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Navigator Grant Reporting Guide 
Fiscal Year 2015 

July 1, 2014 – June 30, 2015 
 

 
 
 
For the grant year starting July 1, 2014, Navigator grantees will submit 
monthly data via web forms using Survey Monkey. This will allow consistency 
in reporting, thereby facilitating more timely aggregation and analysis of 
Navigator data and performance.  
 
In order to allow the type of data structure required within the limitations of the 
available reporting system, there are two web forms that will be required each 
month that, together, encompass the data elements outlined in the Navigator 
grant agreement.  Detailed information and instructions for both of these tools 
follow in this document.  
 
 
Navigator Outreach Reporting Tool  ...................................................... Pages 2 - 4 
https://www.surveymonkey.com/s/NavigatorOutreachReporting 

 
 

Navigator Monthly Reporting Tool  ........................................................ Pages 5 - 7 
https://www.surveymonkey.com/s/NavigatorReportingTool 

 
 
 
Please contact Kelly Dougherty at Kelly.dougherty@state.vt.us with any 
questions.  
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Navigator Outreach Reporting Tool  
 
This tool is used only for public outreach/education activities, not for individual 
appointments/consultations. This can be completed any time, either in “real time” as Navigators 
conduct outreach activities, or all at once at month’s end. Per the 15th of the month reporting 
deadline, data will be downloaded from the instrument around the 16th of each month for the 
previous month’s activities.  
 
Go to: https://www.surveymonkey.com/s/NavigatorOutreachReporting 

 

  

Use drop down box to select 
Navigator Organization name 
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Drop down boxes for allowed responses 

Drop down box for allowed responses 
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If user answers “yes” to above, they will be directed to the page below, alerting them to return to the form 

via the link to enter additional Outreach activities. This allows each activity to be captured as an individual 

data record, thereby facilitating data aggregation and analysis.  

 

 
 

 

If user does not have additional outreach activities to enter, they will be directed to a “thank you”/exit 

page.  
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Navigator Monthly Reporting Tool  
 
This tool is used to track aggregate monthly Navigator activity with respect to individual 
application/enrollment assistance and qualitative reporting by Navigator organizations. Per the 15th 
of the month reporting deadline, data will be downloaded from the instrument around the 16th of 
each month for the previous month’s activities.  

 
Go to: https://www.surveymonkey.com/s/NavigatorReportingTool 
 

 
 

  

Use drop down 
boxes to select 
Navigator 
Organization 
name and 
reporting 
month 
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User navigates to next page to enter qualitative information.  
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User clicks “done” to submit.  


