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• The manual shows screenshots of exactly what you will see in the QPR

• Suggestion: Look at the manual and supporting Word Document, gather your materials or write out response ideas in 

the Word document, and then open the QPR in Qualtrics

• Yellow boxes point out examples

• Orange boxes point out reminders and clarifications for specific questions

• A recording of our webinar held June 18, 2019 is available online at Tobaccofreeco.org on the Evaluation & Data page

Notes About the Manual



• Multiple people entering information: In Qualtrics, anyone on your team that you give the unique login will be able to

• access the QPR and enter information.

o We still recommend gathering all the materials ahead of time for ease of completion

o We do NOT recommend working in Qualtrics at the same time, you may not see the updated pages

o If someone needs to go in and look at the responses after completing, have them do this when you get to the Submit 
page with the Stop sign. They will need to use the back arrow to get to the beginning.

• Internet browser: Qualtrics supports Safari, Google Chrome, Microsoft Edge, Internet Explorer, and Mozilla Firefox

• Entering information in more than one session: You will be able to log back into your account so that you can enter information 
in multiple sessions. Please remember this must be done on the same internet browser on the same computer. Your progress 
is saved automatically.

• Blue bars in the top left corner: This is the table of contents; you can use it to navigate to different sections of the QPR. 
We recommend completing the QPR in the order presented and using the table of contents to go back to make any edits.

• Viewing in Qualtrics: Please remember to use your side and bottom scroll bars to see the full page of questions. The "next" 
arrow is located in the bottom right corner and you may need to scroll to access it. If you would like to see the entire page at once, 
or you would like to zoom in on a section, you can change the "zoom" on your browser (Ctrl + or Ctrl -)

• Bullet points: There is no "bullet" formatting option in Qualtrics. Instead, please type ‘-’ to indicate a bullet.

• Reviewing your answers: The final two pages are ‘SUBMIT’ pages. You will have the opportunity to navigate backwards to 
review and edit any answers.

• Summary of your responses: After you submit, you will see a summary of your responses. You can download the summary as a 
PDF or print it for your records. This will be the only opportunity you have to do so.

Notes About Using Qualtrics



FAQs
Q: What time period should we report on?
A: Only progress from the last quarter should be included in this report. You are not expected to work in all activity areas in all quarters.

Q: What are the dates for the reporting quarters?

A: Here are the dates for FY19-20

Q1 = July 1 – September 30 (QPR submission deadline: October 15)

Q2 = October 1 – December 31 (QPR submission deadline: January 15)

Q3 = January 1 – March 31 (QPR submission deadline: April 15)

Q4 = April 1 – June 30 (QPR submission deadline: July 15)

Q: When is the report due?
A: The QPR is due to CEPEG 15 days after the end of each quarter. The due date for Quarter 4 is 7/15/2019.

Q: What are the dates of fiscal year 2019?

A: July 1, 2018 – June 30, 2019

Q: How long will the QPR take?

A: The length of the QPR will depend on the number of deliverables and evaluation plans you have, and on your implementation. Please note 
we are looking for brief answers in text fields to summarize your progress and highlight key activities.
Q: What should I do if one of the questions is not applicable?
A: If a question is not applicable to you, please leave it blank. Please do NOT enter 'N/A'.

Q: Will the manual tell us each of the fields and the word limits?

A: The manual is direct screenshots of the QPR. Any word limits will be listed in the QPR and in the screenshots.

Q: How should regional grantees report their progress?

A: You would describe the goals for each progress step and those may include multiple county-specific benchmarks. Then you would average the progress.

Q: What do I do if I have technical issues or questions about how to answer a question in the report?
A: If you have questions, please contact CEPEG at EvaluationTA@ucdenver.edu.

mailto:EvaluationTA@ucdenver.edu


Logging into the QPR

This reminder is at the bottom of 
every page. Please make sure to use 
the blue arrows to navigate to the 
next page

You may need to scroll or 
zoom out to see the arrows 
(Ctrl + or Ctrl -)

You will receive an email from 
EvaluationTA@ucdenver.edu 
with the hyperlink to the QPR 
and your organization's unique 
Survey Login



Your information

This should be your grantee 
name. If you see a name that 
is not yours, please contact 
us immediately

We will prefill the first four 
fields. You review the 
information and update it in 
these fields if the primary 
contact has changed



Counties

If you answer ‘Specific 
Counties,’ you will see this 
page. Click on the county 
name to select the counties 
where you are working



Progress Summary

For strategies, please list the setting from your 
implementation plan. For foundational activities, setting is 
defined as the overall environment in which you are 
implementing the same or similar approach – example: if you 
are working with three different school on tobacco policy, the 
setting is school districts NOT the individual schools. If you 
have any questions about settings, please contact 
EvaluationTA@cuanschutz.edu

For each Foundational 
Activity (FA)or Strategy 
(ST) you will cycle 
through questions on 
your progress, 
implementation, and, if 
applicable, evaluation. If 
you are working on ST 
and/or FA in different 
settings (please see the 
definition of setting on 
the right side of this 
page), you can select 
the same FA or ST from 
the drop-down menu 
again and continue the 
same process.



Progress Summary

Example:
• In Q4 we accomplished significant progress in our xxx activities/deliverables. We conducted focus groups with 

school district staff and students to inform development of appropriate educational materials that would be 
appealing to youth. We also created an outreach plan. However, we experienced a delay in xxx as a result of 
unexpected reduction in FTE to devote to this activity.

• Our main overall challenge was in scheduling the focus groups.
• Our work was facilitated by our ability to connect with already existing coalitions, and engaging students in the data 

collection and analysis process.

Please provide us with a 
brief summary, preferably in 
bullet points. Note the 1000-
character limit.



Foundational Activities and Strategies

0 = Haven’t Started
1 = Just Started
2 = Small Progress
3 = Half-way 
Completed
4 = Substantial 
Progress
5 = Almost Completed
6 = Completed
NR = Not Required 

If one of the cells does not apply to your project, 
please leave it blank. Do not write ‘None’ or ‘N/A’.

Any factor that makes 
your work easier or 
possible

Example: Secure a 
commitment of 50% of 
identified community partners 
with shared goals for youth

Example: Finalize selection of 
effective strategies for 
educating youth and 
community about vaping 
associated health risks

Please make sure you enter ALL the foundational 
activities and strategies you are PLANNING to work on in 
this grant cycle, even if you haven't started the work yet. 
These will be carried forward in future QPRs.

You will need to 
enter this only 
once. It will be 
prepopulated in 
all subsequent 
reports.

Example: Having an outreach spreadsheet 
to track what organizations should 
be approached, have been 
approached, and where things stand 
helped us progress faster toward 
our objective.



Foundational Activities and Strategies Continued These sections are 
grouped by stage of 
the foundational 
activities and 
strategies. The first 3 
activity steps refer to 
preparation stage, 
activities 4-6 describe 
initiation stage and 
the last three activity 
steps signify action. 
For foundational 
activities, you are 
expected to work only 
through activity step 4.



Reach and Implementation

#1-9, 
listed 
above

Space 
for 10

Examples:
1. Tobacco use risks curriculum (implementation)/ 
delivered to 200 HS student (reach)
2. Brochure about tobacco cessation 
benefits (implementation)/ distributed to 100 people 
(reach)



Evaluation

This is your overall evaluation 
question from your evaluation 
plan (what do you what to answer 
by this evaluation), not your data 
collection instrument (survey, 
focus group, etc.) questions.

You can pull this from your evaluation plan. Your design may include 
multiple methods.
Q: What if we did a pre and post test as part of our evaluation of a training or 
event? Do we record that as two separate tools used?
A: A pre/post test method is actually one evaluation technique with two time 
points. The actual measure of interest is the change between the two time 
points. So, this should be recorded as one tool with that perspective in mind.

The purpose of your 
evaluation is to 
inform and improve 
your programs. You 
do not need to
submit data or 
instruments in the 
QPR. We are 
interested in your 
progress.

Examples: Is the program reaching our target population? Did 
our curriculum increase students' knowledge about risk of using 
tobacco/nicotine products?



Evaluation

8 Steps of 
Evaluation

0 = Haven’t Started
1 = Just Started
2 = Small Progress
3 = Half-way 
Completed
4 = Substantial 
Progress
5 = Almost 
Completed
6 = Completed
NR = Not Required 

Any factor that 
makes your work 
easier or possible

Example: Having an outreach 
spreadsheet to track what 
organizations should be approached, 
have been approached, and where 
things stand helped us progress faster 
toward our objective.



Reporting on another Foundational Activity, Strategy, or Setting

Select yes if you are working on 
or planning to work on:
• Another Foundational Activity
• Another Strategy
• Another setting for the 

Foundational Activity
• Another setting for the 

Strategy

Setting refers to where the work 
occurs (e.g., a city, school district, 
multi-unit housing property)

Again, for strategies, please refer to settings from your 
implementation plan. For foundational activities, setting is 
defined as the overall environment in which you are 
implementing the same or similar approach – example: if you 
are working with three different school on tobacco policy, the 
setting is school districts NOT the individual schools. If you 
have any questions about settings, please contact 
EvaluationTA@cuanschutz.edu



Policies
If multiple policies have 
passed, you will cycle 
through these 
policy questions for each 
one

Write-in

You should answer policy questions for 
all policies passed in their jurisdictions 
regardless of their level of effort or 
involvement in getting them passed.



Policies MUH

If the policy focus is 
multi-unit housing, you 
will see these 
questions. These 
questions are important 
to STEPP because they 
use them for their own 
external reporting to 
state and federal 
agencies.



Policies

Another policy 
passed? Select ‘Yes’ 
and you’ll start at 
slide 14



Media

# of Media 
Impressions

Total # of Media Impressions
Examples: Number of hits on your 
website, number of retweets

If you are doing a local ad buy, you should be 
receiving information about the number of 
impressions you receive (in addition to engagement 
metrics). That should be calculated for you on the 
dashboard for Facebook or Instragram. If you are 
doing a traditional ad buy, the organization should 
give you that. You can contact Alison Reidmohr if you 
need assistance.



Success Story

Providing a success story 
is optional. If you do 
have one to share, please 
write a description. If you 
have additional 
supporting materials, like 
a flyer or PowerPoint 
Presentation, please 
upload the file(s) below.



Annual Report – Key Accomplishments

Reminder: Fiscal Year 19-20 is July 1, 2018 – June 30, 2019

Example: Building partnerships – This 
quarter we partnered with Organization X. 
This growing collaboration has provided 
many opportunities to communicate with 
worksites of interest to expand our 
smoke-free worksite policy efforts.

Example: Identify Policy Champion- This 
quarter we worked closely with legislative 
aids to meet with two individuals who are 
interested in tobacco-free youth 
efforts. We are in the early planning 
stages to identify areas where their 
support could push SHS and school-based 
initiatives forward.



Annual Report - Challenges

Reminder: Fiscal Year 19-20 is July 1, 2018 – June 30, 2019

Example: Our work with a multiunit 
housing provider in our county has been 
delayed as a new management company 
took over. We continue to do outreach 
and plan meetings with current housing 
providers.



SubmitAt this point, you can go back to 
make sure your QPR is 
complete. If you skipped 
around, it is especially 
important to review.

This is the final submit page. If 
you need to go back at this 
point, you can navigate through 
the QPR by clicking on the 
checklist at the bottom of the 
page.



Download PDF
The ‘Download PDF’ button 
is the top right corner. You 
may need to scroll or zoom 
out to see it.

This is your only opportunity to 
download the PDF of your QPR if you 
need it for your records. You can obtain 
a summary version from your POC later 
on.

The ‘Download PDF’ button 
is the top right corner. You 
may need to scroll or zoom 
out to see it.


