To enter the Infarmal Science Education (ISE) Project Monitaring Systemn, please type your
User Login and Passward in the boxes below, then click on Login.

User Login:

User Login: |final |

Fassword:

OMB # 31450158 Expiration Date: 7/31/2009

Informal Science Education (ISE} Project Monitoring System
Sponsored by the
Mational Seience Foundation
Conducted by
Westat
1650 Research Boulevard
Rodaorille, Manyland 20250

Privacy Notice

Infarmation from this monitoring system will be retained by the Mational Science Foundation, a federal agencoy,
and will be an integral part of its Privacy Act System of Records in accordance with the Privacy Act of 1974 and
maintained in the Education and Training System of Records G2 Fed. Reg. 264, 272 (January 5, 1998). These are
confidential files accessible only to appropriate Mational Science Foundation (M5F) officials, their staffs, and their
cantractors responsible for monitoring, assessing, and ewaluating M5F programs. Only data in highly aggregated
form, or data explicitly requested as"for general use," will be made available to anyone outside of the Mational
Science Foundation for research purposes. Data submitted will be used in accordance with criteria established by
MEF for monitering rezearch and education grants, and in response to Public Law 89-223 and 42 USC 1885c.

Public Burden

Submizzion of the requested information is woluntary. Failure to provide full and complete information, howewer,
may reduce the possibility for continuing support through the awardfproject subject to this surrey. The public
reporting burden for this collection of information is estimated to awerage 24.0 person hours for the baseline
sunrey, 3.0 persan hours for each annual update, and 16.0 person hours for the final update, including the time for
reviewing instructions. Send somments regarding this burden estimate or any other aspect of this collection of
information, including suggestions for reducing this burden, to Suzanne Plimpton, Repors Clearance Officer for
OmB Collection 3145-0152, Mational Science Foundation, 4201 Wilson Bled., Suite 295, Arlington, WA 22230,

If wou hawe any questions, contact: John Wells, 1-800-237-8281, ext. 2653 F ax 300-2540954,
isehelpinwestat. com

Contact Us
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This final update has been autharized by the Mational Science Foundation. While you are not required to

respond, vour cooperation is needed to make the results of this manitoring systermn comprehensive,
accurate, and timely.

INSTRUCTIONS FOR. COMPLETING THE ISE FINAL UPDATE

The Mational Science Foundation (MEF) is collecting closeout information from all ofits Informal Science
Education {ISE) projects. The purpose is to ohtain data that can be used o evaluate the collective impact
ofthe 1SE portfolio of funded projects, to monitor padicipants' activities and accomplishments, and to
nhtain infarmation that can inform the design of future ISE projects.

You should contact Jahn Wells atWestat at 1-800-937-8281, ext. 2663 ifyou have any questions ahout
how to respond to a padicular itermn. For guidance in using this system, click the Help hutton at the top of
the screen. This will take you to a description of howe to navigate the system, as well as a printable version
of the Primerwhich caontaing additional information about how to address specific items.

Please complete each of the following sections of the final update as they pertain to your ISE project. A
check mark to the left of a section indicates that the section is complete.

Information about the Information about ndividual Infarmation about Organizational
Lead Organization Members of the Project Team Parners and Contractors
Information about Information about Project Information about Program
Eroject Deliverables Impacts Improverment and Future Directions
Final Update Status: Complete
Submit
fou have now completed all six sections of the final update. All information for your project has
been recarded. Click on the Submit button above to submit your repart to MNSF.
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Information about the Lead Organization

~Cuestion 1

Please revdiew and update the following contact information for this organization. if there are no
changes, click on Save & Continue.

* Denotes required field.

= PIPD Name: IJDhn Coe

* Street Address: |1 001 Museurn Drive

- City: |Rockville

« State: | Maryand |

+= ZIP Codle: 12345

+ Telephone:
(R BRE - BEEH) |3IZI1 -123-4567
Fan:
(R BRE BEEH) |3IZI1 -7hE-4321

Email:

|thndDe@mDDnmuseum.Drg

Web Address: Ihttp:f,hmmm.muunmuseum.urg

Sawve & Continue |
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Information about Individual Members of the Project Team

This section provides vour project the opporunity fo update information on each of the indivicdual
membets of ol project feam.

To pravide or update information an a Co-Pi, advisor, key team member ar consultant listed below,
click on the link in the rmatrix {in the column titled Name of Dnoiicuan.

Please review and update the following information abowt any Co-Pls, advisors, key team members
or consultants that have been invebved in the design and implementation of your project:

MName of Individusl 'E‘L‘:‘r;r;ﬁ:tie‘:‘?”
Josh Walls i
if you have completed updating the individual members of your Submit
Section

project team, please click the Submit button to the right.
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Information about Individual Members of the Project Team

Cluestions 1-5

Please review and update the following contact infermation for this project team member. if there
are no changes, click on Save & Continue. If this individual is no longer a member of the project
team, please indicate 0 hours in question 5.

* Denctes required field.

* 1. Name: |JoshWalls

* 2. What organization is this individual affiliated with?

|Muaeum of the kdoan

* 3. What role will this individual assume onyour project?

|A55istant Director

4. What is this individual’s email address?

|jDshwalls@muunmuaeum.urg

* 5. What is the anticipated level of effort for this individual ?
1180 days

Sawve & Continue
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Information about Organizational Partners and Contractors

Question Guide Cuestion 1

M

i Patrers | - - - - I
Describe your progress in developing or strengthening partnerships or linkages

hetween your project and your project’s organizational partners and
contractors, including formal education organizations {e.g., K-12 school
systems or universities) during the past year:

The project continued to establish partnerships J
with K-12 =school districts across the country,

which will allow for substantially higher numbers

of high school students to wisit the exhibit.

Sawve & Continue
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Information about Organizational Partners and Contractors

Cuestion Guide

] Question1_|
) Parinera |

The remalncer of thia section provices your prafect the opporuniy o update
Information on each of Wowr afganizational pattners and contractors.

To provide ar update infarmation on an organization listed helow, click on the link
in the matrix {in the column titted Crganizational ParnerContractor Mame).

. Irfor mation
Organizational Partner/Contractor Mame Completa?
|Research Enterprises, Inc. || ) |
|E}{hihit Designers, Inc. || ) |
If you have completed updating your organization’s Submit
Section

partners amd contractors, please click the Submit
button to the right.
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Information about Organizational Partners and Contractors

Please review and update the following contact infermation for this organization. if there are no
changes, click on Save & Continue.

* Denotes required field.

= Primary contact: ||_E,‘er‘yf Silvarstone

+ Street address: |1 234 hain St
= City: [wtashingtan
+ State: | District af Colurnbia_~|

= ZIP code: 12345

. Telephone:
(BEEHHEHHER) [202-123-4567
Fax:
(BEHHHE AR [202-765-4321

Email:

|IarrysiIverstnne@research.cum

Web adiress: Ihnp; [y research.com

Save & Continue |
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Information about Organizational Partners and Contractors

Please review and update the following contact information for this erganization. If there are no
changes, click on Save & Continue.

* Denotes required field.

= Primary contact: |Kevin Harald

= Street address: |523 15t St

+ City: |San Diego

* State: | Califoria |

= ZIP code: 12345

» Telephone:
(HEH-BEHHEHE) [619-765-4321
Fax:
(Bun-BaH-BERY) |E1 9-123-4567

Email:

|kevinharu:uId@exhibitdesignera.cum

Web address: |http:fww.exhibitdesigners.cum

Save & Continue |
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Information about Project Deliverables

This section colfects information about each mafiar deliveraitle that yvour project was desighed fo
produce.

To provide or update infarmation on a deliverahle listed below, click an the link in the matrix {in the
column titled Deffverable Marmne).

Deliverable Nams Ig;;;ﬁ;;
|The Earth's hoon Museurn Exhibit |
|The Earth's hoon 'Website |
Please click the Submit button to the right to submit this section. Submit

Home | Print | Glossary | Help | Downloads | Sign Out
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Information about Project Deliverables

Guestion Guide —Cuestion 1
i) Question 1|
ion 2 What is the status of this deliverable?

& Completed
Mot Completed
" Mo longer being proposed as part of the |SE project

Sawve & Continue
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Information about Project Deliverables
Guestion SGuide
] Queation 1|

i) Queation2 |
E Question 3

—Question 1

What is the status of this deliverable?

 Completad
% Mot Completed

Mo longer being proposed as part ofthe ISE project

Sawve & Continue
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Information about Project Deliverables

Question Guide
5%} Qusation 1

] Question2_|
(63 Question 3__|

Cuestion 2

Please describe (1) the factors that contributed to this deliverable not being
completed by the end of the project, and {2) steps that will be taken to complete
this deliverable in the future.

The consultant initially hired to conduct
progratning work on the wehsite did not fulfill
its obhligations. This consultant was replaced,
which resulted in a delay in the webhsite's
programming being completed and its bhecoming
fully operational.

Sawve & Continue
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Information about Project Deliverables

CQuestion Guide

] Queation 1|
F3] Queation2__|
(E3] Question3 |

Chuestion 1

What is the status of this deliverable?

O Completed
O Mot Completed
(® Mo longer being proposed as part of the ISE project

[ Sawve & Continue ]
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Information about Project Deliverables

Guestion Guide Cuestion 3
] Queation 1|

(E3] Question 2
il Question3

Please describe why this deliverable has been dropped:

The Earth's Moon Museuw Exhibit has been dropped
hecause our forwative evaluations showed that
far wmore youths would be interested in learning
ahout the moon online rather than coming to an
exhibit. We concluded that focusing our efforts
on the wehzite would be more cost-effective and
ultimately more educational for our audience.

Sawve & Continue
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Information about Project Impacts

Guestion Guide Cuestion 1
] Qustion 1__|

] Question2__|

o Describe what you consider to be your project’s most significant

accomplishment. Why?
50l Qusstion 3b
B3] auestion 3c Eased on results from the summative evaluation, J
E the project exceeded its expectations with regard
E Lo increased lewels of interest in the Earth's

E moon among high school students.

] Question7__|
) impacta |

Sawe & Continue
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Information about Project Impacts

Questinn Guide

) Question 1
ET

ET
] Questions |
) Question? |
i) impacts

—Cuestion 2

Describe any unanticipated benefits or impacts that occured as a result of your
project:

The project exceeded its expectation regarding ;I
the nurber of individuals who wvisited the exhibit.

Save & Continue
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Information about Project Impacts

Question Guide
4] Qusation 1|
if Questionz |
4] Qusstion 32|

— This question callects infromation an the number of individuals that were reached
E tn the deliverables assaociated with your project during the previous vear.

—Ouestion 3a
Public Aundiences Only

To provide or update information on an organization, setting, or method listed
helovw, click an the link in the matrix (in the column titled Name).

— To add a new public setting andfor a nesw method to reach public audiences at
) Questions _|
ET hame, click on the Add A Public Sefingddethoc button helow.
E Infor rmation
Organizati ondSettingfhethiod Name Complete?
|Museum of Automohiles || |

Add A FPublic Setting/tethod

If you have completed adding and updating your Submit
organizations, settings, and methods for reaching Section
public audiences at home, please click the Submit

button to the right.
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Information about Project Impacts

Question Guide

) Question 1

—Ouestion 3b. Public audiences only

Cueation 2
% Provide the number of users, listeners, orviewers during the past
ugeation 3a
vear
) Question3b__|
4| question 3 Internet |1nnnn

E Queation 4

i Questions_|
] Questions | Sawve & Cantinue
i Question?__|

S impacts |
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Information about Project Impacts

Question Guide Chestion 3¢

i Question 1_|

S m Professional or institutions only
2 Qusation 3__

Cueston 3c

bl Questions
bl Questions

For each of the following professional audiences that pertain to your project,
please provide your best estimate of the number of individuals that were
reached by the deliverables associated with your project since the beginning
of your ISE grant.

. Nurber of 1SE

> E— T e
[ ceos | |- Select One- v
[ | Board members | || -Select One - +|
[ Educatars | |- SelectOne - v
[ || Exhibit designers | |- Select One- v
[ ||Funders | |- Select One - +|
[ | Media praducers or disseminatars | | || -selectone - v|
[ || Palicymakers | || - Select One - v |
[]||Professional staf | |[-selectone - +|
[]||Researchersievaluatars | || -selectone - v|
[ || Other (specify) | |- Select One - +|

Specify: | |

[ Save & Continue ]
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Information about Project Impacts

Guestion Suide —Cuestion 4

] Question1_|

E Provide a summary of appreaches taken to disseminate information about your
%] Qusstion 3a project to others in the ISE field over the course of your ISE grant. Which were

IZ most effective?

The project created a newsletter about the ;I
exhibit that was sent by email and mail to other
E ISE institutions throughout the country.

] Question7__|
il impacts

Sawve & Continue
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Information about Project Impacts

Question Guide

MR
i question2 N " : :

_ List any honors, awards, or other recognition received by the project over the
E course of your ISE grant:

] Question30_|

B3] question 30 The museum exhibit was recognized by the National J
E Goience Teachers Association as an effective way
E Lo create interest in and increase knowledge of

E the Earth's moon among high school students.
i Quostion7__
i impacts

Cluestion 5

Sawe & Continue
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Information about Project Impacts

Question Guide Cestion 6
M
% Question2 | TR : .
_ Please identify the nature and extent of print and media coverage generated
E about your ISE project:

] Question3b__|

LERE LTS The museum exhibit was profiled and/or reviewed J

E in the Washington Post and several other local
E newspapers. All of the reviews were very
E favorakble and contributed to the popularity of

0 Qusstion7 | the exhibit.

il impacts |

Sawe & Continue
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Information about Project Impacts

Question Guide

] Questiont |
] Question2 |
T Question3a__|
i Question 30 _
] Questions__
] Questions |

] Questions |
] Question? |
il impacts

—Ouestion 7

Please identify the products that you are going to submit online to your ISE
program officer in adidition to the Closeout Report {e.g., VD, materials, kits,
manuals, videotapes, copies of major news stories, press releases, journal
articles, or other marketing and dissemination items):

& |Copies of major news stories

Save & Continue
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Information about Project Impacts

Question Guide

ET This section coflects information about each impact that yvour profect is designed o

Fele iR w=]
> g

Question 3

II
-

Queation 3b PUBLIC AUDIEMCE IMPACTS
Luatoni 2. PEOFESSIOMAL AUDIEMCE IMPACTS

Queation 4 3.  STRATEGIC IMPACTS

i
W

Question 3
Question &

CQueation 7

VYVYVYVYYVY
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Information about Project Impacts

Impact Menu

1. PUBLIC AUDMENCE IMPACTS

Punfic gudience impacts refer to the benefits that vou expectto emerge as a result of an infarmal
learner's padicipation in your project's deliverables. These impacts should be specific, realistic,
measurahle, and achievahle through waur project's deliverahles and strategies. When determining
impacts, it should be noted that these do not include such factors as the number of padicipants;
rather, an impact is defined as what occurs as a result of their padicipation. Examples of impacts
include {13 gains in knowledae or acquisition of new skills (e.g., viewers have increased
comprehension of specific scientific concepts when compared with non-viewers), (2 changes in
hehavior {e.g., access wehsite following museum visit), and (3 changes in attitudes (e.g., survey
results indicating areater interest in science).

To add a pubic audience impact click on the Add 4 Pubiic Audisnce lmpact hutton below,

To provide or update infarmation on an impact listed below, click an the link in the matrix {n the
column titted Puiic Audience fmpach.

| Fubliz Audience Impact ||:|
|Chi|dren will knowe rmare about 3 variety of plant life. ||:|

| Add A Public Audience Impact |
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Information about Project Impacts

The following indicators were provided for this impact in prior annual reports. Please click on each
indicator to specify whether or not it has been met.

Infor mation
Indicstors Complata?
Children can list at least S types of plants. <]
hildren can explain the uses of at least two types of plants. o
Children can name characteristics of some poisonous plants. <]

Home | Print | Glossary | Help | Downloads | Sian Out
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Information about Project Impacts

CQuestion Guide Ciestion 1a

b Qusstion 1a_|

Please indicate the extent to which this indicator has been met:
&) Indicator has heen met and represents a major accomplishment

(&) Indicator has heen met
@) Indicatar has not heen met
[ @) Frogress toward this indicator has not been measured

(&) Mo longer applicable

[ Save & Continue
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Information about Project Impacts

Question Guide Cluestion 1a {continued)
>

Please provide evidence that this indicator has been met and if applicable,
explain why it represents a significant accomplishment:

Sawve & Continue
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Information about Project Impacts

Question Guide Cluestion 1a {comtinued)
>

Describe (1) any factors that hindered your project’s ability to achieve this
indicator, (2) steps you are planning to take to achieve this indicator in the future,
and {3} methodis) yvour project is planning to use to document that the indicator
has been attained:

Sawve & Continue
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Information about Project Impacts

Quastion Guide Cluestion 1a (continued)
J} Question 1a

Discuss why this indicator no longer pertains to your project {e.g., change in
project scope) or why progress toward this indicator has not been measured:

Sawe & Continue
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Information about Project Impacts

Impact Menu

2. PROFESSIONAL AUDIENCE IMPACTS

Profeaaional audience impacta refer to the henefits that vou expectto emerge as a result of
participation by ISE professionals in your project. These impacts should be specific, realistic,
measurable, and achievable through your project's deliverables and strategies. Examples include
acguisition of new knowledge or skills, and the development or implementation of specific
practices that are designed fo improve an institution's ability to engage informal learners.

To add a professional audience impact click on the Add 4 Professional Audience Tmpact hutton
hrel o

To provide or update information an an impact listed below, click an the link in the matrix {in the
column titled Professional Audience frpach.

| Professional Audience (mpact ||:|
|Science educators will learn technigues to teach their students about plant life. |D
[ Add A Professional Audience Impact ]

Informal Science Education Program
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Information about Project Impacts

Impact Menu

3. STRATEGIC IMPACTS

Strateqic impacts refer to a lasting impact on the field of infarmal science education in addition to
the public or professional impacts an target audiences. Strategic impacts may he achieved through
new approaches, strategies, models, findings, or other means designed to advance the systems
ar institutions that promaote informal learning.

To add a strategic Impact click on the Add 4 Strategic impact button belowy,

To provide or update information an an impact listed below, click on the link in the matrix {in the
column titled Strategic Trpach.

| Strategic Impact ||:|

|The ISE field will learn about how to incorporate nature education into urban communities. ||:|

[ Add A Strateqic Impact ]
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Information about Program Improvement and Future Directions

Guestion Guide Chaestion 1
M
E If you had not received ISE funds, do you think your project would have: (Choose
MEETE | onefor each category of items):
) Question 4 |
i) Queations | A offered the same range of senvices or activities
" offered slightly fewer services ar activities
'y

offered significantly fewwer services or activities

~

would not have offered any services or activities

B:  © reached an equivalent number of peaple
" reached somewhere hetween 5-248 percent fewer individuals
" reached somewhere hetween 26-50 percent fewer individuals
™ reached somewhere between 81-T5 percent fewer individuals
" reached somewhere hetween 7E-100 percent fawer individuals
S

heen implemented on the same schedule
heen delayed by fessthan six months
heen delayed by more than six months
wallld nat have been implemented at all

DI

~

Sawve & Continue
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Information about Program Improvement and Future Directions

Guestion Suide

Cluestion 1

>

> Describe any lessons that you learned as a result of this project that may be of

)2 use to other ISE Principal iwvestigators. if possible, address each of the

= following categories:
¢ Designing and managing project activities
o Collaborating with parttners
e [dentifying and measuring project impacts
[ ]

Other aspects of your project

Save & Continue
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Information about Program Improvement and Future Directions

Question Guide
b2 Quistion 1|

b Qusstion2 |
bl Qusstion3
(E3] Question 4

Cluestion 2

Describe all significant innovations of your project {e.q., deliverables or
approaches to project management) that would be of value to others:

Sawe & Continue
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Information about Program Improvement and Future Directions

Question Guide Ouestion 4

bl Qusstion 1_|
b Qusstion2__|

= Provide a description of your project’s future plans:

b Gusstion 4 __

Sawe & Continue
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Return to Survey

Glossary of Terms and Phrases

Anticipated level of effort; The number of hours spent peryear on project-related activities by a project team member,

Deliverable; & material produced by the projectthat is designed to lead to the project's intended impacts. A project may have numerous deliverables. Examples of deliverables for public audiences include
an exhibition (permanent or traveling): film or video, educational pragram, kit, or materials; radio program or series; software; television program or series; web sites. Examples of deliverables for
professional audiences include collaborative, consortium, or netwark; conference, seminar, orworkshop; media programs; professional development; publication; research study; web site.

Formative evaluation: This type of evaluation begins during program development and continues throughout the life of the program. Its intent is to provide information to maonitor and improve the
deliverables by assessing whether they are being developed and implemented as planned as well as 10 assess progress in meeting goals. Formative evaluation is done at several points in the
developmental life of a program and its activities.

Impact: See Measurable impact.

Indicator: Faorthe purpose ofthis collection, anindicatar is defined as a series of staterments that break down the sub-componets of a public or professional audience impact.

Individual member of project tean: Any individual {e.q., Co-Pl, named advisor or consultant) who will making substantial contributions to vour project and that has an ongaoing relationship in the
dewelopment of project deliverables.

Lead organization: The lead fiscal agent for an ISE-funded project.
Measurable impact: The ulimate result of improvement that a project is designed to achieve. An example would be to enhance target audience knowledge of a specific content area.

Crganizational partnericontractor: An organizational partner or contractor includes (1) subawardees, (23 contractors that play a key role (e.g., evaluation firm, exhibit design firm), (3) dissemination sites,
and (4) co-funders (who provide at least 10% ofthe tatal project budget).



Professional audience impact; A henefit expected to emerge a5 a result of padicipation by ISE professionals inyour project. These impacts should be specific, realistic, measurahble, and achievable
through your project's deliverables and strategies. Examples of professional audience impacts include acquisition of new knowledge or skills, and the development arimplementation of specific practices
that are designed to improve an instifution's ahility to engage infarmal learers.

Project focus: The specific subject area inwhich the projectis seeking to increase knowdledoe within the target audience.

Public audience impact: A henefit expected o emerge a2 a result of an informal leamer's paticipation inyour project These impacts shauld be specific, tealistic, measurable, and achievahle through your
nroject's deliverables and stratenies. When determining impacts, it should e noted that these do notinclude such factors as the number of participants; rather, animpact is defined as what occurs 35 a
result of their participation. Bxamples ofimpacts include (1) gaing in knowledge or acguisition of new skills (e.0., viewers have increased comprehension of specific scientific concepts when compared
with non-viewers), () chanoes in behavior (e.0., access website following museam visi)), and (3) changes in attitudes (.., surey results indicating greater interest in science),

Ouasi-experimental design: This tyne of evaluation design involves the comparisons of outcomes farintervention participants with outcomes for a comparison group chosen through methods other than
randomization.

Randomized controlled trial: Also referred to 2 an "experimental’ study design, this fype of evaluation design measures an intervention's effect by randomly assigning individuals (or groups of individuals)
to anintervention group or a control group and subseguently comparing the outcomes of those two groups.

Strategic impact: Along-term outcorme affecting the field afinformal science education in addition to the pablic ar professional impacts on target audiences. Strategic impacts may he achieved thraugh
new approaches, strategies, models, findings, or other means designed to advance the systems arinstitutions that promaote infarmal learming. It may not be measurable during the grant period.

Summative evaluation: This type of evaluation assesses the project's success in reaching its intended impacts. ttakes place afterthe deliverables have been implemented and the time frame posited far
change has occurred. Summative evaluation collects information about outcomes and related processes, strategies, and activities that have led to them and is an appraisal afwarth, value, ar merit. This
type of evaluation is often used for decision-making purposes (e.g., whether to continue funding, whether to disseminate the program to other settings) and is usually conducted by an extemal ar othenwise
ohjective and unbiased evaluator,

Target audience; Atarget audience i defined as the specific segment of the population that is intended to receive exposure to or otherwise benefit from the project. There may be mare than one target
audience in a single project.
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Help

General Navigation

After logaing in, you shauld bedin by clicking on a section name, all afwhich are listed in blug, in the initial screen. The system allows you ta complete the sections in the inifial annual, annual update, and
final annual forms either in sequential order or inwhichever arderyou prefer. After a section has heen completed, a checkmark will appear next to that section name listed at the top of every screen. In
addition, each screen shows the repart status, listed in red immediately below the section names. Unless you have completed all questions in all sections of a repad, the status will be listed a5 Mot
Camplete.

Foreach individual question in the system, you are asked to provide information either through the use oftext fields, drop-down menuas, ar by checking hoxes, or a combination ofthese. After entering
andior selecting the appropriate information for a question, you should click on Save & Continue at the bottom ofthe screen. This will automatically save the information entered for the current question and
will autormatically go to the next question.

0n each screen and in each farm in the system, a Question Guide appears an the |eft side ofthe screen. It provides a list of all questions inthat patticular section of that farm. A red barwith a checkmark to
the leftindicates thatthe particular question has heen completed. A blue harwith an arrow indicates thatyou have entered the screen for that paricular guestion but have notyet completed it A black har in
the Question Guide indicates that question either 1) cannot be accessed because priorquestions in that section have not been completed ar 23 is not applicable based onyour responses to a prior
fuestion.

Yau should answer questions within a paticular zection in sequential order, howeyer, you may skin to any question you have already answered within & paricular section by clicking an the appropriate har
inthe Question Guide. You may also access sections you have already completed by clicking on that section's link in the menu at the top of each screen.

At ary time while completing the system, you may return to a previous screen or question by clicking on the Back button onyour YWeb hrowser,



In addition to the section links, there are several additional links atthe top of every screen in the system. The fallowing links will allow you to navigate through the system:

Home: This links backto & main menua, which appeared when vou first entered the system. Fyou click this link while answering 2 question, vou will be taken out of that question. To return o that
guestion, clickthe Back buttan anyour browser.

Print; This links 10 & screen that presents a variety of options for printing. Printing functions are described in detail under Printing below:,
Glossary: An alphabetized listing of key terms and their definitions is provided here.
Help: I[fyou have questions ahoutthe system, tnthis link,

Downloads: You may use this link to download paperversions of screens contained in the systern. Examining the system on paper priorto cormpleting itwill likely make it easier foryou to gather
all dacurnents ar other information you will need to answiet the questions contained within,

Sign Out; This will automatically log vou out of the system and link you hack o the login page.

Final Submittal

once you have successfiully completed all questions in all sections, the data must be subimitted to the system. Afinal submission of data isyour last step in completing a report. After the final submission
of a repart, access to the system will e denied. For example, ifyau successfully complete the initial annual repart and click the final submittal buttan, youwill be automatically logoged out ofthe system. If
you atternptto log in again, you will be taken to the annual update farm. Inthe event thatyou need to reopen the system after a final submission, yau must contact the webmaster to make a request.
{isehelp@Ewestat com)

Text Entry

Many screens have text hoves, as indicated above, inwhich you should supply information in narrative form. Please provide complete answers to open-ended guestions. Since there are no text farmatting
or editing tools (e.q., spell check) built inta the system, it may be easier for you to type your answer in & word processing program, format and edit it, and then copy and paste itinto the appropriate texd o
Mastwiard pracessing softiare should work for these purposes.



Printing

IFiyou wauld like to printthe infarmation enterad into the system, yau shauld click an the Print link, listed in blue, atthe top of any screen. This will provide you with a variety of aptions far printing. You will find
alistof all sections in the form you are currently in the process of completing (i.e., initial annual, annual update, or final annual). The status (e, whether or notthe section has been completed) is listed to
the immediate [eft of rach section name. A checkmark indicates that that section has heen completed, and anxindicates itis incomplete. Yoo cannotview or print a section until vou have completed i,

For sections that have been completed, a print report and & view repart icon both appear to the immediate right of the section name. Clicking on the print report will begin printing & listof all questions and
their respective responses for that section. Clicking on the view repartwill provide you with 3 preview of what the printed dacument will loak like.

Otherwise, for each completed or uncompleted section, vou ma return to that section by clicking an the link containing the section name in the column [abeled, for example, View Initial Annual Form.

Logging Out/Saving Information

Ifyou unahle to complete an entire section or form at ane time, you may complete part of the section arfarm by clicking on Save at the bottom of any question and then log oot by clicking on the Sign Cut link,
irwhite, atthe top of ary screen. This will return you tathe main (og in screen, which asks far the user name and passward. Al infarmation entered op ta that paint will be saved.

As stated above, you may only partially complete the system, [0 out, and enter the system later to complete any remaining information. When you reenter the system, you will be taken to the infroducton
soreen, which lists the section names farthat form. When clicking on & section, vou will be taken directly to the first question not answered in that section. For example, ifyou complete only ems 1 and 2 of
the Information about the Lead Organization section, you will be automatically taken to ftem 3 of that section,

Contact

Ifyou have any guestions, contact JohnWells, 1-800-937-8281, ext. 2663 Fax 800-254-0984, [sehelp@westat.com
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