Factors
Survey

Create a New Agency

Gbw your Agency 3 name; willl keop track of sverything aksa.
Fialds markid with an asterksk * arw recudra

* Mama

Agency Marme

Yeur ‘Group is the larger arganization that yaur Agency
bilornsgs ta: in mast cases this is 45 simple a5 what LIS
Stata you balong to. Thi Group s respansible Tor awning
all the data collacted within the PFS, f you nead to creats
an entiraly new group, you'll need to sign up far an
account with a hosted database pravides, and we'll give
you instructions on the next page.

2 Group
Sedect Your Group

Group password

Corhict i administentor of the chosmn orous bo Gt tha pisswwsrd,

L OR Craats Mew ru..u.aj

3. This page asks for your Group Name and ElephantSQL key. You copied that on your clipboard
earlier from your ElephantSQL account. Paste it here after you have named your Group. You will
also need to designate a Group Password. The Group Password will allow other agencies to join
your database moving forward. Once you have entered the group name, Elephant API, and
group password, click save. You can change/edit the password from inside your Group once
created.
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j;iro‘.or tive

Create a New Group

To create 2 new group, you'll nesd ta give us your Group
Mame and supply us with your ElephamS0L AP ey wa'll
keep track of everything else. ElephantSOL is a hosted
dlatabase provider You'll need to sign i far an sccourt
with theim and et an AP key. when you have that, e
FFS will automaticaty craate your database that only yeur
Graup has sccess ta, i vou don't airsady hava an accourt
with ElephantSQL, you can sign up for ona at
hitps:fcistomer slephantsal comisigrup. Fiekds marked
with an asterizk * are required.

e will alse need ta supply 8 group password, This s
tssied b kieeps arny user from storing their agency data in
this group without asking a group adminstratar first

= Name

Growp Mame

2 Elephant sql api key

 Group passward

This passiwont will nied b2 ba used anytims  usr smites an
Augency within thes Grop

4. You'll see a message that tells you to wait while we automatically create the linkages to your
database for you. Then, you’ll get an email when it’s ready; it usually only takes a few minutes.

£\ Protective
@ Factors
Survey

+ Your Group D will email you when it is done, or you can X

refresh this page to see if your database i ailable

Create a New Agency

Give your Agency & name: we'll keep track of everything else,
Fields marked with an asterisk * are required.

' Name
Agency Name

* Region

| Select Your State

Your 'Group' is the larger organization that your Agency
belangs ta; in most cases this is as simple as what US
State you belong to. The Group is responsible for owning
all the data collected within the PFS. If you need to create
an entirely new group, you'll need to sign up for an
account with a hosted database provider, and we'll give

you instructions on the next page.
* Group

Select Your Group

( OR Create New Group )

NOTE: Be sure to check your junk or spam folder if you are not finding the email after a couple of
minutes.

5. When your database is ready, you'll get an email letting you know. Click the link in that email,
and you’ll be directed back to the Set-up.
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ses Your Group Database Has Been Created?
| [ =0 2

Protective Factors Survey
oair Group Datatass Has Brsn Crasted]
To: Peneicoe

YOUR GROUP DATABASE HAS

BEEN CREATED!

Hello Penelope Pennyloupe
The Group you ereated, GROUP TITLE, now has a database.
You can now proceed to create a new agency within that group here

Thankyou.

Sent by Protective Factors Survey

NOTE: Be sure to check your junk or spam folder if you are not finding the email after a couple of
minutes.

6. NOW you can proceed. If you are a state CBCAP Lead, you can invite your funded agencies to
participate in your Group by sending them the link https://pfsonline.friendsnrc.org/ and inviting
them to participate in the Agency Set-up process. (see Agency Set-Up on page 14 for more
information.)

If you are setting up a database for your agency, you are now ready to proceed. Visit Agency
Set-up in the next section to walk through that process; you must set up an agency under your
Group to collect data, even if it will only be your one agency using the system.
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Agency Set-Up

1. Visit https://pfsonline.friendsnrc.org/users/sign up and enter your name and email. Then,
create a password. If you already have an account, click the log in under the Sign Up button.

£\ Protective
@ Factors
Survey

uses the PFS online. then as|
Staff. Already have an account

Penelope Pennyloupe

penny@gmail.com

ssasases

You'll set up your Agency details rext

2. It's time to give your Agency a name. Fill out a name and ensure that the proper GROUP is
selected in the Group field below. Also, you will need the Group Password that you designated
in the Group Set-Up phase. (If you are setting up an agency using a Group created by another
entity, you will need the Group Password from that entity. You will need to reach out to them to
procure that.) Once you have entered all information, click Save. The Group is the database you
will be using.

NOTE: If you have not been invited to participate in an existing database, you must establish
your own. Refer to page 6 to learn how to get started.
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Protective
@ Factors
Survey

3. & Tada! & You’rein! You’re now looking at the PFS Dashboard.

Protective
Factors
Survey

v Welcor

Create a New Agency

ive your Agency a name: we'll keap track of sverything alse
Fialds markad with an asterisk * are required.

* Mame

Agency Mame

Your 'Group’ is the larger organization thal your Agericy
belengs to; in most cases this is as simple as what US
State you belong to: The Group is responsible for awning
all the data collected within the PFS. If vou need to create
an entirely new group, you'll need Lo sign up for an

account with a hosted database provider. and we'll give
wau instructions on the next page.

* Group
Select Your Group

Group password

Contact an administrator of the chosen group to get the password.

OR Create New Group

Your PFS Records

ParticipantID  Completed On Instrument  Delivery Edit Delete

Agency Title

California

Your PFS Records and Reports Name

PFSODS Instruction Manual

Penelope Pennyloupe

Customize

You can customize the settings for your Protective
Factors Survey here.

Manage Programs 1

e Agency Specific Questions for
ts 7

Select Demographic Questions 7

Create & Customize Program Questions
for Staff 7

Draft 05/06/2022
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Program Set-up

It’s time to customize your agency by setting up Programs. Select Manage Programs under
customize.

NOTE: Program Set-up is a crucial step that allows you to sort and manage your data. It is also vital to
share your data with your CBCAP State Lead or Group Owner, if applicable. If you need to share data
with the group owner (i.e., a funder providing your access to the system), you must create at least
one program and check the box to allow for data sharing for that data to be seen with the group
owner.

£\ Protective
@ Factors Dashboard
Survey

v Welcome!

Your PFS Records @ B Agency O

Agency Title

ParticipantID  Completed On  Instrument  Delivery Edit Delete
California

Name

Penelope Pennyloupe

Customize

You can eustomize the settings for your Protective
Factors Survey here.

Go to the Your Programs screen. There are a few items to consider as you set up programs.

£\ Protective
@ Factors
Survey

Your Programs

You can set up a customized list of programs here, and select which programs share data with your state. If you don't have any programs listed, that question will be omitted
from the PFS instruments,

< Go back to your PFS Records

‘Share this Program

data with Oklahoma
Program Name CBCAPLead ?

1. Programs need to be set up before any data entry. Programs are a critical data organizing step
and MUST be done before data entry. If you need to share data with your CBCAP Lead (or other
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group owner providing access to the system), at least one program must be set up, and the box
must be checked. This program will trigger the sharing mechanism.

NOTE: Failure to complete this step will result in a loss of data to your Lead and will cost support
dollars to resolve.

2. Programs dictate parameters for data analysis. You can run reports on discrete programs or
aggregate data as a whole. If you need to isolate a data set, you should create it as a discrete
program. You may enter as many programs as needed.

a. For example, if you want to sort your data on funding stream and/or service type, you
should create a program for the funding stream(s) and the service type(s). Then you can
choose to sort data later in reports based on service type or funders, or both.

b. If you set up programs for funding source a, funding source b, and funding source c —
you can run reports isolating each of those or just for b and c, or a and c. If you set up
programs for home visiting, clothes closet, and parent support, you can run reports
isolating those programs individually or consolidating any variation.

c. Ifyou are a CBCAP-funded agency participating in a statewide database, you need to
be sure to check the box to share your data where required with your CBCAP State
Lead Agency. The checkbox can’t be edited after program creation. Don’t check the box
for programs on which you want to collect data but are not currently CBCAP-funded.

d. Ifyou are a group owner and are setting up programs for your agency, you should check
the box on every program created so you can run reports in the agency or group report
features equally. Setting up programs will allow you the same capabilities for data sort
as CBCAP agencies, so you must complete this step as well.

To add a program you are sharing data on, add a program name, click the box, and click
Add.

NOTE: You cannot edit this feature after program creation. Therefore, this step is crucial in the
program set up to ensure you share data with your funder appropriately.
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Demographics Set-Up

This feature allows you to edit demographics for your agency. Click on Select Demographic Questions
in the Customize box from the dashboard screen.

>\ Protective
@ Factors el
Survey

v Welcome!

Your PFS Records @ B Agency

Agency Title
California

ParticipantID  Completed On  Instrument Delivery Edit Delete

Name

Penelope Pennyloupe

Customize

You can customize the options provided in the demographic sections of the Protective Factors Survey
during electronic administrations. For example, you can choose from including/excluding whole
guestions or customize options available under questions.

1. To toggle on/off questions, choose the check box next to the question title. If you uncheck that
box, the question will not appear in the survey administration, so it does not matter what

options are selected. If you wish for a question to appear, check the box next to the question
title.

2. If youinclude a question and want to customize the options under the question - check the
options you’d like to include.

3. You can also reset the default options that match the survey tool’s official paper copy.

NOTE: If you are using paper administrations, you want to make sure you edit any paper copies to
reflect your choices, so your data entry has the right questions/responses to match your system.

These customizations will apply to all programs in your agency and will appear on every survey
administration.
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next to the quastion title.

You can also reset to the ¢

[,,] Age (in years)

ion does not have any choices.

English

| l Cambodian
[ | Tagalog
[3] Mandarin

{a Other

[v ] Race/Ethnicity

:] Mative American or Alaskan Mative
Mexican, Mexican American,
Chicano

] Hispanic or Latino

Asian Indian

Samoan

African National/Caribbean Islander

l

| ] Japanese
I
]

IW Multi-racial

Relationship Status
Married

Divorced

Family Housing
Cwn

Temporary

Family Income

PFSODS Instruction Manual

hias the proper questionsirasponzes to match your system

Demographic Questions

Wour can customize the set of aptions provided in the demographic sections of the Protectve Facters Survey duning electronic administrations.
Wou can choose from includinadexchsding whole questions or customize options available under quastions.

.v Female

T

| o i Prefer not to Answer

rimary Language Spoken at Home

B
B

Spanish

Farsi

Vietnamese

Arabic

Other Asian

Puerto Rican

Mative Hawaiian/Pacific Islander

Chinese

Koraan

Other Pacific Islander

Middie Eastern

Other race

Partnered

Widowed

Rent

Homeless

Draft 05/06/2022

 you include a question and want to customize the options under the quastion - just check the options you'd like to include,
{ons whech matches the officiad papar copy of the survey toal

@

 To toggle ondH quastions, choosa the check box naxt to the question tithe, F you uncheck that box, the question will not appsar in the
survey administration so i does not matter what options are selected. i you wish for 3 question to appear, make sure the box i5 checked

Mote: If you are using paper administrations, you want to make sure you edit any paper copies to reflect your choices here so your data entry

Mencenforming ¢ Nenbinary

Armenizn

Korean

Creole

Russian

Black or African American

Cuban

Guamanian or Chamormo

Filipino

Vigtnamese

Asian

White (Mon-Hispanic/European
American)

Single - Never Married

Separatesd

Shared Housing with relatives /
friends

Don’t forget to click save

19



Create Custom Questions for Clients

You can create custom questions for clients that will be used within your agency survey
administrations. Click on Create Agency Specific Questions for Clients in the Customize box on your
agency dashboard.

£\ Protective
@ Factors Dashboard
Survey

¥ Welcome!

Your PFS Records Agency

Agency Title

ParticipantID  Completed On Instrument  Delivery Edit Delete
California

Name

Penelope Pennyloupe

Manage Staff

Customize

You can customize the settings for your Protective
Factors Survey here.

Select Demographic Questions 7

nize Program Questions

Once you click Create Agency-Specific Questions for Clients you will be taken to this interface. You can
define four types of questions.

Open-Ended Question

Check Box

Likert- Agreement (on a 5-point or 7-point scale)
Likert- Frequency (on a 5-point or 7-point scale)

o 0o oo

Agency Questions

‘fou can add your cwn custom i to the PFS inst nit. | hese guestions will appear at the end of the survey aoministration for all clients. Questions must be sither
Froe text’, mult seloct, of Likert on a 5 peant er 7 -peint scale, You should select the appropnate Likert scale based on your predominant survey admimistration (5 for PFS-2 o
£ tor PES). The Likert questions have a cheice of Agreement [Strongly Agree to Strongly Disagree) or Freguency [(Always to Never).

Mote: If you are using paper administrations, yau want to make sure you edit any paper coples to refloct vour choices here so yaur data entry has the praper
questionsiesponses to match your system.

< Go back 1o your PFS Records

Open-Ended Question Required? Actions

Check Box

Likert5 - Agreement

Likert5 - Frequency

Likert7 - Agreement

Likert? - Frequency
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To define questions, click on the button for the type of question you wish to establish and follow
the interface. If you want the question to be a required item, click the box and select save
changes.

NOTE: These are applicable across all programs at the Agency Level. They cannot be program-
specific.

Create and Customize Program Questions for Staff

You can customize the questions displayed in the program information section (staff-facing) of the
electronic survey administrations. Click on Create & Customize Program Questions for Staff in the
Customize box on your agency dashboard.

£\ Protective
@ Factors
Survey
v Welcome!

Your PFS Records @ B Agency

- . ’ Agency Title
ParticipantID  Completed On Instrument  Delivery Edit Delete
California

Name

Penelope Pennyloupe

Customize

You can customize the settings for your Protective
Factors Survey here

ms 1

Once you click Create & Customize Program Questions for Staff you will be taken to this interface. Here
you can do two different activities.

First, you can customize the set of program questions of the Protective Factors Survey for staff to
answer when they set up the client survey. Check the box next to the question for which options you’d
like to include. You can also reset the default options that match the survey tool’s official paper copy.
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Standard Program Questions

copy of the survey tool.

< Go back to your PFS Records

How was the survey completed?

How was the client referred?

Has the participant been reported to Child Protective Services?
If yes, when?

If yes, was the report substantiated?

Identify the type of program that most accurately describes the services the
participant is receiving. (Select all that apply)

EEREEE

If you are using a specific curriculum, please name it below
Answer at Pre-Test: Number of hours of service offered to the participant

Answer at Post-Test: Number of hours of service received by the participant

288

You can customize the set of program questions of the Protective Factors Survey for staff to answer when they set up the client survey. Check s
the box next to the question for which options you'd like to include. You can also reset to the default options which matches the official paper ave

Next, you can add your custom questions to the PFS instrument. These questions will appear during the

staff facing questions in the “Set-up” phase of the survey.

NOTE: If you are using paper administrations, you want to make sure you edit any paper copies to reflect

your choices here, so your data entry has the right questions/responses to match your system.
You can define four types of questions.

Open-Ended Question

Check Box

Likert- Agreement (on a 5-point or 7-point scale)
Likert- Frequency (on a 5-point or 7-point scale)

o 0 T o
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Custom Program Questions

You can add yeur own custom questions to the PFS instrument. These questicns will appear duning the staff facing guestions in the "set-up” phase of the survey. Questions
must be either free text!, multi-select, or Likert an a 5-point or 7-peint scale, You showld select the appropriate Likert scale based on your predominant survey administration
(5 for PFS-2 or 7 for PFS). The Likert questions have a choice of Agreement (Strangly Agree to Strongly Disagree] ar Frequency [Always to Never).

Mote: If you are using paper admimstrations, you want to make sure you edit any paper copies to reflect your choices here so your data entry has the proper
questionafresponses to match your system,

Open-Ended Question

Question Actions

Check Box

Likert5 - Agreement

Likert5 - Frequency

Likert7 - Agreement

Likert? - Frequency

To define questions, click on the button for the type of question you wish to establish and follow
the interface. If you want the question to be a required item, click the box and select save
changes.

NOTE: These are applicable across all programs at the Agency Level. They cannot be program-
specific.
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Edit/Add Staff
1. To edit or add staff to your agency, on the main Dashboard, click on Manage Staff.

£\ Protective
@ Factors Dashboard
Survey

v Welcome!

Your PFS Records Agency @

Agency Title

ParticipantID  Completed On  Instrument Delivery Edit Delete

California

Name Email

Penelope Pennyloupe matt...

Customize

You can customize the settings for your Protective
Factors Survey here,

2. To invite staff to participate in the system, enter their name and an email address and click Add.

£\ Protective
@ Factors
Survey

Your Staff

Add and remove staff from your team.

Enter name and email and click here
{ Go hack to your PFS Recards
Panny Panalrcpa penmyEfrisndsnre org

Emity stumnergifriendsnrcorg Envitation Sent

O Resend Invtarion

Edi Winkle ewinkle@lriendsnre.ong Invvitation Accepted
FOTY-E-12 DEAE D8 -0/

3. If a staff member deletes the email or fails to respond, click the resend invitation, and it will
generate a new invite for them.

NOTE: Be sure to have your staff check junk or spam folders if they are not finding the email after

a couple of minutes
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£\ Protective
@ Factors
Survey

Your Staff

Add and remove staff from your team.

Go hack to your PFS Recards

Panny Panaleopa penny@fricadsnre org

Emity etumergitriendsnrcorg

Edi Winkle ewinkleffriendsnrc.org Invvitation Accepted
FOTY-E-12 DEAE D8 -0/

Agency Staff Account Set-up

1. You receive an email and don’t know what to do next.

NOTE: Be sure to check your junk or spam folder if you don’t receive the email after a couple of
minutes.

Invitation instructions

Protective Factors Survey <no-reply@friends-pfc.com>

?
° To FRIENDS Admin

(&) f there are problems with how this message is displayed, click here to view it in a web browser,
We could not verify the identity of the sender. Click here to learn mare.

YOU'RE INVITED!

Hello Edi W.

Someone has invited you to Protective Factors Survey, you can accept it through the link below.

Accept invitation

If you don't want to accept the invitation, please ignore this email.
Your account won't be created until you access the link above and set your password.

Sent by Protective Factors Survey 1

2. Click on the green Accept Invitation button
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Invitation instructions

5 Protective Factors Survey <no-reply@friends-pfc.com>
. To FRIENDS Admin

(&) if there are problems with how this message is displayed, dlick here to view it in a web browser.
We could not verify the identity of the sender. Click here to learn mare.

YOU'RE INVITED!

Hello Edi W.

Someone has invited you to Protective Factors Survey, you can accept it through the link below.

‘ Accept invitation '

Pyeudon't want4d accept the invitation, please ignore this email.
Your account won't be created until you access the link above and set your password.

Sent by Protective Factors Survey T

If your email system does not allow you to click through links, hover over the green button with
your cursor and then right-click. Next, select copy hyperlink, open a browser window and paste the
address into your browser.

3. Once you click the link you will be taken to the system and asked to create a password. Pick
something secure, but you will remember.

£\ Protective
@ Factors
Survey

Set your password

Ifour Password

Confirm Your Password

Sat my password

NOTE: If you want to make sure you know what you typed, click on the eyeball at the end of the line
and it will show you.
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Set your password

CTTTTTTY

CLTTTTTTY

4. You have successfully set up your account and are ready to start using the system. Visit the
Administering Surveys on the next page to learn more.
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Administering Surveys

You have set up your account and are ready to begin administering the survey. If you need information
on choosing the right survey for your agency’s needs, visit https://friendsnrc.org/evaluation/protective-
factors-survey/ to learn about the different versions of the survey and to find supporting information on
the research behind the tools along with documentation on their validity and reliability.

There are a couple of notes on survey data to be aware of as you proceed.

e Surveys can be administered utilizing various electronic methods from within the system. But
you should maintain strict practices around how you support participants in answering the
questions. Visit https://friendsnrc.org/evaluation/protective-factors-survey/ and download a
copy of the user manual for the survey type you are using for guidance on best practices in
survey administration.

e Toview the responses from the client on surveys that are administered electronically, click on
the Completed On date, and it will show the responses on the screen.

e Surveys administered electronically can only edit the program datasheet questions (completed
by staff before administration) after the survey is submitted. This is to protect data integrity.

e Surveys entered by staff from a previous pen and paper administration can be edited for errors
in data entry.

e |f administering a traditional pre-post version of the survey, the system automatically records
the first entry into the system using a client id as the pre-test and all subsequent records as the
post-test. If you are entering pen and paper administrations, enter the data chronologically to
ensure that you have the proper administrations labeled and pre-tests and post-tests within the
system.

e Devices being utilized to administer the survey to clients should have the autofill options turned
off so clients can’t see previous answers to questions. To learn how to address those features,
visit the proper support for your browser type or view the directions below.

Chrome

Click on the three dots to the right of the menu bar and select Settings. Choose Autofill from the options
at the left and then scroll down and select Addresses and more. Turn this feature off.

Internet Edge

Click on the three dots to the right of the menu bar and select Settings. Choose Passwords & autofill
from the left menu and turn off Save form data.

Internet Explorer

Click on the Gear icon to the right of the menu bar and select Content and then click on the
AutoComplete Settings and ensure forms is unchecked.

Firefox

Click on the three lines to the right of the menu bar and select Options. Click on the Privacy & Security
from the left menu, scroll down to Forms and Autofill, and unclick the box. Also, scroll to History and
choose never remember history.
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Safari

Click on the word Safari at the top of the screen (Safari menu). Then click preferences and choose
AutoFill. Next, uncheck “using info from my contacts card/address book card” and “other forms” and
then click done.

Initiating Survey

1. To begin a new survey administration, click on the +New button in the Your PFS Records box.

£\ Protective
@ Factors Dashboard
Survey

v Welcome!

Your PFS Records Agency @

Agency Title

ParticipantID  Completed On  Instrument  Delivery Edit Delete
California

Name

Penelope Pennyloupe

Customize

You can customize the settings for your Protective
Factors Survey here,

Manage Programs

2. Select the version of the survey you are administering. Then, click on the version you are using. For
this example, we will use the PFS-2 Retrospective.

£=r\ Protective
@ Factors
Survey

New Survey

Chans: a warsion of the PFS. For meee information on selocing wich varsion of the survey is bast for your noeds, phiass visit
nmeafnendsnre.ongirotecava-factors-survey.

5-PF5S (Original Protective Factors Survey, Spanish Adaptation)

PFS (Original Protective Factors Survey) Traditional Pre-Post

PFS [Original Protective Factors Survey) Retrospective Pre-Post

PF5-2 |Protactive Factors Survey, 2nd Edition) Traditional Pre-Post
e —
( PFS-2 (Protactive Factors Survey, 2nd Edition) Retrospective Pre-past
N —— e
Protective Factors Survey, 2nd Edition (PF5-2) Concrete Supports Pre/Post
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3. Add the participant identifier, survey completion date, program start date, and, if applicable, the
program end date. Any item preceded with a * is a required item. Click Next.

NOTE: The participant identifier is the marker that will link multiple administrations of the survey to
the same participant. Agencies should use existing case/client ID numbers without collecting any
personally identifying information, such as participant names or birth dates.

=X\ Protective
@ Factors
Survey

PFS-2 - Retrospective
Survey

This mformatian is to be completed by staff to cobect program information.

* Particinant identifier

T 0BZ91301

AEI0S
2 Frogrant start on

812019
Program end on

mmfddiryyy

= -
.

NOTE: To use the calendar feature in the date fields, click on the calendar that appears and select the
appropriate date. The view of the calendar will vary based on the browser you are using.

4. This is the program information data. You might have customized the information
displayed/collected here in the Create and Customize Program Questions for Staff (see pages 21-23).
Remember, items preceded by * are required to proceed. If you accidentally click a wrong answer,
simply click again to unclick that answer. Click Next.
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£\ Protective
@ Factors
Survey

This page is to be completed by staff to collect program information. The follewing pages are to be completed by the
participant

Programis) Participated In:

Parent Ed Groups

7 How was the survey completed?

In 2 face- lo-face interview

By the participant with assistance available from program staff to explain items a5 needed

* How was the participant referred to your program?

Self-Referred

Child Protective Services

Court

Other

# Has the participant been reported to Child Protective Services?

| 2 a(

if yes, when?

Befare starting the program

During the program

After completing the program
If yes. was the report substantiates!?
Yes

Mot Sure
Mo, referred 1o Differential Response

“es, referred to Differential Response

7 Identify the type of program that most accurately describes the services the participant is receiving. (Select all that apply)

Advocacy (self; commnity)

Home Visiting I

Parent Education

Parent Support Group.

Flanned andfor Crisis Respile

Resource and Referral

Skill Buildingeel for Children

Gther.

If you are using a specific curriculum, please name it below

Answer at Pre-Test: Number of hours of service offered to the participant

bt

Anzwer at Post-Test Number of hours of service received by the participant

&

5

2
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5. You now have options for proceeding with administering the survey. You can:

&=\ Protective
@ Factors
Survey

Deliver This Survey

Coreal! Thee niescl guses.iures are for e paridpant. To continue working fere, hand
s this davice Tn thel PAFBCIREAE o yau can sard tam &

Centinue Here

a. Continue Here- you will get a message to hand off your device (phone, tablet, laptop, desktop
to the client to begin the survey)

Hand Over Your Device

The: inns s for the particip

Co ICTTND

b. Send Email- generate a survey link to the email address of your choice. The designated email
address will receive an email with a link. By clicking on the link, the client will be able to
complete the survey specific to their client id.

Email a Link

Send a link to the participant via amail, and they can answar questions on ther

awn.

hello@example.com

c. Send Text Message- generate a survey link to a cell phone number for administering the
survey. This could be your number to have the link ready for a client later or the client’s
number to complete the survey on their own device.
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d. QR Code- this will generate a code that can be scanned for completing the survey specific to
the client.

e. Paper Entry- this option allows you to complete data entry from a paper and pencil
administration. Choose this if you have the completed survey(s) on hand for data entry. This
entry is intended for STAFF ONLY. Do not choose this option for administration directly to a
client.

NOTE: The link generated in these various options is ALL CLIENT SPECIFIC. The links can only be used
once and are tied to the appropriate client id.
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6. The client will complete the survey using the link provided. The survey system is designed to
respond to the device being used- phone, tablet, laptop, desktop. Once they complete the survey,
you will be able to view the results on your Dashboard. Be sure to offer support to the client in
completing the survey, even if you are using these electronic options. They may have questions. You
should also provide them a heads up that they will receive a link to know to expect it and reach out
to you if they have any questions.

Paper Entry Instructions

1. Once you enter the program information and click on Paper Entry, you will receive this message:

Paper Entry

This aptian is for program staff wha are entering data from a previoushye

completed paper-based survey.

e
i e ]

NOTE: Do not use this option if handing your device to a client. This option does not lock the system
to prevent clients from accessing the Agency Dashboard after completion and they can access
survey data once completed.

You can begin your data entry now. All survey questions will be on one page and you will just need
to scroll down to enter all the items. Once entered, click +Add Child.

Medicaid
Eamed income Tax Credit {ETC)

TanF

G

Uriemploymen: Benedits
State Health fsurance
Hene of the above

Crher

Please tefl us abows your children, or

children for whorm yau are a primary camgiver.

( Submit
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2. Enter child information. You may enter as many children as needed by clicking +Add Child after
saving each record. Remember * indicates a required field.

Child #1 X

* Date of Birth

mm/dd/yyyy (]

Male

Female

Nonconforming / Nonbinary

Prefer not to Answer

*Your relationship to child:

Birth Parent

Adoptive Parent

Step-Parent

Grand/Great-Grandparent

Sibling

Other Relative

Foster Parent

Other

Is this child in the home?
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3. Once all children are entered, click Submit.

&=\ Protective
@ Factors
Survey

Madican
Earrwid Iroires Tas Cradit [EMTC)
TANF

£5
Lanemiploymans Benefits:
State Health nsurance
Hana af tha atowe

Dty

Please bel us sboul your childres, or chikdren far vabom you are o picery carsgiver.

(- Child #1

\ 08/29/2015

L

+ Add Child

4. Once you click submit, you have two options- Add a new record or Go back to your Agency
Dashboard.

[#=\ Protective
Factors
Survey

You Are Finished

Thanks for campleting this survey!

Add a new record

Go hack o your Agency Dashbeard
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Client Entry

1. Once you enter the program information sheet information, click on Continue Here. You will receive
this message:

Hand Over Your Device

The remaining questions e for the participant

=
[ Cancel
L

Click OK, Got It, and allow the client to access your device (phone, tablet, laptop, or desktop).

2. The client can now proceed to answer the questions in the survey. You may provide guidance as you
would in a paper administration following your agency procedures. For our purposes, we are using
the PFS-2 Retrospective. As the client answers the questions, they will click Next. The device being
used will dictate how many items will be on each screen before clicking Next. Remember, if they
accidentally click on a wrong answer, they can click again, and it will unmark the answer selected.

BEFORE: Thara are things wie do as 3 family that are spacial just to us.

Mutatall like iy e
Sernewlatlike my liks
Quate 2 ot fike 1y life
Jusst like oy W
MOW' There are things we do as a family that are special fust to us

Mot =t all lika my e
=
Hat mich fike ry lifa

Seenehat liks my Iife,

Cuite = lot ke my e
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3. A progress bar will appear at the top of the screen to show how far they are in completing the

survey questions.

Intruduciive

BEFIRE: My child misbehaves just to upset me.

Mot ot all like iy life

Fat iruch Rkery life

Surmewhat like my life

Quete & ot ke my life

MOW: My child miskehaves just to upset ma.

Mot 31 3l like my lite

Pt much ke my T2

Sormewhat like my lifs

Duate & ol ke my life

4. The client will enter child information. They can enter as many children as needed by clicking +Add

Child after each record. Remember * indicates a required field.

Child #1 s
* Date of Birth
i ddfyyyy fia
Mala
Female
Norconforming { Nonbinary
Prefer not to Answer

* Your refationship to child:

Birth Parent
Adoptive Parent
Step-Parent
Grand!Grest-Grandparent
Sibling
Othar Relative
Foster Parant
Othar

s this child in the home?

PFSODS Instruction Manual

Draft 05/06/2022

38



5. Once all children are entered, they will click Next.

i\ Protective
Factors
Survey

Flease tell is abaist your chikdren, or children far wiham you s & primary casegiver

Child #1
\ 04/02/2012

... -

6. When they click Next they will receive this message. There is no navigation back to the Dashboard or
any other part of the system from this screen. This prevents clients from accessing areas they are
not permitted to see within the system.

To re-enter the system, you will need to close the browser window and then reopen and type in the
system address.

==\ Protective
@ Factors
Survey

You Are Finished

Thanks far campleting this survay!
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Understanding PFS Records

The system offers users the opportunity to manage the data collected in the system in various ways.
This information is contained in the Your PFS Records box on the Dashboard. The features here allow
you to view responses, edit errors in data entry, and delete erroneous records.

Your PFS Records

Participant Completed
[s] On Instrument

12345 11/09/2021  PFS-2
Concrale

Supports

1006202101 10/04/2021 PF5-2
Retrospective

012 06/23/2021 PFS 1.0 -
English

0.0.1 )6/28/2021 PFS5.1.0-
English

12345 6/10/2021  PFS-2

Viewing Participant Responses

Delivery
Hand
Dalivery
land
Delivery

Qr Code
Delivery

Hand

Jabivery

Hand
Jalveary

+ New Agency

Edit

Brand New Box

Delete FFS Test

. Name

...... —
Test
Mathan Clark
losh Tike
Matt Kirkland
matt
FRIENDS
Edi

Wickie Yharra

Email
admin(@...
matlirkl...
nathan..,
josh@br...
mattbr...
mattlrkl...
friends...
ewinkle..

vickieyb...

1. The Participant Responses are displayed by Participant ID in the Your PFS Records box. The records

are sorted by the Completed On date and displayed with the most recent records first.
2. Toview an individual participant response, find the record in the list you wish to view and click on

the Completed On date.

Your PFS Records

Participant Completed
[s] On Instrument

12345 o PF5-2
Concrale

Supports

1006202101 10/04/2021 PF5-2
Retrospective

012 06/23/2021 PFS 1.0 -
English

0.0.1 )6/28/2021 PFS5.1.0-
English

12345 6/10/2021  PFS-2

3. After clicking on the date, you will be taken to a screen to view the response.
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Delivery
Hand
Dalivery
land
Delivery

Qr Code
Delivery

Hand

Jabivery

Hand
Jalveary

Edit

+ New Agency
Brand New Box
Delete FFS Test
Name
...... —
Test
Mathan Clark
losh Tike
Matt Kirkland
matt
e FRIENDS
........ .

Wickie Yharra
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admin(@...

matlirkl...
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Your PFS Record Survey
Details

Participant ID 12345 Language
Completed On 11092021 Dalivery
Survey ID PFS-2 Concrete Supports
Program Start 11/05/2021

an

Program End
On

Survey Response

How was the survey completed? By the participant with assistance available from

program staff to explain items as needed

You can scroll the screen to view the record and use the print option for your browser to print the
record if needed.

NOTE: You can search by participant id and program in the basic search box in the Download Your
PFS Records and Reports section of the system. In addition, you can click on Advanced Options in
the box and get more options.

Editing Participant Responses

1.

There are times that records need to be edited, and the system allows for editing various details
depending on the method of administration/entry of the survey. The various types of entry are:
a. Hand Delivery (you handed the device over to the participant)
b. SMS, QR Code, Email Delivery
c. Paper Entry (for internal data entry from a paper/pencil administration)
Hand Delivery and SMS, QR Code, and Email delivery allow you to edit the program information
guestions (participant id, survey, and program dates, how was the survey completed, etc.) that are
filled out by staff when setting up the survey. These are the only items that can be edited.
Participant responses can’t be changed once they submit their survey.
Paper Entry responses can be edited in their entirety. The system knows that sometimes errors in
data entry happen and allows for the ability to correct errors.
To edit, find the record in the list you wish to edit and click on the Edit option.
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Your PFS Records + New Agency &

Brand New Box
Participant Completed

1] On Instrument Delivery  Edit Delete PFS Test
o R . MName Email
12345 11/09/2021  PF5-2 Hand e
Concrale Dalivery Edi W, admin(@...
5 =
Supports Test matlirkl. ..
1006202101  10/04/2021  PF5-2 - Hand Fdit  Delale Mathan Clark nathan..
Retrospective Delivery Iosh Fike josh@br...
012 0612872021 PFS10- Qrade  Fdit  Delele Mait Kitkignd Rt
English Delivery matt mattkirkl...
FRIEMDS friends...
0.0.1 06/28/2021 PFS.1.0- Hand Edit  Delete
Fnglish Jalivery Edi ewinkle...
Wickie Yharra vickieyb...
12345 PF5-2 Hand Edrt
Dalivery

5. This will take you through the record and allows you to edit the responses. Finally, click the submit
button once edits are completed.

NOTE: A reminder that Paper Entry does not lock the system to prevent clients from accessing the
Agency Dashboard after completion. DO NOT use this option with clients.

Deleting Participant Responses

1. If aresponse was entered erroneously or there are errors in the survey that need to be corrected
and can’t be edited, you may wish to delete the record and start over.
2. Find the record you need to delete and click on the Delete option to perform this action.

Your PFS Records + New Agency &

Brand New Box
Participant Completed

1] On Instrument Delivery  Edit Delete PFS Test
A N . _ Name Email
12345 11/08/2021 PF5-2 Hand Edit
Concrale Dalivery Edi W, admin(@...
5 =
Supports Test matlkirkl...
1006202101 10/04/2021  PFS-2 - Hand Fdit  Delale Nathan Clark nathan...
Retrospective Delivery Iosh Fike josh@br...
012 0612872021 PFS10- Qrade  Fdit  Delele Mait Kitkignd Rt
English Delivery matt mattkirkl...
FRIEMDS friends...
0.0.1 06/28/2021 PFS.1.0- Hand Edit  Delete
Fnglish Jalivery Edi ewinkle...
Wickie Yharra vickieyb...
12345 06/10/2021 PFS-2 Hand Edrt
Dalivery

3. The system will ask if you are sure you wish to delete the response; if you are sure, click OK.
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NCies; pgawys L T A &4

pfsonline.friendsnrc.org says

Are you sure you want to delete this response?

Records Agency

Brand New Box

leted
Instrument Delivery Edit Delete PFS Test
. Name
/2021 PFS:2 Hand Edit Delete
Concrete Delivery Edi W.
Supports

Tmmt

NOTE: This action can’t be undone, and the record can’t be recovered. Only delete the record if you
are confident you don’t need it.
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Running Reports

The system has predefined reports that support agencies’ understanding and using their data. This
section will walk through the predefined reports and guide how to download raw data for use in outside
data and statistical programs.

Also, users can run searches of records based on specific search parameters.
The system has the following reports predefined:

e Participant Data

e Child Data

e Program Data

e PFS Subscales

e Custom Questions

Reports can be accessed from the Dashboard by clicking the link in the Your PFS Records block.

‘. Protective
@ Factors
Survey
v Welcome!

Your PFS Records Agency

a . ! Agency Title
Participant ID  Completed On  Instrument  Delivery  Edit  Delete
California

Name

Penelope Pennyloupe

Customize

ize the settings for your Protective

Searching and Sorting Records

4. All records are sorted on Instrument Type. You can’t combine records across report types (PFS-2
traditional and PFS-2 Retrospective, for example) in any generated reports within the system. You
can search by participant id and program in the basic search box or click on Advanced Options and
get more options.

5. You can navigate your records here in the Your PFS Records box. This includes selecting records for

editing and downloading raw data into excel for further analysis. You can also view individual
responses by clicking on the Completed On date.
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Tee guick access 1o all your records, Use the search hilters 12 e right 1o narow your resalts. then downlcad

Participant Completed
(3] on Survey Dialivary Edit Delete
08291303 Pr5-7 - Retrospective I Gl Jrlete

Dclivery
09221904 o/ El P75 2 Retrespective Faper Cniry i e
OBZO1905 MFS-2 - Retrospective Paper Entry Edit

Participant 10
08301901 PF5-1 Retrospective Faper Entry Cdi
oB301802 PES-2 - Retraspective Paner Entry sl Dalets Instiumant
Matched Pre-Post
0B301203 a Retrospective Hanrd i
u

Delnery

08301304 PFS-2 - Retrospective 1 Heme Visiting Primary
Tl Parent Ed Groups

0B301305 12 Pr5 2 Retrospective i Dl DLCBCAP funded
02051801 oy PF5-2 - Retrospective Hand Edit

[elvery
02051911 PFSE 1.0 - English Faper Entry Edif Jelate
09051911 PFS 1.0 - English Faper Entry Edit
09181301 0aE Retrospective Hand o Jeslestes

Dehvery
0521202001 MFS-2 - Retrocpactive Hand

Delivery

Participant Data Report

1. Click on PFS Summary: Participant Data in the Reports block from the Dashboard.

Your PFS Records Reports
See quick access ta all your records. Use the search filters to the right to narrow your results, then download - .
them as: Excel
o back t
Participant Completed
D on Survey Delivery Edit Delete
08291903 PFS-2 - Retrospective Hand Edit
Delivery
09291904 PFS-2 - Retrospective Paper Entry Edit Delete
08291905 PFS-2 - Retrospective Paper Entry Edit SearCh
Participant ID
08301901 PFS-2 - Retrospective  PaperEntry  Edit  Delete
08301902 PFS-2 - Retrospective PaperEntry  Edit  Delete At
3 Matched Pre-Post
08301903 PFS-2 - Retrospective Hand Edit o
Delivery
Programs:
08301904 PFS-2 - Retrospective Hand Edit O Home Visiting Primary
Delivery
O Parent Ed Groups
08301905 08/30/2019 PFS-2 - Retrospective Hand Edit Delete O CBCAP funded

2. Choose the survey and which program(s) you want to display records from. You can also narrow it

by program dates, survey dates, and only matched pre-post records. Finally, click Generate Report or

click Advanced Options for more search criteria.
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= Protective
)\ Factars
E\ Survey

Report: PFS Summary: Participant Data Report

Make szecticrs ik avalabla aptens and ganzmate your repart.

€ 150 bisck b wout F

2 Lhoos2 a Survey Fi

Only = these Frograrms L e v
L Parent Ed Groups.

| CROA finded

siting Fnmany

Marking ronz of thase val acd them all 1 iz repert

Program Start Cates
Frogram =nd Liates
Survey Complatzd Dates
Matched “re-Fost
Advanced Opfions

{ Generats Repart )

MDD - MDD

DL - MEEODATTT

MDD - MDY

3. Once you click Generate Report, scroll down to see the demographic information. Here is a sampling

of the type of data generated.

PFS-2 - Retrospective | PFS Summary: Participant Data Report

Total Mumber of Participant IDs

Ay Ao
Sex/Gander

Mumber of Famiies Heporled
Male

Female

Moncerforming

Other Gonder

Dechne

foal QFEFIFNT Frograms 4§ St Gatas 0AL0  SAFEAGE ]| End Dates DIALGNG0  DAFFFGRT ] Canypietes s D10

13

Mean

2862

Count

Standard
Deviation

814

Parcent

1041.0%

7B

B4.62%

7.69%

0.0%:

0.0%:

4. Remember, you can also download your data for use in other programs for more in-depth analysis.

To download, click the Download Report button in the upper right corner.
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PFS-2 - Retrospective | PFS Summary: Participant Data Report

. Frograme: A Start Uates 0L ol ter. PLGLAUON - 02U ) Completan Liates: (1

Total Number of Participant 10s 13

Mean  Standard

Deviation

Average Age 2862 814
Sax/Gender Count  Percent
Mumber of Families Reportad 3 100.0%
Male 1 769%
Famale i1 BB
Mancarntarming 1 LR
Qther Gonder a 0.0%
Decline a oo

Child Data Report

1. Click on PFS Summary: Child Data in the Reports block from the Dashboard.

See quick access to all your recards. Use the search filters to the right to narrow your results, then download
them as: - . N
articipa “ompleted
D Survey Delivery Edit Delete
08291903 129/2019  PFS-2 - Retrospective  Hand
Delivery
09291904 8/29/201¢ PFS-2 - Retrozpective Paper Entry
08291905 )8/29/2019  PFS-2 - Retrospective  Paper Entry Search
Participant ID
08301901 18/30/2019  PFS-2 - Retrospective  Paper Entry
08301902 §/30/2019  PFS-2 - Retrospective  PaperEntry  Edit =pmant ¥
Matched Pre-Post
08301903 ) 9 PFS-2-Retrospective  Hand 5
]
Delivery
Programs:
08301904 8130/ PFS-2 - Retrospective  Hand T Ty
Delivery _
O Parent Ed Graups
08301905 ) | PFS-2-Retrospective  Hand i ele O CBCAP funded

2. Choose the survey and which program(s) you want to display records from. You can also narrow it
by program dates, survey dates, and only matched pre-post records. Finally, click Generate Report or
click Advanced Options for more search criteria.
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Report: PFS Summary: Child Data Report

Make selechons in the avatatla cotians and garemste o oot

! Choose a Survey: PFE-7 - Relrospeche -

aiting Fririary

Harkang rane of shese el aad taee all to tha rapart

regram Start Dates MDD - B MDDY Y
Program end Dates MDD - MDD Y
Survey Completed Dates MM - MMTODYYYY

Matched Pre Post

JPATRR— —

( Generate Report |

3. Once you click Generate Report, scroll down to see the child data. Here is the type of data
generated.

PFS-2 - Retrospective | PFS Summary: Child Data Dewnload Report |
By S OFAPFIA0IT Proaranns: AN Sio? Danes LA ST | Eid Dates QLAGLRON  STPTIAIRL ) Campiotos A o0
Total Mumber of Participant IDs 13
Mean Standard Deviation
Averago Member of Children Per Partizipant 10 169 075
Sex (all children) Count Percant
Number of Chebdren Beporled 22
Male 12
Frmale 0 45.45%
Manconfarrming ] 0O%
Cther Sender o (R
Ceeline o 0%
L
Age Data Mean Standard Deviation

4. Remember, you can also download your data for use in other programs for more in-depth analysis.
To download, click the Download Report button in the upper right corner.

PFS-2 - Retrospective | PFS Summary: Child Data P8 Dovenioad Report | y
Rey o OTFTFOAT Pragravsa ANS Stavt Dates DLRLA008 - 577 e s DISLP ATPTIANT | Campted Daes OLALAIE0 -
Total Mumber of Participant IDs 13
Mean Standard Deviation
Awerage Number of Children Per Participant 1T 169 075
Sex (all children) Coaunt
Number of Chebdren Beporled 22
Male 12 G4.55H
Frmale 0 45.45%
Menzonfarming o oo%
Cther Sender o 0y
Ceeline o 0%
L:
Age Data Mean Standard Deviation
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Program Data Report

1. Click on PFS Summary: Program Data in the Reports block from the Dashboard.

Your PFS Records
See quick access to all your records. Use the search filters to the right to narrow your resuits, then download
them as: Excel
ack to your dashboard
Participant Completed
ID on Survey Delivery Edit Delete
08291903 D8/29/2019 PFS-2 - Retrospective Hand Edi elete
Delivery
09291904 0B/2¢ ¥ PFS-2 - Retrospective Paper Entry Edit D
08291905 8/29/2019 PFS-2 - Retrospective Paper Entry  Edit  Delete
08301901 3/30/201 PFS-2 - Retrospective Paper Entry Edi elete
08301902 019 PFS-2 - Retrospective Paper Entry Edi elete
08301903 08/30/2019 PFS-2 - Retrospective Hand Edit Delete
Delivery
08301904 PFS-2 - Retrospective Hand Edit Delete
Delivery
08301905 08/30/2019 PFS-2 - Retrospective Hand Edit Delete

2. Choose the survey and program(s) from which you want to display records. You can narrow it by
program dates, survey dates, and only matched pre-post records. Click Generate Report, or click

Advanced Options for more search criteria.

=r\ Protoctive
@ Factors
Survey

Reports

PES Summary: Participant Data

Search

Participant ID

Instrument v

Matched Pre-Post

Programs:

0 Home Visiting Primary
O Parent Ed Groups

O CBCAP funded

Report: PFS Summary: Program Data Report

Make szecticrs ik avalabla aptens and ganzmate your repart.

€ o back L2 vour

2 Lhoos2 a Survey PF5-2 - Hetospectve

Only s these Frograms

| CROA finded

Marking ronz of thase val acd them all 1 iz repert

Program Start Cates MDD - MDD
Frogram =nd Liates DL - MEEODATTT
Survey Completzd Cates MDD - MDY

Matched ~re-Fost
Advanced Opfions

( Generate Report |

3. Once you click Generate Report, scroll down to see the program data. Here is the type of data

generated.
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Total Mumber of Participant IDs

How was the client referred?

Mumber of Famiies Heparted

Sell-Helerred

Child Protecty

Caurt

Cammunity Pregram

Hher

How was the survey completed?

Mumber of Famiies Reporied

Face-Te-Face

PFS5-2 - hetmspectiw | PFS Summary: Program Data Report

i oented DTZTI001 Frognars AN} Slart Dates GAH00 - DFT021 § Fod Dabee: 010153

13

Count Percent

13 100.0%

a B3.73%

a 0.0%

a 0.0%

3 23.08%
7.69%

Count Percent
100,0%

& 46.15%

I - QATFP02S | Conpdetect Dales OLATL060 -

Remember, you can also download your data for use in other programs for more in-depth analysis.

To download, click the Download Report button in the upper right corner.

Foigrans Al Slart Dates & § Fred Diatie (11

Total Mumber of Participant IDs

How was the client referred?

Mumber of Famiies Heparted

Sell-Helerred

Child Protective Services

Caurt

Cammunity Pregram

Hher

How was the survey completed?

Mumber of Famiies Reporied

Face-Te-Face

PFSODS Instruction Manual

PFS5-2 - hetmspectiw | PFS Summary: Program Data Report

AR | Completeed Detas 31

13

Count Percent

13 100.0%

a B3.73%

a 0.0%

a 0.0%

3 23.08%
7.69%

Count Percent
100,0%

& 46.15%
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PFS Subscales Report

1. Click on PFS Summary: PFS Subscales in the Reports block from the Dashboard.

Your PFS Records Reports
See quick access to all your records. Use the search filters to the right to narrow your results, then download S B L= g
e FS Summary; Participant Data
) back to your dashboard
Participant Completed
D on Survey Delivery Edit Delete
08291903 D8/29/2019 PFS-2 - Retrospective Hand Edit Delete
Delivery
09291904 08/29/2019 PFS-2 - Retrospective Paper Entry Edit Delete
08291905 08/29/2019  PFS-2 - Retrospective PaperEntry  Edit  Delete Search
Participant ID
08301901 08/30/2019 PFS-2 - Retrospective PaperEntry  Edit  Delete
08301902 18/30/2019 PFS-2 - Retrospective Paper Entry Edit Delete nstrusment M
Matched Pre-Post
08301903 08/30/2019 PFS-2 - Retrospective Hand Edit Delete o
Delivery
Programs
08301904 08/30/2013 PFS-2 - Retrospective Hand Edit Delete O Home Visiting Primary
Delivery
O Parent Ed Groups
08301905 08/30/2019 PFS-2 - Retrospective Hand Edit O CBCAP funded

2. Choose the survey and program(s) from which you want to display records. You can narrow it by
program dates, survey dates, and only matched pre-post records. Click Generate Report or click
Advanced Options for more search criteria.

= Protective i
ﬂ":a\ Factors
Survey 1

Report: PFS Summary: PFS Subscales Report

€ 50 back 2 your F

ZLhoos2 a Surey PRE-Z - Hetrospectve

Only shaw these Frograms L Harre Wisiting Fimary

L Parent £d Groups
| CROAD fuadas

Marking ronz of thase val acd them all 1 iz repert

Program Start Cates MDD - MDD
Frogram =nd Liates DL - MEEODATTT
Survey Completzd Cates MDD - MDY

Advanced Options

I(Genem!e Report |

3. Once you click Generate Report, scroll down to see the PFS Subscale Data specific to your survey
type selected. Here is the kind of data generated.
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PFS-2 - Retrospective | PFS S y: PFS Subscales Report

AL - O 27 eng R LA ) Camketed o)

. Frograme: A

Total Number of Participant IDs 12

PRE-TEST POST-TEST Matehed Pre/Post

Count Mean Standard Count Mean Standard Count % Who

Dieviation Dieviation Improved

Famnily Functioning / Re 13 072 0.65 13 274 059 13 100.0
Murturing and Attachment 13 054 12 235 073 12 1000
Socidl Supparts 15 o ic 075 1% 23z k=31 18 100.0

13 179 098 13 256 L4 13 B4.62
Relationship
Cercreme Support o NaN 0o 1z 225 09 (1} Makl

Iz armary puracss of the MRS and - 3 be used - maarg dimzal

diagrases delsons

Remember, you can also download your data for use in other programs for deeper analysis. To
download, click the Download Report button in the upper right corner.

PFS-2 - Retrospective | PFS Summary: PFS Subscales Report
e a o fie ¢ 100 - DGR ) oy

Total Number of Participant IDs 12

PRE-TEST POST-TEST Matehed Pre/Post

Count  Mean  Standard Count Mean Standard Count % Who

Dieviation Dieviation Improved

Farnily Functioning / Resil 13 072 0.65 13 274 059 13 100.0
Murturing and Attachment 13 054 075 12 235 073 12 1000
Socidl Supparts 15 o ic 075 1% 23z k=31 18 100.0

13 179 098 13 256 L4 13 B4.62
Relationship
Cercreme Support o NaN 0o 1z 225 09 (1} Makl

IR armary puracss of ke FRE and HRE-2 1 b3 provids feechack £ 3encies for CantRucus e
dingreses deisons regarding ot of hame pacsme
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Custom Questions Report

1. Click on PFS Summary: Custom Questions in the Reports block from the Dashboard.

See quick access to all your records. Use the search filters to the right to narrow your results, then download N =
them as: Excel ¥ 2 S
) back 16 yo
Participant Completed
D on Survey Delivery Edit Delete
08291903 18/29/201 PFS-2 - Retrospective Hand
Delivery
09291904 08/29/2019 PFS-2 - Retrospective Paper Entry Edit Delete
08291905 08/29/2019 PFS-2 - Retrospective PaperEntry  Edit  Delete SearCh
Participant ID
08301901 #/30/2019 PFS-2 - Retrospective Paper Entry
08301902 18/30/2019 PFS-2 - Retrospective Paper Entry Edit Delete st M
Matched Pre-Post
08301903 08/30/2019 PFS-2 - Retrospective Hand Edit Delete o
Delivery
Programs
08301904 0B/30/2018 PFS-2 - Retrospective Hand Edi Delete O Home Visiting Primary
Delivery
O Parent Ed Groups
08301905 08/30/2019 PFS-2 - Retrospective Hand Edit O CBCAP funded

2. Choose the survey and program(s) from which you want to display records. You can narrow it by
program dates, survey dates, and only matched pre-post records. Click Generate Report or click
Advanced Options for more search criteria.

Report: PFS Summary: PFS Subscales Report

€ G0 back L2 vour P

2 Lhoose a Survey, PFFS-Z - Hetrospectve

Only shaw these Frograms L Hetns Wismting Fnmary

L Parent £d Groups
| CROAD fundes

Marking ronz of thase val acd them all 1 iz repert

Program Start Cates MDD - MDD
Frogram =nd Liates DL - MEEODATTT
Survey Completzd Cates MDD - MDY

Advanced Options.

/' ~
{ Generste Report |

3. Once you click Generate Report, scroll down to see the Custom Question Data specific to your
survey type selected.

Remember, you can also download your data for use in other programs for deeper analysis. To
download, click the Download Report button in the upper right corner.
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Exporting Data

1. You can export data from within the system for your Agency. To do this, click on Download Your PFS

Records and Reports.

2. From there, click the Excel link. This will give you the agency in a .csv file.

=\ Protective
@ Factors
Survey

Your PFS Records

c all yeur recards, Usz the sesrch Stams to tha ncht to naTawe vaur msuits, then davrlnaz

Participant 10 Car
03291903
08751804
08291305
03301901
08301867
08301303
03301904
08301305 RANE ]
09051301 a PF5-2-

09051911 FAULIEOLY “F5 1.0

PFSODS Instruction Manual

-2 - PRerospective
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'HE-d - HeTnspective

7 Remmnspactiva

-2 - Reirospuctive

- Hemospactive

Resmspactive

Rerospaciive

- Engligh

Nalivary

Hand Delvery

Faper Zntry

Faper Cntry.

Fapsr zntry

Faper Fntry

Hand Defivary

Hand Lielvary

Hand Dielwary

Hand Dedivary

Faper zntry

Reports

S Siznimiary: Participant Data

Search

Paricipan. (D
|astrmes
Matched Pre-Poct

iilivyg Primiacy
ZIrarent Ed Groucs

CECAH tundes
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Using the Group Dashboard (for Group Users only)
Accessing the Group Dashboard

1. After logging into the system, you will see options in the upper right corner. To access the Group
Dashboard, click on Group Dashboard in the upper right corner. (The system will default into agency
view when you log in).

£\ Protective
@ Factors
Survey

FRIENDS Mational Center is happy to announce some improvements and changes in the

Protective Factors r Online Data System. about new ways to
customize the PFS.

Your PFS Records Agency

PFS Test Data
Participant Completad
D Instrument Delivery i Stzte Test Data

MName Email
100014 41762027 SPES-2 Hand kd
Delivery Crnily eturn..

Fci W, admin...
100013 14262027 SPF5-2 - Maper

Retrospective  Entry Matt Kirkland matt...

Ashley Hutton ashia..
100012 04/ ) SPFS-Z- Hand

Retrospective  Delivery Edi ewink..,

Cassandra cfirma...

100011 77 SPFS-? Hand

Clicking Group Dashboard will change your view from Agency to Group and will shift to this:

£\ Protective
@ Factors
Survey

PFS Test Agencies Group
Reeies PFS Test
Name Created On  Users Responses Name

Matt Kirkland matt@b..,
Brand New Box 2019-03- Users Stats  Responses
o7 Fdi ewinkle...

Marylo Caruso mjcans..,
Test Agency 2 2019-03-
o7 Ashley Hutton ashley...
Ashlay ashley+...
FRIENDS 2019-03- SErs slats = R
o7 Edi W, admin...

2019-03 sers Resp: 5 Manage Group Staff
oz

Casandra's Testing 2019-03

site o7 e el Pa stord

Aryone creating 2 new Agency in
this group will need this password.

Records will be replaced by the list of Agencies in your Group.
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Edit/Add Staff to Group

1. To edit or add staff to your Group, click Manage Group Staff on the Group Dashboard.

£\ Protective
@ Factors
Survey

PFS Test Agencies Group

PFS Test

Agency
Name Created On  Users Responses Name Email

Matt Kirkland matt@b..,
Brand New Box 2019-03- Users Stats  Responses

o7 Fdi Ewinkle..
Marylo Carusa MEATUS..,
Test Agency 2 2019-03- 5
o7 Ashley Hutton ashley...
Ashlay ashley+...
FRIENDS 2019-03- 2rs t X .
o7 Edi W, admin...

201903
o7

Casandra's Testing 2019-03

e mente- Wi Password

Aryone creating 2 new Agency in
this group will need this password.

2. To add staff to the Group, enter their name and an email address and click Add.

£\ Protective
@ Factors
Survey

Your Staff

Add and remove staff from accessing this group.

< Go back to your group
Mame Email

Matt Kirkland mati@brandnewbaox.com Invitation Accepted
2012-03-07 14:35:56 -0800

ewinkle@lriendsnre.org Invitation Accepled

2018-03-12 06:45:04 -G/00

Marylo Caruso mijcaruso@friendsnrc.org Invitation Accepted

2018-09-05 05:25:00 -C700

Ashley Hutton ashley@brandnewbox.com Invitabion Accepted
2019-03-08 140717 -0A00
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3. If a staff member deletes the email or fails to respond, click the resend invitation, and it will

generate a new invite for them.

£\ Protective
@ Factors
Survey

Your Staff

Add and remove staff from your team.

Go hack to your PFS Recards

Panny Panaleopa penny@fricadsnre org

Emity stumnergifriendsnrcorg

Edi Winkle ewinkleffriendsnrc.org Invvitation Accepted
FOTY-E-12 DEAE D8 -0/

NOTE: Be sure to have your staff check junk or spam folders if they are not finding the email after

a couple of minutes

If invited staff are already a part of the system (perhaps through work with another agency), it
will show Invitation Accepted with the date/time stamp. They will automatically have access to

the Group the next time they log into the system.

Edit Group Password

1. Your Group Password is just below the Group Staff box on the Group Dashboard.

£\ Protective
@ Factors
Survey

Brand New Box 2019-03-
07

Test Agency 2 2019-03-
o7

FRIENDS 2019-03-
07

201503
07

Casandra's Testing 2019-03-
site o/

PFSODS Instruction Manual Draft 05/06/2022

Matt Kirkland matt@b...
Edi ewinkle...
Marylo Caruse mjEarus...
Ashley Hutton ashley...

Ashley ashley+...

Edi W, admin...

Anyone creating a new Agency in
this group will need this password.

sunshine
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2. To edit the Group Password, click Edit Password in the bottom left corner of the box.

£\ Protective
@ Factors
Survey
Brand New Box

Test Agency 2

FRIENDS

Casandra's Testing
site

2019-03-

o7

2019-03-

o7

2019-03-

o7

201503
07

2019-03-

Responses

Matt Kirkland matt@b...

Edi ewinkle...
Marylo Caruse mjEarus...

Ashley Hutton ashley...

Ashley ashley+...

Edi W, admin...

Manage Group Staff

Password

Anyone crealing a new Agency in

thiz group will need this password.

sunshine

3. Enter the password you desire for the Group and click Save Password.

£\ Protective
@ Factors
Survey

Password

This 1= the password users will need to creata a new agency within this group.

* Group password

sunshine

=D «

NOTE: You will need to provide this password to Agencies setting up in the system the first time
to allow them access to save to your database.
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Navigating Agencies on the Group Level

The Group Dashboard provides an overview of the Agencies inside the Group. In addition, users can find
out several key pieces of information from the Agencies interface.

£\ Protective
@ Factors
Survey

PFS Test Agencies Group

Name

Brand New Box

Test Agency 2

FRIENDS

Agency
Created On Users

2019-03- Us

o7

2019-03-
o7

2019-03-

rs

Responses

Responses

PFS Test
Name

Matt Kirkland
Fdi

Marylo Caruso
Ashley Hutton

Ashley

Email
matt@n...
ewinkle...
MEATUS..,
ashley...

ashley+...

o7 Edi W, admin...

2019-03 sers t Resp: Manage Group Staff
oz

Casandra's Testing 2019-03
site oz

Password

Aryone creating 2 new Agency in
thiz group will need this passwored.

View Agency Information

1. From the Group Dashboard you will see the Agencies block.
2. Inthisinterface, you can see several details about an agency.
3. To see the users assigned to an agency, click on the Users option in the agency line.

£\ Protective
@ Factors
Survey

PFS Test Agencies Group

Created On

2019-03-

o7

2019-03-

o7

2019-03-

o7

201903
o7

Casandra's Testing 2019-03

os
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Agency
Users

Lisers

Responses

Responses

PFS Test
Name

Matt Kirkland
Fdi

Marylo Caruso
Ashley Hutton
Ashlay

Edi W,

Email

math@h..,
ewinkle...

MEATUS..,

ashley...

ashley+...

admin...

Manage Group Staff

Password

Aryone creating 2 new Agency in

this group will need this password.
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4. This will bring up a pop-up box with the agency staff listed with their emails.
5. Tosee how many surveys an agency has in the system, click on the Stats option.

£\ Protective
@ Factors
Survey

PFS Test Agencies Group

Name

Brand New Box

Test Agency 2

FRIENDS

Casandra's Testing
site

6. Clicking Stats will bring up a pop-up box that states how many surveys the agency has in the

system.

Created On
2019-03-
o7
2019-03-
o7

2019-03-
07

201903
o7

2018-03
oz

PFS Test
Agency

Users Stats Responses Name

Matt Kirkland
Users Responses
Fdi

Marylo Caruso
Users

Ashley Hutton

Ashlay

Edi W,

Manage Group Staff

Email

math@b..,
ewinkle...

MEATUS..,

ashley...

ashley+...

admin...

Password

Aryone creating 2 new Agency in

this group will need this password.

NOTE: This will only display the surveys that the Group Dashboard has permission to see. This is

determined by the Programs in the agency that are assigned to surveys, and the Share Data
option must be checked in the program set up to allow data sharing (refer to instructions on p.
16-17 for more information).
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Viewing Participant Responses Inside an Agency

From the Group Dashboard, users can also view and manage agency data. First, find the agency in the
list you wish to access and click the Responses option. After clicking, users can view responses, edit

errors in data entry, and delete erroneous records.

£\ Protective
@ Factors
Survey

PFS Test Agencies

Agency
Users Stats Responses

Name

Brand New Box

Test Agency 2

FRIENDS

Casandra's Testing

Created On

2019-03-
o7

2019-03-
o7

2019-03-
o7

201903
o7

2018-03

Group
PFS Test
Name

Matt Kirkland
Fdi

Marylo Caruso
Ashley Hutton
Ashlay

Edi W,

Email

math@b...
ewinkle...

MEATUS..,

ashley...

ashley+...

admin...

site o/

Password

Aryone creating 2 new Agency in

this group will need this password.

1. The Participant Responses are displayed by Participant ID in the Your PFS Records box. The records

are sorted by the Completed On date and displayed with the most recent records first.
2. Toview an individual participant response, find the record in the list you wish to view and click on

the Completed On date.

Your PFS Records

Participant Completed
1D On Instrument

+ New

12345 I"FS -2

Concrale

1006202101 10/04/2021

0.0.1 06/28/2021

12345

3. After clicking on the date, you will be taken to a screen to view the response.

Supports

Prs-7 -

Retrospective

PF5 1.0 -

English

PF5 1.0 -

English

PFSODS Instruction Manual

Delivery  Edit  Delete

Hand Edit

Dalivery

Hand e Delale
Delivery

Or Code Fd Detele
Delivery

elete

o

Hand Edit

Dalivery

Hand Edit  Delete

Dalivary

Agency @
Brand New Box

PFS Test

Name Email

Edi W, admin(@...
Test matlkirkl...
Mathan Clark nathan...
losh Tike josh@br...
Matt Kirkland mattibr...
matt mattlirkl...
FRIEMDS fnends...
Edi ewinkle...
Wickie Yharra vickieyb...
Manage Staff
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Your PFS Record Survey
Details

Participant ID 12345 Language
Completed On 11092021 Dalivery
Survey ID PFS-2 Concrete Supports
Program Start 11/05/2021

an

Program End
On

Survey Response

How was the survey completed? By the participant with assistance available from

program staff to explain items as needed

You can scroll the screen to view the record and use the print option for your browser to print the
record if needed.

NOTE: You can search by participant id and program in the basic search box in the Download Your
PFS Records and Reports section of the system. In addition, you can click on Advanced Options in
the box and get more options.

Editing Participant Responses Inside an Agency

1.

There are times that records need to be edited, and the system allows for editing various details
depending on the method of administration/entry of the survey. The various types of entry are:
a. Hand Delivery (you handed the device over to the participant)
b. SMS, QR Code, Email Delivery
c. Paper Entry (for internal data entry from a paper/pencil administration)
Hand Delivery and SMS, QR Code, and Email delivery allow you to edit the program information
guestions (participant id, survey, and program dates, how was the survey completed, etc.) that are
filled out by staff when setting up the survey. These are the only items that can be edited.
Participant responses can’t be changed once they submit their survey.
Paper Entry responses can be edited in their entirety. The system knows that sometimes errors in
data entry happen and allows for the ability to correct errors.
To edit, find the record in the list you wish to edit and click on the Edit option.
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Your PFS Records + New Agency &

Brand New Box
Participant Completed

1] On Instrument Delivery  Edit Delete PFS Test
o R . MName Email
12345 11/09/2021  PF5-2 Hand e
Concrale Dalivery Edi W, admin(@...
5 =
Supports Test matlirkl. ..
1006202101  10/04/2021  PF5-2 - Hand Fdit  Delale Mathan Clark nathan..
Retrospective Delivery Iosh Fike josh@br...
012 0612872021 PFS10- Qrade  Fdit  Delele Mait Kitkignd Rt
English Delivery matt mattkirkl...
FRIEMDS friends...
0.0.1 06/28/2021 PFS.1.0- Hand Edit  Delete
Fnglish Jalivery Edi ewinkle...
Wickie Yharra vickieyb...
12345 PF5-2 Hand Edrt
Dalivery

5. This will take you through the record and allows you to edit the responses. Finally, click Submit once
edits are completed.

NOTE: A reminder that Paper Entry does not lock the system to prevent clients from accessing the Agency
Dashboard after completion. DO NOT use this option with clients.

Deleting Participant Responses Inside an Agency

1. If aresponse was entered erroneously or there are errors in the survey that need to be corrected
and can’t be edited, you may wish to delete the record and start over.
2. Find the record you need to delete and click on Delete to perform this action.

Your PFS Records + New Agency &

Brand New Box
Participant Completed

1] On Instrument Delivery  Edit Delete PFS Test
A N . _ Name Email
12345 11/08/2021 PF5-2 Hand Edit
Concrale Dalivery Edi W, admin(@...
5 =
Supports Test matlkirkl...
1006202101 10/04/2021  PFS-2 - Hand Fdit  Delale Nathan Clark nathan...
Retrospective Delivery Iosh Fike josh@br...
012 0612872021 PFS10- Qrade  Fdit  Delele Mait Kitkignd Rt
English Delivery matt mattkirkl...
FRIEMDS friends...
0.0.1 06/28/2021 PFS.1.0- Hand Edit  Delete
Fnglish Jalivery Edi ewinkle...
Wickie Yharra vickieyb...
12345 06/10/2021 PFS-2 Hand Edrt
Dalivery

3. The system will ask if you are sure you wish to delete the response; if you are sure, click OK.
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nCles; pgswys LT * ¢

pfsonline.friendsnrc.org says
Are you sure you want to delete this response?

“ s

N E

-
leted
Instrument Delivery Edit Delete PFS Test
Name
PFS5-2 Hand Delete
Concrete Delivery Edi W.
Supports =

NOTE: This action can’t be undone, and the record can’t be recovered. Only delete the record if you
are confident you don’t need it.

Running Group Reports

The system supports running multi-agency data across the various predefined reports. The Group
reports are the same that support agencies. This section will walk through the predefined reports in the
Group Dashboard and guide how to download raw data for use in outside data and statistical programs.

The system has the following reports predefined:

o Participant Data

e Child Data

e Program Data

e PFSSubscales

e Custom Questions

Reports can be accessed from the Group Dashboard by clicking the appropriate report in the Reports
block in the lower right corner (you might need to scroll to see the box).
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£\ Protective
@ Factors
Survey

Casandra's Testing 2015-03- sers Passwo rd

site 07
Anyone creating a new Agency in
this group will need this password.

n Z |3 4 5| Mext: | Lasts

sunshine

Edit Password

'
Reports

PFS Summary: Participant Data

PES Summary: Child Data
PFS Summary: Program Data

PFS Summary: PFS Subscales

I PFS Summary: Custom -Z'g

Group Participant Data Report
1. Click on PFS Summary: Participant Data in the Reports block from the Dashboard.

£\ Protective
@ Factors
Survey
Casandra's Testing 2019-03- 5 Responsss
Password

Anyone creating a new Agency in
this group will need this password.

sunshine

Edit Password

PFS Summary: Program Data

PFS Summary: PFS Subscales

PFS Summary: Custom Questions

2. Here you can choose to run a single agency report or across all agencies while narrowing down
among programs.
3. Start by choosing the survey you wish to run the report about.
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4. Next, choose Agency/All Agencies. The programs will display based on which agency you choose.
Checking no programs boxes selects all programs. If you wish to narrow it down, select the
appropriate programs. You can also narrow it by program dates, survey dates, and only matched

pre-post records. Finally, click Generate Report or click Advanced Options for more search criteria.

Report: PFS Summary: Participant Data
Report

Make selections in the available options and generate vour repart.

¥ Choose a Survey: Select a Survey

* Choose an Agency: All Agencies

O Casandra’s Spamish PFS test
O Crss

Only show these Programs

O FRIENDS Focused Parenting
O FRIEMDS Parent Support
O Home Visiting

5. Once you click Generate Report, scroll down to see the demographic information. Here is a sampling

of the type of data generated.

y: Participant Data Report

71 | Sl at F0en 7 21 Canpseg ates

Total Mumber of Participant IDs i ]

Mean  Standard

Deviation

Ay Ao JOEF @14
Sex/Gander Count  Percent
Murnber of Famdies Heporled 13 104.0%
tale 1 769%
Female e | 84.62%
Moncerforming N TE9%
Other Gonder o 0.0%
Dechne 2] 0.0%

6. Remember, you can also download your data into a word document. To download, click the
Download Report button in the upper right corner.
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PFS-2 - Retrospective | PFS Summary: Participant Data Report

HEpST Cenersted 042 ARIEL Frograme: Al { Start Uates 0 LTLA0GT - 00 AN21 | Eno Lister, DLGLAUNN - 0RATIEE ) Comatetea Liates: (1501

a7

Total Mumber of Participant 105

Averags Age

Sex/Gander

Humber of Families Reported
Male

Famale

Mancarntarming

Other Gonder

Decling

Group Child Data Report

13

Maan

2862

Count

¥

il

Standard
Devistion

814

Farcent

100.0%:

7695

BB

LB

0%

1. Click on PFS Summary: Child Data in the Reports block from the Dashboard.

£\ Protective
Factors
Survey

Casandra's Testing

site

2019-03-
o7

Password

Anyone creating a new Agency in
this group will need this password.

sunshine

Edit Password

Reports

PFS Summary: Participant Data

PFS Summary: Program Data

PFS Summary: PFS Subscales

PFS Summary: Custom Questions

2. Here you can choose to run a single agency report or across all agencies while narrowing down

among programs.

3. Start by choosing the survey you wish to run the report on.

4. Next, choose Agency/All Agencies. The programs will display based on which agency you choose.
Checking no programs boxes selects all programs. If you wish to narrow it down, select the
appropriate programs. You can also narrow it by program dates, survey dates, and only matched

pre-post records. Finally, click Generate Report or click Advanced Options for more search criteria.
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Report: PFS Summary: Child Data

Make setections in the available ophions and generate your report.

< Go back to your PFS Test Group D oard

* Choose a Survey: Select a Survey

¥ Choose an Agency: All Agencies

Only show thess Pragrams L1 Casandra's Spanish PIS test

O CFss

Z FRIEMDS Focused Parenting

O FRIENDS Parent Support

! Home Visiting

5. Once you click Generate Report, scroll down to see the child data. Here is the type of data

generated.
PFS-2 - Retrospective | PFS Summary: Child Data
Fepx afed OTYPRYFOCT Pasaraces AV St Dates DI0LO000  SRORPAR | Fon Mates DLGLT0M  STFTAIRL | Campietes Dt ALDLAIS0
Total Mumber of Participant 10 13
Mean Standard Deviation
Awerage Mumber of Children Per Participant 1D 159 075
Sex (all children) Count Percant
Nurmber of Chikdren Repored s 169.23%
Male 12 G4.55H
Female 0 45.45%
Nencanfareming o 0%
Dther Sender o G0N
Docling 0 0.0%
L:
Age Data Mean Standard Deviation

6. Remember, you can also download your data into a word document. To download, click the
Download Report button in the upper right corner.

PFS-2 - Retrospective | PFS Summary: Child Data
Repy OFPREON Poagrmns ANJ Shavt Dates: DUOLT000 STORAH | Foa Dates DLSLOONT  STPTRIZL | Campisted Dates: 01017000 —
Total Number of Participant 1D 13
Mean Standard Deviation
Avcrago Member of Children Per Participant 1D 159 075
Sex (all children) Count Percant
Nurmber of Chikdren Reported s 169.23%
Male 12 G4.55H
Female 0 45.45%
Nencanfareming o 0%
ther Sender o [ELa
Decling 0 0.0%
L:
Age Data Mean Standard Deviation
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Group Program Data Report

1. Click on PFS Summary: Program Data in the Reports block from the Dashboard.

£\ Protective
Factors
Survey

Casandra's Testing 2015-03- Users Stats Pa sswo rd

site 07
Anyone creating a new Agency in
this group will need this password.

sunshine

Edit Password

Reports

PFS Summary: Participant Data

PFS Summary: Child Data

PFS Summary: PFS5 £

PFS Summary: Custorm Questions

2. Here you can choose to run a single agency report or across all agencies while narrowing down
among programs.

3. Start by choosing the survey you wish to run the report on.

4. Next, choose Agency/All Agencies. The programs will display based on which agency you choose.
Checking no programs boxes selects all programs. If you wish to narrow it down, select the
appropriate programs. You can also narrow it by program dates, survey dates, and only matched
pre-post records. Finally, click Generate Report or click Advanced Options for more search criteria.

Report: PFS Summary: Program Data Report
Make selections in the available options and generate vour report.

< Go back to your PFS Test Group Dashboard
* Choose a Survey: Select a Survey

* Choose an Agency: All Agencies

Only show these Programs Casandra's Spanish PFS test

D CFss

FRIEMDS Focused Parenting
) FRIEMDS Parent Support

[ Home Visiting

5. Once you click Generate Report, scroll down to see the program data. Here is the type of data
generated.
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PFS5-2 - hetruspectiw | PFS Summary: Program Data Report

T2021 Frigrans Al Slart Dates & DT 1 Frocd Dt (040 N - AFRAE [ et Dot |

Total Mumber of Participant IDs 13

How was the client referred? Count Percent
Mumber of Famiies Reported 13 100.0%
Sell-Helerred a B3.73%

Child Protectiv a 0.0%
Court a 0.0%
Cannrnunity Pregram 3 23.08%
Cther 1 7.69%
How was the survey completed? Count Percent
Number of Tamdies Reported 13 100,0%
Face-Te-Face L] 46.15%:

6. Remember, you can also download your data into a word document. To download, click the
Download Report button in the upper right corner.

PFS5-2 - hetruspectiw | PFS Summary: Program Data Report

T2021 Frigrans Al Slart Dates & DT 1 Frocd Dt (040 N - AFRAE [ et Dot |

Total Mumber of Participant IDs 13

How was the client referred? Count Percent
Mumber of Famiies Reported 13 100.0%
Sell-Helerred a B3.73%

Child Protectiv a 0.0%
Court a 0.0%
Cannrnunity Pregram 3 23.08%
Cther 1 7.69%
How was the survey completed? Count Percent
Number of Tamdies Reported 13 100,0%
Face-Te-Face L] 46.15%:
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Group PFS Subscales Report

1. Click on PFS Summary: PFS Subscales in the Reports block from the Dashboard.

£\ Protective
Factors
Survey
Casandra's Testing 2015-03- Users Stats lesponses
on - Password

Anyone creating a new Agency in
this group will need this password.

sunshine

Reports
PFS Summary: Participant Data
PES Summary: Child Data

PFS Summary: Program Data

< PFS Summary: PFS Subscates

2. Here you can choose to run a single agency report or across all agencies while narrowing down
among programs.

3. Start by choosing the survey you wish to run the report on.

4. Next, choose Agency/All Agencies. The programs will display based on which agency you choose.
Checking no programs boxes selects all programs. If you wish to narrow it down, select the
appropriate programs. You can also narrow it by program dates, survey dates, and only matched
pre-post records. Finally, click Generate Report or click Advanced Options for more search criteria.

Report: PFS Summary: PFS Subscales Report

Make selaections in the available options and generate yaur report,

< Go back to your PFS Test Group Dashboard

¥ Choose a Survey: Select a Survey

¥ Choose an Agency: All Agencies

Only show these Programs O Casandra's Spanish PFS test
O CFss

O FRIENDS Focused Farenting
O FRIENDS Parent Support

O Home Visiting

5. Once you click Generate Report, scroll down to see the PFS Subscale Data specific to your survey
type selected. Here is the kind of data generated.
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PFS-2 - Retr

tive | PFS §

. Frogmams: AN |

P

Total Number of Participant IDs 12

PRE-TEST

Count  Mean

Family Functioning / Re 15 07z

Murturing snd Sttachment 13 054

Socidl Supparts 15 o ic
13 179

Relationship

Corcreme Suppart o NaN

Iz armary puracss of the MRS and -

bl

6. Remember, you can also download your data into a word document. To download, click the

£3 Eravds feechack ba agencies o cantn
cars dnelEonG

y: PFS Subscales Report

POST-TEST
Standard Count  Mean
Deviation
0.65 13 274

12 235
075 a2 2132
098 13 256
0o 1z 225

Aing cht ot hami pl

R LA ) Camketed o)

Standard
Deviation

0.59

073

k=31

L14

Download Report button in the upper right corner.

tive | PFS §

rogTms:

P

PFS-2 - Retr

Total Number of Participant IDs 12

PRE-TEST

Count  Mean

Family Functioning / Re 15 07z

Murturing snd Sttachment 13 054

Socidl Supparts 15 o ic
13 179

Relationship

Corcreme Suppart o NaN

Iz armary puracss of the MRS and -

bl
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k3 provids teechack ba agencies for cantnucus o
o dIEons

y: PFS Subscales Report

POST-TEST
Standard Count  Mean
Deviation
0.65 13 274

12 235
075 a2 2132
098 13 256
0o 1z 225

Aing cht ot hami pl

mers and evaluabon

Standard
Deviation

0.59

073

k=31

L14

rpeses It = not merds:

Matched Pre/Post

Count % Who

Improved
13 100.0
12 1000
18 100.0
13 B4.62
(1} Makl

3 be used - maarg dimzal

Matched Pre/Post

Count % Who

Improved
13 100.0
12 1000
18 100.0
13 B4.62
(1} Makl

3 be used - maarg dimzal
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Group Custom Questions Report

1. Click on PFS Summary: Custom Questions in the Reports block from the Dashboard.

£\ Protective
Factors
Survey

Casandra's Testing 2015-03- Users Stats Pa sswo rd

site 07
Anyone creating a new Agency in
this group will need this password.

sunshine

Edit Password

PFS Summary: Participant Data
PES Summary: Child Data
PFS Summary: Program Data

PFS Summary: PFS Subscales

PFS Summar

2. Here you can choose to run a single agency report or across all agencies while narrowing down
among programs.

3. Start by choosing the survey you wish to run the report on.

4. Next, choose Agency/All Agencies. The programs will display based on which agency you choose.
Checking no programs boxes selects all programs. If you wish to narrow it down, select the
appropriate programs. You can also narrow it by program dates, survey dates, and only matched

pre-post records. Finally, click Generate Report or click Advanced Options for more search criteria.

Report: PFS Summary: Custom Questions
Report

Make selections in the available opticns and generate vour repart.

< Go back to your PF5 Test Group Dashboard

* Choose a Survey: Select a Survey

¥ Choose an Agency: All Agencies

Only show these Programs O Casandra's Spanish PFS test
O CFss

O FRIENDS Focused Parenting
O FRIENDS Parent Support

O Home Visiting

5. Once you click Generate Report, scroll down to see the Custom Question Data specific to your
survey type selected.

PFSODS Instruction Manual Draft 05/06/2022

73



6. Remember, you can also download your data into a word document. To download, click the
Download Report button in the upper right corner.

NOTE: The Group Custom Questions Report will NOT aggregate data across agencies — even if the
questions are the same at multiple agencies. The report will list each question asked at each agency
and give agency-level data for each question on the Custom Questions Report. If you need to
aggregate data, you must add the data together through the word download or Excel export and
complete the calculations.

Exporting Data to Excel

1. You can export data from within the system for each Agency in your Group. The data must be
downloaded from the Agency interface on the Group Dashboard and can ONLY be downloaded one
agency at a time. Once downloaded, you can append records to combine into one spreadsheet.

2. To export, find the Agency you wish to download data for from the Agencies block on the Group
Dashboard. Then, click on Responses for that Agency.

‘ Protective
Factors
Survey

PFS Test Agencies Group

Reeies PFS Test

Name Created On  Users Stats  Responses Name Email
Matt Kirkland matt@b..,
Brand New Box 2019-03-
o7 Fdi Ewinkle..
Marylo Caruso mjcans..,
Test Agency 2 2019-03- tats Responses
o7 Ashley Hutton ashley...
Ashlay ashley+...
FRIENDS X i
Edi W, admin...

Casandra's Testing

Password

Anyene creating a new Agency in
this group will need this password.

site

3. Once you click on Responses, you will be at that agency’s Your PFS Records block. From there, click
the Excel link. This will give you the data for that agency in a .csv file.
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rotective
Factors
Survey

Your PFS Records

5 1c all your recards. Usa the sesrch tams to tha nchi to naTawe vaur rsuits, then daverlzaz

Participart 1) Camplated an Survey

03291903 9 FZ0LY MFS-2 - Reyuspeciive
09291904 2018 PRS2 Remnspactiva
08231305 B29/I0LE Pr-2 - Reirospactive
03301901 L= 18 PFS-2 - Retospactive
083018407 PR BFS 7 - Remnspactiva
08301903

03301904 oaf L FFS-2 - Redospactive
08301905 ezt ¥n PFe-7 - Retmnsparctive
09051301 Z PF2-2 - Relrospuclive

09051911 VN U HFS 1.0 - English
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Nalivary

Hang Dl vy

Faper Sntry

Paper Sntry

Fapsr zntry

Faper Sty

Hand Defis

Hand Delivary

Hand Dielwary

Hand Dedivary

Faper zntry

: Prograre Do

FE Summery, PS5 Subscales

s |astrmes

i Matched Pra-Post
Praarams:
T Yisilivg Priresy
IParent Ed Grouss

CECAH tunded

Advanced Options
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