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“If two men (sic)
agree on
everything, you
may be sure that
one of them is doing
the thinking.”

-Lyndon B. Johnson

Important
Planning &
Reporting Dates:

November 1, 2007

Annual Narrative
Impact
(Accomplishment)
report (FYO7) due to
supervisor

Impact indicator data
(for FYO7) reported in
on-line system.

Nov. 26, 2007

Reporting system will
roll over to 2008. No
output, indicator, or
narrative entries can
be made for 2007
data unless you ask
to have your
reporting year
manually switched
back to 2007.

Collaborating Staff

Output reporting with other staff.

One on the most frequent questions (and often biggest headache) about
using the on-line reporting system is how to use the feature of reporting
outputs that other staff have worked with you on. This feature was
developed to minimize the number of duplicate participant information in
the system, but there are some “rules” for using the feature you might
find helpful.

When to include other staff who worked on an output...

The best rule of thumb to use when determining whether or not you should list
someone as a collaborator is that you share ALL of the output numbers and ALL of
the participant information — not just parts of it.

The main reason to use this function is that the first person who enters their
output information also enters information about the number of participants, their
gender/ethnicity/location, and none of that can be changed by the staff person
listed as a collaborator.

For example, say you are making an entry for four workshops (number of
outputs), attended by 200 people over the past three months. If you worked with
two other staff members on only one of the four workshops, attended by just 50
of the 200 participants, DON’T select that staff person as someone you worked
with. The person you listed as working with you cannot change the 200
participants to 50 participants!!

On the other hand, if you are reporting for a single event or series of events (for
example the state 4-H Horse Show) and other staff worked with you on the event
or series, with the same participants, then it’s useful to list them as collaborators.
That way they don’t have to enter any additional information about the
participants (they won’t be able to change this data), and can just enter their days
spent and any notes they would like to include in this entry.

Other staff that worked on this output: 1|

Available staff: Selected staff:

Alleva, Rick
Auger, Philip
Barker, Larny

Select other staff
that worked with
you ONLY if they
share the same
participant
information for a
particular event
(output).

5

Barnaky, Raoland
Baxter. Charlene
Bennett, Heidi ||

Bennett, Karen <<

Berry, Nancy x| =l
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Best Practice in
reporting outputs
with collaborating
staff.

Talk to your
colleagues outside of
the system and
determine which
outputs you plan to
report with them.
For example, an
entire county staff
may agree that the
COA (or designee)
will report on Co.
Advisory Committee
meetings and list the
rest of the staff as
collaborators. Then
you know that’s how
you will always
report Advisory
Committee
meetings. Another
example might be 4-
H Teen Conference:
prior to the event,
agree that one
person will enter all
of the participant
data and list others
a collaborators, then
you all know this will
be a separate entry-
and you won’t
include this time
with other outputs
you are reporting
against.

**Note — to follow
links in this (and
other pdf
documents), click
on the hypertext

Collaborating Staff

What do you do when you are listed as a collaborator.....

Welcome, NH Educator | Report on planned outputs

Indicates who listed you,
Outputs you cooperated on what the output was and

new output (Group Discussion) <| the date it was entered.
Cutput report originally entered by Lisa Townson on

Revert to Lisa Townson
log out |

Reporting: 16-0ct-07

b outputs ~ Wiew total reported effort
Indicators y @‘\1
Marratives .
Review entries Add an unplanned output ﬁ Click here to delete.
YTO Summary details

Plan: Click here to use this entry.

You will see a screen that looks like this if someone listed you as staff who worked
with them on an output. You can do one of two things when you find that
someone listed you as a cooperator: 1) use it as a basis for you own entry
against that output or 2) delete the entry. If you click on the green circle to view
and make an entry — it will look like this:

new output
{(Current Reporting Year: 2007)

Mhat was planned? Show details
fou have not reported against this output yet

—Report on this output:
CQutput: new output

You are entering information about an output you worked on with Lisa Townson
Primary report updated: 10/16/07 1:45 PM

MNumber of outputs completed:
rl - Grafton |

Number of contacts Participant Type:

—Participant Information:
100 Adults ‘

|Tota| participants: 100

Gender
’7 Male Female

You can’t
change
anything in
—Race/Ethnicity the shaded

# Race /Ethnicity \l area.

90 White; (Not of Hispanic Origind ‘

50 S0

10 Black ar african american; (MNot of Hispanic Origind

[ Locations
# Location
108 Grafen You may enter how
Total effort: many dayS yOU Spent

Days Spent on this OM on this Output.

[ o |

Delete the entry if the number of outputs and/or number of participants is not
accurate for your part of the output OR if you have already included this in a
previous output report.

What about Indicators?

This feature is not available or transferable to reporting against Impact Indicators.
Just because you reported an output collaboratively, doesn’t automatically mean
your indicator reports will work in the same way. The reason for this is that
Impact Indicators are not necessarily the result of only one output, but more likely
to be the result of several different outputs. Therefore the system doesn’t match
up outputs to indicators in a one-to-one manner. Once again, if you’re working
with other staff to collect evaluation data toward an Impact Indicator, be sure to
agree who will be responsible for entering the data in the system so we don’t have
duplicate impact data.
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