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Data Entry and Report Generation
Frequently Asked Questions

___________________________________________________________
User ID and Password 
1. How do I get a User ID?

Visit the NPHPSP data reporting home page at www.nphpsp-results.org.  On this website, you can register for a new User ID, log in to enter data and download a report.  
2. What information do I need to register for a new User ID?  

The following fields are required: name of jurisdiction or Board, work address, city, state, zip code, county/counties, tribal organization (yes or no), user type (local, state or governance), previous User ID (yes or no), main contact for the NPHPSP assessment, and password (minimum of 6 characters).  We recommend selecting a non-personal password, which isn’t linked to personal accounts.  

3. Do I need to enter information for an alternate contact?  

No. The inclusion of an alternate contact is optional, but may be needed under certain circumstances.  For example, many sites may be interested in including both the health official (or other senior management representative) and a staff person who might be responsible for data entry.  Alternatively, an alternate contact may be needed if data entry is contracted out to a third party or one person is coordinating data entry for multiple jurisdictions. Both the main and alternate contacts receive an email with the User ID and password.
4. I completed the Version 1 assessment. Can I use my last User ID and password to complete the Version 2 assessment?

No, please register for a new User ID.  On the User ID registration form, you have the option of providing your Version 1 User ID, which will facilitate linking Version 1 and Version 2 reports once that feature is available.

5. How long does it take to get a User ID?

You will receive a User ID, password and instructions on how to enter data and use the reporting website within 1-2 business days followed by PHF’s receipt of all necessary information.  
6. I forgot my password. How do I get my password?

You can request for your password to be automatically sent to the primary and alternate’s contact email address (if indicated) on the NPHPSP data reporting home page if you know your User ID.  If you require assistance with remembering your User ID, please contact the NPHPSP Data System Support at (202) 218-4411 or nphpsp-support@phf.org.

Individual versus Bulk ID request
1. If multiple jurisdictions or boards are using the NPHPSP instruments through a coordinated approach (i.e., same timeframe), how should we handle the User ID and data entry process?
The NPHPSP Data System Support can assign a block of User IDs for local health departments or governance users in a state.  A third party may request this on behalf of the responding jurisdictions (i.e., generally this may be a representative from a state association, the state health department or a local health department working on behalf of other sites in their state).  The central contact will receive the list of User IDs and can either distribute the information to the responding jurisdictions or assist with data collection and online data entry on behalf of the responding jurisdictions.   
2. How do I obtain Bulk User IDs? 

There are two options:

1) Visit the NPHPSP data reporting home page at www.nphpsp-results.org. You may register for each jurisdiction (one at a time) by entering the required information.  A User ID and password will be sent to the main and alternate (if specified) contact email specified on the ID registration form.  Once you receive a User ID and a password, you will be able to log-in and modify (if necessary) the main and alternate contact information in the Respondent Information Form.  
2) Contact the NPHPSP Data System Support at nphpsp-support@phf.org to request a Bulk ID Request Excel spreadsheet. Once this form is returned to the NPHPSP Data System Support with all required information filled out, IDs will be generated for each jurisdiction specified within two business days and sent to the main and alternate contact ID specified on the registration form.  
As always, if there are questions about the best process to use, please call or email at (202) 218-4411 or nphpsp-support@phf.org. 
Entering and Submitting Data

1. I am ready to enter my performance data and I have registered for a User ID. How do I start to enter data?

Once you log in to the NPHPSP data reporting home page (www.nphpsp-results.org), select “Performance Assessment” from the left menu tab. You will first see the Questionnaire Status page with the questionnaire broken up by essential service and model standard.  Once you complete each section, “in progress” will change to “completed” in the right column. Questionnaire sections that have not been fully-completed will show “in progress.” 

2. Do I need to enter data all at once?

No. You can either enter the data all at once or enter data as you finalize the responses with your public health system partners or board of health members.  In fact, many sites use a series of meetings to conduct the assessment and are interested in submitting data for sections as they are finalized.  
3. How long does it take to enter data?

Data entry varies by jurisdiction and assessment instrument.  A simple click of the mouse on the final response is needed for each question.  Assuming some relative familiarity with online questionnaires, a section that includes a model standard with 5-10 scored questions underneath it might take a few minutes.  To reduce the time to enter data, it is helpful to gather all information required to complete the Respondent Information Form and the performance assessment and to have the final responses in hard copy prior to beginning data entry.  Furthermore, please note that including responses and notes in the discussions toolboxes can be helpful in tracking information about the discussion in those areas, but will lengthen data entry time.  
4. How do I save data and how much time do I have before the NPHPSP website logs me out if I were to leave my computer idle?

All questionnaires have a “Save Changes” button at the bottom left-hand side of the screen. Please remember to save frequently to prevent inadvertent loss of data.  Each time you save your information, you will have 20 minutes to enter information before the system times out. When 15 minutes have expired without saving additional information, a warning message will pop up.  If the system times out, you can log back in at any time by clicking on the log-in link on the right side of the navigation menu.  
Report Generation
1. What do I do if I have submitted my data, but I would like to change an answer to one question? 
Generally, once you submit your data you will not be able to change your responses.  It is important to understand that, in most cases, changing the answer to one or even a few questions will not make a significant difference in the overall performance scores.  For example, a local public health department requested a new User ID to re-enter data because they wanted to change the answer to one question.  As result, one model standard score changed from being a 90 to an 89, which are both considered “optimal” performance.  The Essential Public Health Service scores and overall assessment score were not changed.  This example demonstrates that small changes in questionnaire responses will have little effect on your scores, which will not affect your performance improvement strategy. However, if there are concerns about a large amount of incorrect data being inputted, please contact NPHPSP Data System Support at nphpsp-support@phf.org.
2. I have submitted my data. When will I receive my report? 

Once you press the final "submit" button, the system automatically analyzes and scores the responses and generates a report.  Visit the NPHPSP Report Center to view the status of your questionnaires and to download your report. 
3. I have completed my assessment but my report says “incomplete”?

In order to view and download the full report, you must have completed and submitted your performance assessment data and the Respondent Information Form.  Once you complete all questions, the submit button will become activated. You will still be able to download a full report if you decide not to complete the optional questionnaires. These optional questionnaires may be completed up to six months after you complete the performance assessment.  When you complete and submit either or both of the optional questionnaires, they will appear in the report after you re-download it from the Report Center. 
4. Why is my report in an “RTF” file format and data in “CSV” file format?

RTF is also known as rich text format.  This format is useful if you would like to copy and paste figures into PowerPoint or other documents, in addition to editing the report for your own customized purposes.  CSV, also known as comma-separated value, which stores tabular data. By default, your raw data will download into Microsoft Excel if you have the software on your system.  
5. How are my scores calculated?

Using the responses to all of the assessment questions, a scoring process generates scores for each first-tier or “stem” question, model standard, Essential Service, and one overall score.  Non-scored items include the discussion box and optional questionnaires.  The scoring methodology is available from CDC or can be accessed on-line at http://www.cdc.gov/od/ocphp/nphpsp/Conducting.htm.  

6. What is the purpose of the Optional Questionnaires?

Responding sites may choose to complete two optional questionnaires – one which asks about the priority of each model standard and the second which asks about the local health department’s contribution to achieving the model standard.  Sites which complete either or both of these questionnaires will receive additional components to their reports, providing the results in the context of their performance scores.  
7. What information will I get from my report? 

The report is a great resource that includes charts, graphs, and scores, which are intended to help jurisdictions or Boards gain a good understanding of their performance and move on to the next step in strengthening their public health system.  The figures help to answer the following questions:  

I) How well does the public health system/board perform the ten Essential Public Health Services (EPHS)? 
II) How well does the public health system/board perform on specific areas of each Essential Service? 
III) Overall, where is the public health system/board achieving optimal activity levels?
8. What are the limitations to the data presented in my report?
Data are self-reported and collected by a non-standardized methodology which limits its integrity for comparison. Additionally, the unit of analysis for the state and local instruments is the public health system and therefore these data are not appropriate for purposes of accountability at an organizational or agency level. 
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