How to Transfer Your APR to PATNC

In this tutorial, you will learn how to transfer your final APR to the Parents As
Teachers Key Survey system.

From the Home page, click on "Admin" in the top navigation bar.
. Visit Tracker Setumilies Guardians Children Home Visitor Calendar Reports Support
TEST ENVIRONMENT

— Welcome APR Integration

[=» Log Qut
& Home Page Program Code: 073-106 Program Name: PAT APR Integration Tutorial

» New Family
Upcoming Private Contacts

b Export Data You have no contacts scheduled in the next 28 days

¥ File Upload

» Data Quality Upcoming Reminders (View all Reminders)

Alerts You have no reminders scheduled in the next 28 days

b Active

Notifications Upcoming Screenings - click name to enter screening results
You have no screenings scheduled in the next 28 days

» Home Visitor Upcoming Birthdays

Caseload There are no upcoming birthdays this or next month.

b Staff Events

P Supervisions
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2  Ontheleft, click "APR".

. Visit Tracker Setup .G Families Guardians Children Home Visitor Calendar Reports Support

TEST ENVIRONMENT

— Administration

[=» Log Cut

# Home Page

» APR

W HomeVisitor
Caseload

Copyright ©® 2025 DataKeeper Technologies, LLC # License Agreement @ Training Videos & APR Integration

Portions ® Parents as Teachers National Center, Inc.
v4.0.20250523223742

3 This brings you to the APR Submission page.

. Visit Tracker Setup W.C[LIM Families Guardians Children Home Visitor Calendar Reports Support

TEST ENVIRONMENT

— APR
[=» Log Out
& Home Page PAT Affiliate ID 313
Pcode 073-106
Program Name PAT APR Integration Tutorial
b APR
¥ Home Visitor AFR Submission
Caseload

Note:/Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate

statys is displayed in that system.
APR Submission Generator

Program Year Date Submitted Status KeySurvey URL

Submissions

If you need to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.
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4  To generate and review your APR, click "APR Submission Generator"

— APR

[5» Log Out

& Home Page PAT Affiliate ID 313
Pcode 073-106
Program Name PAT APR Integration Tutarial

» APR

» Home Visitor APR Submission

Caseload
Note: Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate
status is displayed in that system.

s
Submissions
Program Year Date Submitted Status KeySurvey URL
If you need to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.
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5 Be sure to review the Instructions for transferring your APR to the Parents As
Teachers National Center.

= Log Out

# Home Page

Reports - APR Submission

PAT Affiliate ID 313

Pcode 073-106

Program Name PAT APR Integration Tutorial
Consolidate No

Instru:tions for Submitting you APR to PATNC

1. Entar your program year reporting period and Site Fund Code (if applicable)

2-Click "Get Report" to generate the APR

3. Open and Review your numbers carefully for accuracy

4. Submit your APR to PATNC by clicking "Submit APR"

5. Finalize Submission: The PATNC Key Survey link will be available on the APR Submission page.
6. Click the URL to complete the process

Additional Notes:
* Only Home Visitors marked as "PAT Affiliate Home Visitor" in their profile will be included in the report.

Only one report is submitted by PAT Affiliate ID.

DateRange 511512023 AL 05/15/2024

Site[Fund Codes | ) it iFund Codes =



6 If your Affiliate has more than 1 Visit Tracker and each account has the same
Affiliate ID, you will be able to submit a consolidated APR. Each account would be
listed on the APR page and allow you to check each account that are to be
consolidated in 1 report.

Since this tutorial does not cover the specifics on transferring a consolidated
report, please reach out to Visit Tracker Support to help you with this feature.

= Reports - APR Submission

[=» Log Qut
PAT Affiliate ID 313

& Home Page Paode 073-106
Progiam Name PAT APR Integration Tutorial
Consclidate No

Instructions for Submitting you APR to PATNC

1. Enter your program year reporting period and Site Fund Code (if applicable)

2. Click "Get Report" to generate the APR

3. Open and Review your numbers carefully for accuracy

4. Submit your APR to PATNC by clicking "Submit APR"

5. Finalize Submission: The PATNC Key Survey link will be available on the APR Submission page.
6. Click the URL to complete the process

Additional Notes:
* Only Home Visitors marked as "PAT Affiliate Home Visitor" in their profile will be included in the report.

Only one report is submitted by PAT Affiliate ID.

DateRange  5iain003 Bl 05/16/2024

Site/Fund Codes All

Fund Codes M

7  Choose your report parameters.

LUK USLUREPUIL W YEHEIALE UIE AFT
3. Open and Review your numbers carefully for accuracy

4. Submit your APR to PATNC by clicking "Submit APR"

5. Finalize Submission: The PATNC Key Survey link will be available on the APR Submission page.
6. Click the URL to complete the process

Additional Notes:
* Only Home Visitors marked as "PAT Affiliate Home Visitor" in their profile will be included in the report.

Only one report is submitted by PAT Affiliate ID.

DateRange (511572023 To 05/15/2024

Site/Fund Codes

All Site/Fund Codes

[ Email me when report finishes processing

Cancel

Pending reports
No pending reports.

© Refresh

Reports ready to view

PR g L



8  Click "Get Report"

Additional Notes:
+ Only Home Visitors marked as "PAT Affiliate Home Visitor" in their profile will be included in the report.
Only one report is submitted by PAT Affiliate ID.
DateRange  7/01/2024 & To 06/30/2025 &
Site/Fund Codes | 4 site/Fund Codes ~
[J Ema hen report finishes processing
- Cancel
Pending reports
No pending reports.
Reports ready to view
No completed reports.
9  The report will be listed in the Pending reports.
Only one report is submitted by PAT Affiliate ID.
bateRange  516/2023 & 1o 05/15/2024 &
SitefFund Codes |, sitefFund Codes ~

[J Email me when report finishes processing
Get Report [[e NI

Pending reports
APR Syhmission 5-30-2025 12-16-55 PM

J Refresh

Reports ready to view
No completed reports.

Portions @ Parents as Teachers National Center, Inc.

v4.0.20260623223742




10 Once ready, you will see the report in the Reports Ready To View section. Click on
the document icon to open the APR.

] Email me when report finishes processing

Cancel
Pending reports
No pending reports.
Reports ready to view
Delete Multiple Reports

Show 10 v entries Search:

Report . Requested date Date Range Programs Sit‘ Opeh Repost I o

e
APR Submission 5/30/2025 12:16 PM  7/1/2024 to 6/30/2025 073-106 PAT APR Integration Tutorial All & [ ] 2]
Previous n Next
Copyright ® 2025 DataKeeper Technologies, LLC # License Agreement W Training Videos & APR Integration
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11  The highlighted items are the ones that will be sent to Key Survey.

Ready to send to PATNC Key Survey

Submit APR Download APR CSV

I. Organizational Design

C. Staffing
c1
Cla 0
vin 1
c2
C2a 0
c2b 0
c3
C3a 0

Staff at Beginning of PY: Please indicate the number of staff employed as parent educators at the beginning of the 2024-2025 program year (inch
supervisors who carried a caseload in these counts):

Visit Tracker Notes: Counts home visitors with at least 1 private contact - including deactivated - that do not have an End Date prior to the reportir
period and have data entered for "Hours Per Week" andfor "FTE" on their data page. If entries for these 2 fields conflict containing both part time al
time data, the home vistor will be counted as full time.

Full-Time PEs Start of PY: How many parent educators (including supervisors who carried a caseload) provided parent educator services full-time
(greater than .5 FTE)1 at the beginning of the program year? Full-time is defined as more than 20 hours per week.

Part-Time PEs Start of PY: How many parent educators (including supervisors who carried a caseload) provided parent educator services part-tim
FTE or less)1 at the beginning of the program year? Part-time is defined as 20 hours or less per week.

Staff Changes: Please report on staffing changes that occurred during the 2024-2025 Program Year:

Newly Hired: How many parent educators (including supervisors who carried a caseload) were newly hired during the program year?

Visit Tracker Notes: Home Visitors with a Hire Date in the date range will be counted including deactivated home visitors.

Ended Employment: How many parent educators (including supervisors who carried a caseload) reported in I.C.1. ended their employment (either
voluntarily or involuntarily) in your affiliate during the program year?

Staff at End of PY: Please indicate the number of staff employed as parent educators as of the end of the 2024-2025 program year (include super
who carried a caseload in this count):

Full-Time PEs End of PY: How many parent educators (including supervisors who provided parent educator services) provided parent educator sel

full_tima (Arastar than R CTEL at tha and af tha arasram uaar?* Cull_tima ie Aafinad ac mara than 9N haiire nar waal



12  Review your numbers before transferring.

Il. Service Del

n

nz

Il 2a

11 2ai

11 2aii

112b
11 2bi
11 2bii

1l 3a
13b

13

1110b
1110¢c
110d
1110e
11 10f
11109
1110h
1110i

1.50

VISIL HIGLRASE ITULGE. DLE1 LYSIHILS HIUILEIGU @3 @ G181 MSSUIY Ui VUM DUPSH VISIUE 81T LUUIIGU 11816,

Average Staff Meeting Duration: How long, in hours, was an average staff meeting during the program year?*

Visit Tracker Calculation: Sum of hours for all events reported in D6 divided by the number of events reported in D6.

livery - FAMILIES

23

o o ©o o©o

Faumilies Sery ed: In total, how many families did your PAT affiliate serve with at least one personal visit this program year? [This should match the s
112., 13.7and 114.]

New Families [ Families who enrolled within the time period of 3/3/2024 - 3/2/2025
NOTE: The date range displayed encompasses 120 days before the end of the previous PY and 120 days before the end of the current PY.
Visit Tracker Note: Visit Tracker considers the lastest enrollment period when counting new families.

Previous year: How many families who had their first visit within the time period of 3/3/2024 - 6/30/2024 also had at least one visit during the prog
year?

Exit before 120 days: How many of these families exited prior to reaching 120 days enrollment?

Enrolled at least 120 days: Subtract {I1.2.a.i} from {I1.2.a}. The total is:{|ll.2.a.ii}. This is the total who enrolled within the time period of 3/3/2024 -
6/30/2024 and remained enrolled for at least 120 days or longer. We will use this number for later equations.

This year: Families who enrolled this PY. How many families had their first visit within the time period of 7/1/2024 - 3/2/2025
Exit before 120 days: How many of these families exited prior to reaching 120 days enroliment?

Enrolled at least 120 days: Subtract {I1.2.b.i} from {Il.2.b}. The total is:{I.2.b.ii}. These families both had their first visit this program year and reach
120 days enroliment this program year. (This is the total who enrolled within the time period of 7/1/2024 - 3/2/2025 and remained enrolled for at lea:
days or longer). We will use this number for later equations

End of Year Families: How many families had their first visit within the time period of 3/3/2025 - 6/30/2025?
NOTE: These families had their first visit this program year and have not yet reached 120 days enroliment due to being enrolled at the end of the pn
year.

How many of these families exited prior to 7/1/2025?

How many of these families did NOT exit prior to 7/1/2025?

Asian

Black or African American
Native Hawaiian

Other Pacific Islander

White

Multi-racial (two or more races)
Other

Prefer.not to report

1. Service Delivery - CHILDR :N

Visit Tracker Note - Children whose Curjent Education Status = Kindergarten will be

n2

n13

113a

1113ai
11 13aii

32

i from this

Children Served: How many children ages birth to kindergarten did your PAT affiliate provide at least one personal visit?
(This should match the sum of Il 13, 11 14 and 11 15)
Visit Tracker Note: Children with Current Education Status = Kindergarten will be excluded from this report.

New Children: Children with Effective Start Date within the time period of 4/2/2024 - 4/1/2025

NOTE: Child's Effective Start Date is the latest of a) family enroliment, b) the child's date of birth, OR c) the child's "start date" (in cases of adoptio
foster care). This "Effective Start Date" starts the 90-day timer for child screenings and health records. The date range displayed encompasses 90
before the end of the previous PY and 90 days before the end of the current PY.

NOTE: Children who enrolled during this date range reached (or would have reached) 90 days of enrollment during this program year.

Previous year: How many children who had at least one visit during the program year had an effective start date within the time period of 4/2/2024
6/30/20247
Exit before 90 days: How many of these children exited after 7/1/2024 and prior to reaching 90 days enroliment?

Enrolled at least 90 days: Subtract {Il.12.a.i} from {I.12.a}. The total is:{ll.12.a.ii}. These children enrolled last program year but reached 90 days
enroliment this program year. (This is the total who enrolled within the time period of 4/2/2024 - 6/30/2024 and remained enrolled for at least 90 dz
longer.) We will use this number for later equations.



14  When ready, click the transfer button "Submit APR"

Affiliate Performance Report 2024 - 2025
Program Code (s): 073-106  Date Range: 7/1/2024 - 6/30/2025 Consolidated: No  PAT Affiliate ID: 313  Date Printed: 5/30/2025
The APR counts all families and children based on their latest home visiting enroliment in the reporting period.

Only home visitors indicated as "PAT Affiliate” on their Home Visitor Data page - and their assigned families - are included in the report.
Only APR items that can be calculated in Visit Tracker are displayed on the Visit Tracker APR.

Ready to send to PATNC Key Survey

ubmit APR Download APR CSV

1. Organizational Design

C. Staffing
c1 Staff at Beginning of PY: Please indicate the number of staff employed as parent educators at the beginning of the 2024-2025 program year (incl
supervisors who carried a caseload in these counts):
Visit Tracker Notes: Counts home visitors with at least 1 private contact - including deactivated - that do not have an End Date prior to the reportir
period and have data entered for "Hours Per Week" and/or "FTE" on their data page. If entries for these 2 fields conflict containing both part time al
time data, the home vistor will be counted as full time.
Cla 0 Full-Time PEs Start of PY: How many parent educators (including supervisors who carried a caseload) provided parent educator services full-time
(greater than .5 FTE)1 at the beginning of the program year? Full-time is defined as more than 20 hours per week.
C1b 1 Part-Time PEs Start of PY: How many parent educators (including supervisors who carried a caseload) provided parent educator services part-tim
FTE or less)1 at the beginning of the program year? Part-time is defined as 20 hours or less per week.
c2 Staff Changes: Please report on staffing changes that occurred during the 2024-2025 Program Year:

15  You will receive a success message indicating the transfer is being processed.

. Visit Tracker Setup W.CLIILN Families Guardians Children Home Visitor Calendar Reports Support

TEST ENVIRONMENT

— APR

> Log Out

& Home Page Your A’R submission has been queued for processing. You will be notified once it's complete. Please avoid re-submitting while
it's in/progress.

IR PAT Affiliate ID 313

» Home Visitor Pcode 073-106

Caseload . 3
Program Name PAT APR Integration Tutorial
APR Submission

Note: Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate

status is displayed in that system.
APR Submission Generator

Submissions
Program Year Date Submitted Status KeySurvey URL
2025 Pending [ ]

If you need to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.



16 The pending transfer is shown in the Submissions table.

& Home Page Your APR submission has been queued for processing. You will be notified once it's complete. Please avoid re-submitting while >
it's in progress.
P AER PAT Affiliate ID 313
¥ Home Visitor Pcode 073-106
Caseload y P
Program Name PAT APR Integration Tutorial
APR Submission
Note: Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate
status is displayed in that system.
APR Submission Generator
Submissions
Program Year Date Submitted Status KeySurvey URL
2025 Pending ]
If youseed to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.
Copyright ©® 2025 DataKeeper Technologies, LLC # License Agreement @ Training Videos & APR Integration

Portions ® Parents as Teachers National Center, Inc.
v4.0.20250523223742

17 Once ready, the Key Survey URL will be posted. Click on that address to complete
the remaining APR items.

5 Log Out
& Home Page PAT Affiliate ID 313
Pcode 073-106
Program Name PAT APR Integration Tutorial
» APR
¥ Home Visitor APR Submission
Caseload
Note: Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate
status is displayed in that system.
APR Submission Generator
Submissions
Progiam Year Date Submitted Status KeySurvey URL
2025 5/30/2025 Completed https://app.keysurvey.com/f/41766439/5ee767cd866446e2/? B
LQID=1&
It you need to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.
Copyright @ 2025 DataKeeper Technologies, LLC # License Agreement @ Training Videos & APR Integration

Portions ® Parents as Teachers National Center, Inc.
v4.0.20250523223742



18 You can click back on the APR Submission and review your numbers or download
the submission to a CSV file.

[5» Log Out

# Home Page

» APR

¥ Home Visitor
Caseload

Copyright © 2025 DataKeeper Technologies, LLC

PAT Affiliate ID 313

Pcode 073-106

Program Name PAT APR Integration Tutorial
APR Submission

Note: Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate

status is displayed in that system.
APR Submission Generator

Submissions

Program Year Date Submitted  Status KeySurvey URL 0

gen Repowt
2025 5/30/2025

. |
Completed https:/japp.keysurvey.com/f/41766439/5ee767cd866446e2/? B
LQID=1&

If you need to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.

# License Agreement @M Training Videos & APR Integration

Portions ® Parents as Teachers National Center, Inc.
v4.0.20250523223742

10



19 IMPORTANT

You can only transfer your APR numbers 1 time. Should you need to make
changes to the numbers transferred, you can generate the report again. Click on
the APR Submission Generator button.

= APR
[5» Log Out
& Home Page PAT Affiliate ID 313
Pcode 073-106
Program Name PAT APR Integration Tutarial
» APR
¥ Home Visitor APR Submission
Caseload
Note: Once your APR begins the review process please click here to access your APR through the portal to ensure an accurate
status is displayed in that system.
sl
Submissions
Program Year Date Submitted  Status KeySurvey URL
2025 5/30/2025 Completed https:/fapp.keysurvey.com/f/41766439/5ee767cd866446e2/? B
LQID=1&
If you need to make changes to your APR after submission, you can regenerate the updated numbers under APR Submission
Generator. Then, visit your Key Survey link to manually update the data as needed.
Copyright ® 2025 DataKeeper Technologies, LLC # License Agreement @ Training Videos & APR Integration

20 Enter your report parameters again.

Only one report is submitted by PAT Affiliate ID.

Datefange | (/1612023 a 05/15/2024

ShefEurid Codes | 1) site/Fund Codes -

) Email me when report finishes processing

Cancel
Pending reports
No pending reports.
Reports ready to view
Delete Multiple Reports

Show 10 ~ entries Search:

Report . Requested date Date Range Programs Options o

APR Submission 5/30/2025 5:43 PM  7/1/2024 to 6/30/2025 073-106 PAT APR Integr 1] a

11



21 Click "Get Report"

Only one report is submitted by PAT Affiliate ID.

BateBange | (51612023 & To 05/15/2024
Site[Fund Codes | ) i /Fund Codes -
[J Email me when report finishes processing
Cancel
Pending reports
No pending reports.
Reports ready to view
Show 10 ~ entries
Report . Requested date Date Range Programs
APR Submission 5/30/2025 5:43 PM  7/1/2024 to 6/30/2025 073-106 PAT APR Integr

Delete Multiple Reports

Search:
Options o

1] a

22 In the Reports Ready To View table, you'll see the "pinned" report which is the APR

transferred to Key Survey.

SitefFund Codes | ) gite/Fund Codes -

[J Email me when report finishes processing

Cancel
Pending reports
No pending reports.
Reports ready to view
Delete Multiple Reports

Show 10 v entries Search:

Tanort . Requested date Date Range Programs Options o

APR Stbmission 5/30/2025 5:43 PM  7/1/2024 to 6/30/2025 073-106 PAT APR Integr 1] a

APS/Submission - Submitted Y2025  5/30/2025 12:16 PM  7/1/2024 to 6/30/2025  073-106 PAT APR Integr

Previous n Next

ax ]

12



23 Review the latest APR report generated and adjust your numbers in the Key
Survey system.

Slte[Fund Codes |, giteFund Codes =

] Email me when report finishes processing

Cancel
Pending reports
No pending reports.
Reports ready to view
Delete Multiple Reports

Show 10 v entries Search:

Report . Requested date Date Range Programs Options o

APR Submission 5/30/2025 5:43 PM  7/1/2024 to 6/30/2025 073-106 PAT APR Integr B a

APR Submission - Submitted Y2025 5/30/2025 12:16 PM  7/1/2024 to 6/30/2025 073-106 PAT APR Integr fx a

Previous n Next



