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Data Entry Quick Guide
The following are some handy tips for ensuring your data entry process and procedures are as streamlined as possible.
Regularly collect forms
Create set times each week for Tutors to give you any forms they have recorded during the week.
Supervision is an ideal time as you will already be reviewing home visit, referral and engagement forms to
support discussion about a family’s level of engagement with the relevant Tutor. Other options include at
the team meeting or during Tutor training.
Check each form for completeness
When collecting forms from Tutors, review each form for completeness. Request that the Tutor complete
any missing or incorrectly completed fields. For family forms, this includes ensuring that the child’s full
name has been entered.
Have a ‘data in’ pile and a ‘data out’ pile
Keep forms that need to be entered, separate from forms that have already been entered. This will ensure you avoid duplicate data entries. Forms that have been entered should be stored in accordance with the HIPPY Data Collection Guide and your organisation’s record-keeping policy.
Mark forms that have been entered
At the top of each form, there is a space that allows you to write the date that you entered the form into ETO. Check that the Touchpoint has been saved in ETO before writing in the date as this will assist you with keeping track of what has already been entered. You can do this by looking at the child’s dashboard which will show most recent data entry.
Check using ETO Reports
After entering the forms in your 'data in' pile, you should run some ETO reports to confirm that you have
entered the data. Remember that data does not always show up in reports immediately, so you may want
to wait a few hours before running reports.

The type of report you run will depend on what data you have entered but the ETO Helpdesk has some
suggestions:
	· Family Delivery
	· Gathering Summary

	· Family Engagement and Referral Summary
	· Tutor Training and Development

	· Journey Review
	


If you need to send forms to the ETO Helpdesk…
Under certain circumstances, the ETO Helpdesk is available to support data entry. However, please check with your Site Advisor or the ETO Helpdesk before sending large numbers of forms through so that there is a shared understanding of the need for support and an agreed approach to supporting data entry.
If it is agreed that you should send some forms for processing, please ensure the following:
· Write your site name in the space at the top of every form (see image above)
· Ensure all forms have been fully completed (including the child’s full name)
· Scan forms in PDF format, ensuring the scans are easy to read
· Keep forms for the same child together
· Ensure multi-page forms have been scanned in order
· Confirm that the forms have not already been entered by running an ETO report (see reports above).
Got questions or feedback?
We would like to make this guide as useful as possible, so please feel free to raise any questions you have about the forms with the ETO Helpdesk and we will discuss any feedback you send in to HIPPYAustraliaETOSupport@bsl.org.au .
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