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1) Why Online Reporting? 

a. Purpose  

The purpose of the Community Building Database is to save time and money for UW and for funded agencies by: 1) establishing an 

online method for funded strategies to report and store requested outcome, demographic, and financial information; 2) establishing 

an online method for volunteers to view strategy information; and 3) aggregating agency measurements into common indicators that 

measure progress towards achieving community goals. 

b. Goals 
Our goals for the Community Building Database are: 1) funded agencies will effectively use the database to report requested 

outcomes, demographic, and financial information; 2) UW staff will be able to navigate and use the database and answer database 

questions from staff members of funded agencies; 3) volunteers will access agency information online; 4) United Way will be better 

able to communicate to investors the work agency partners are doing and the results they are achieving. 

c. Live Data and Timing of Data Entry 

All Data entered online by agency staff members is live data. Once users click save, submit, etc. the data is saved into the database 

and is accessible to United Way staff and volunteers. You are sharing the software that support the Community Building Database 

with all the other agencies ï using the database during high demand periods, such as within a few days or hours before a due 

date/time, may cause it to operate more slowly.  

d. Assigning Staff Responsibility for the Community Building Database  

Each agency may designate staff members to have access to their Community Building Database agency account. One person, 
however, should be named the lead Community Building Database contact. This individual is responsible for: 

 Ensuring that applicable staff members are up to date on Community Building Database Training 

 Communicating applicable information to appropriate parties. This could include: 
o Report schedule with deadlines to management, agency staff, and finance department and agency timelines for 

planning, data gathering, data entry, proofreading, and submission. 
o Logic model reports with proposed, mid-year, and year-end measurements to management and agency staff for 

review and updating. 
o Finance and demographic reports to appropriate parties. 

 Ensuring that all reports are proofread before submission. 

 Managing User IDôs and Passwords 



In a small to medium sized agency, this person will likely be the director or perhaps the directorôs assistant. In larger agencies, it 

could be the chief operating officer, the program services director, or someone else that interacts with and is familiar with all of the 

funded strategies. 

Regardless of the staff assignment, financial review of data should be assigned to a responsible individual with a keen eye for 

accuracy and the ability to interpret the information. Keep in mind that data in the Community Building Database will be viewed by the 

UW volunteers that make funding decisions. Inaccurate or incomplete data will be viewed as carelessness at best and incompetence 

at worst. Agencies are required to completed narratives for demographic, financial, and outcome measurements. The narratives offer 

opportunities to provide explanations for missing data or actual results that fall short of projections. Effective use of narratives may 

help a program secure extra funding if needed. 

In summary, the agency is responsible for the data (or lack of data) inputted into the system. UW relies upon this self-report system 

to make funding decisions. All information is subject to audit. 

e. Assignment of User IDôs and Passwords 

Each agency has been assigned a User ID and a Password. The User ID and Password are controlled by your agencyôs lead 

Community Building Database contact, (the individual at your agency with the responsibility for administering the Community Building 

Database). Each agency needs to keep track of the names of individuals that have received the Community Building Database link, 

and your agencyôs User ID and Password. A former employee with the link, a User ID, and Password would still have access to an 

agencyôs Community Building Database information from the internet. If you agency wises to change its User ID and Password to 

maintain security of its data, please advise UW at your earliest opportunity. If an agency director leaves the organization, it is likely 

that UW will automatically change the User ID and Password and advise the agency of the new information. 

f. Technical Assistance 

Before calling for technical support, please review the appropriate training manual section. The training manual is our attempt to help 

agencies efficiently and effectively navigate the Community Impact Database. 

For technical assistance related to using the database, please e-mail or call Community Building Staff at 319-398-5372. 

 

 



2) Getting Started 

a. Accessing the Community Building Database 

To access the Community Building Database visit: 

http://64.199.243.41 

 

 

 

Step 1: Save this page to 

ȅƻǳǊ άCŀǾƻǊƛǘŜǎέΦ 

Step 2: Enter your User ID and 

Password. 

Step3: Click on 

ά[ƻƎƛƴέΦ 

Note: Click here if you forget your password and 

it will be e-mailed to you. 

http://64.199.243.41/


2) Getting Started 

b. Home Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Instruction Manual: Click on this tab 

to download a copy of the Instruction 

Manual. 

Contact us: Click this tab to contact 

a CB Staff member.  



3) Agency Updates 

a. Agency Mission Statement  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on this tab 

ǘƻ ǳǇŘŀǘŜ ȅƻǳǊ !ƎŜƴŎȅΩǎ 

Mission Statement. 

Step 3: /ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ 

enter a new Agency Mission 

Statement or click on 

worksheet icon to make 

needed changes.  

Step 2: Click on 

Agency folder. 



3) Agency Updates 

a. Agency Mission Statement  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on dropdown 

ōƻȄ ŀƴŘ ǎŜƭŜŎǘ ά!ƎŜƴŎȅ 

aƛǎǎƛƻƴ {ǘŀǘŜƳŜƴǘέΦ 

Step 2: 9ƴǘŜǊ ȅƻǳǊ ά!ƎŜƴŎȅ 

aƛǎǎƛƻƴ {ǘŀǘŜƳŜƴǘέ ǿƛǘƘƛƴ 

the text box. 

Step 3: /ƭƛŎƪ ƻƴ ά¦ǇŘŀǘŜέ ǘƻ 

complete. 



3) Agency Updates 

b. Strategy Description(s) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Click on 

Strategy folder. 

Step 3: /ƭƛŎƪ ƻƴ ά!ŘŘέ ƻǊ 

worksheet to enter or 

change your Strategy 

Description. 

Step 1: Click on this tab 

to update your Strategy 

Description(s). 



3) Agency Updates 

b. Strategy Description(s) 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on dropdown 

ōƻȄ ŀƴŘ ǎŜƭŜŎǘ άtǊƻƎǊŀƳ 

5ŜǎŎǊƛǇǘƛƻƴέΦ 

Step 2: Enter your 

strategy description 

within the text box. 

Step 3: Click on ά¦ǇŘŀǘŜέ ǘƻ 

complete. 



3)  Agency Updates 

c.  Board Members Page 

 

 

 

 

 

 

 

 

 

 

Step 1: /ƭƛŎƪ ƻƴ ά.ƻŀǊŘ 

aŜƳōŜǊǎέ ǘŀō ǘƻ ǳǇŘŀǘŜ 

information. 

Step 2: Click on 

Agency folder. 

Step 2: Click on Agency 

level folder. 

Step 3: /ƭƛŎƪ ƻƴ ά!ŘŘέ 

ƻǊ ǊŜŘ ά·έ ǘƻ ǳǇŘŀǘŜ 

Board Members list. 

Step 4: Click on 

worksheet icon to add 

or update title. 



3)   Agency Updates 

c.  Board Members Page 

 

 

 

 

 

 

 

 

 

 

Step 1: Enter 

information on board 

member.  

Step 2: Define their effective 

and expiry date to keep 

database current. 

Step 3: Include titles for your 

top board positions.  

Step 4: /ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ 

save new entry.  



4) FY2012 Reporting Requirements 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on Reporting 

Requirements tab.  

Step 2: Click on underlined 

FY2012 Reporting 

Requirements to access 

reporting forms.  



4) FY 2012 Reporting Requirements 

a. Agency Form - Agency Profile Form 

 

 

 

 

 

 

 

 

 

 

Click on underlined items to 

enter information. 



4)   FY2012 Reporting Requirements 

a. Agency Form - Agency Profile Form 

 

 

 

 

 

 

 

 

 

 

Click on underlined items to 

enter information. 

Click on underlined items to 

enter information. 

Enter or update agency 

information with text boxes 

and scroll down to save or 

submit form. 



 4)   FY2012 Reporting Requirements 

    b.   Strategy Forms 

 

 

 

 

 

 

 

 

 

 

Click on underlined items to 

enter information. 



4)   FY2012 Reporting Requirements 

b.  Strategy Forms ï FY2012 Client Success Story 

 

 

 

 

 

 

 

 

 

 

Enter information with text 
boxes and scroll down to 
save or submit form.  
 
Note: Copy and paste your 
answers from a Word 
document and save often to 
prevent losing data. 



4)   FY2012 Reporting Requirements 

b. Strategy Forms ï FY2012 Mid-Year Report Narrative 

 

 

 

 

 

 

 

 

 

 

Enter information with text 
boxes and scroll down to 
save or submit form.  
 
Note: Copy and paste your 
answers from a Word 
document and save often to 
prevent losing data. 



4)   FY2012 Reporting Requirements 

   b.  Strategy Forms ï Activity Outputs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on an underlined 
activity to enter mid-year 
output data. 



4)   FY2012 Reporting Requirements 

   b.  Strategy Forms ï Activity Outputs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on worksheet with 
green plus sign to add a 
Mid-Year output. 

Test Activity 1 



4)   FY2012 Reporting Requirements 

   b.  Strategy Forms ï Activity Outputs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Enter the exact same 
language and punctuation 
from your above Proposed 
outputs as for your Mid-Year 
outputs. 

Step 3: Click on green button 
to submit your completed 
output(s). You will no longer 
be able to make changes once 
data has been submitted. 
 Note: Contact your UW Staff 
representative to unlock data 
field if needed. 

Step 2: Report on Actual 
numbers served between 
July 1, 2011 ς December 31, 
2011. Step 1: Enter the exact same 

language and punctuation 
from your above Proposed 
outputs as for your Mid-Year 
outputs. 

Test Activity 1 



4)   FY2012 Reporting Requirements 

   b.  Strategy Forms ï Indicator Measurements 

 

 

 

 

 

 

 

 

 

 

Click on underlined indicator 
to enter Mid-Year data. 



4)   FY2012 Reporting Requirements 

    b.  Strategy Forms ï Indicator Measurements 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2Υ /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
when finished entering data. 

Step 3: Click on submit when 
finished entering data. 
Step 3: Make sure both 
Community and Program 
level Indicator language 
matches. 

Step 4Υ /ƭƛŎƪ ƻƴ ά¦ǇŘŀǘŜέ ǘƻ 
save changes and return to 
previous screen. 

Step 1: Enter actual number 
of persons surveyed along 
with % or number that 
achieved desired impact. 

Step 1: Enter actual number 
of persons surveyed along 
with % or number that 
achieved desired impact. 



4)   FY2012 Reporting Requirements 

    b.  Strategy Forms ï Demographics 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on each underlined 
item to enter demographic 
information. 



4)   FY2012 Reporting Requirements 

    c.  FY2012 Logic Model and Other Reports 

 

 

 

 

 

 

 

 

 

 

 

 

 

4)         

    

Click on printer icon for each 
strategy to run a logic model 
report. 

Click on printer icon to run a 
report on for each listed 
worksheet or Click on 
printer icon for the Logic 
Model Report to view a 
collective summary.  
 



4) FY2012 Reporting Requirements 
 

     d.  Submission Status 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Status column will 
indicate if you have any 
incomplete data items that 
need to be submitted. 
 



5)    FY 2013 Reporting Requirements 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on Reporting 

Requirements tab.  

Step 2: Click on underlined 

FY2013 Reporting 

Requirements to access 

reporting forms.  



5) FY 2013 Reporting Requirements 

 

 

 

 

 

 

 

 

 

 

 

Click on underlined items to 

enter information. 



   5)    FY 2013 Reporting Requirements 

a.  Strategy Forms - Outcomes 

 

 

 

Click on Copy if you want to 

transfer your FY1012 

Outcomes to FY2013. 



 5)     FY 2013 Reporting Requirements 

a. Strategy Forms - Outcomes 

 

 

 

 

 

 

 

 

 

 

Click on okay to copy FY2012 

Outcomes to FY2013. 



5)     FY 2013 Reporting Requirements 

a. Strategy Forms - Outcomes 

 

 

 

 

 

 

 

 

 

 

The language for both 
Intermediate Outcomes 
within each box should be 
matching.  If it does not 
match, click on underlined 
item and make necessary 
changes.  



5)    FY2013 Reporting Requirements 

a. Strategy Forms - Activities & Outputs   

 

 

 

 

 

 

 

 

 

 

/ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ ŜƴǘŜǊ 
descriptions for each 
activity. 



5)    FY2013 Reporting Requirements 

 a. Strategy Forms - Activities & Outputs   

 

 

 

 

 

 

 

 

 

 

Step 1: Enter an activity 
description with the text box. 

Step 2: /ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ 
save the description with the 
database. 



5)    FY2013 Reporting Requirements 

 a. Strategy Forms - Activities & Outputs   

 

 

 

 

 

 

 

 

 

 

Click on worksheet with the 
green plus sign to enter 
output description and data. 



5)   FY2013 Reporting Requirements 
 

    a. Strategy Forms - Activities & Outputs   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Enter a descriptive 
name for the output. 

Step 2: Enter the proposed 
units of service that will be 
delivered in FY2013 for this 
output. 

Step 4: /ƭƛŎƪ ƻƴ ά¦ǇŘŀǘŜέ ǘƻ 
save output information 
within the database. 

Step 3: Click on green button 
when finished to submit 
information. 



5)   FY2013 Reporting Requirements 
 

       a.  Strategy Forms - Indicators & Measurements 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

/ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ ŜƴǘŜǊ ŀƴ 
indicator description and  
proposed measurements. 



5)    FY2013 Reporting Requirements 
 

        a.  Strategy Forms Indicators & Measurements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1: Enter the proposed 
number of persons that will 
be surveyed in FY2013. 

Step 1: Enter the proposed 
number of person you are 
planning to survey in FY2013. 

Step 2: Enter either % or # 
your proposed to impact 
with the services you provide 
in FY2013. 

Step 3: Select an outcome 
your agency is addressing. 

Step 4: Select a community 
indicator. 

Step 5: Copy and paste 
selected indicator into the 
textbox. Make sure both 
Community and Program 
level Indicator language 
matches. 

Step 1: Enter the proposed 
number of person you are 
planning to survey in FY2013. 

Step 2: Enter proposed % or 
# of persons that will be 
impact through funded 
services. 

Step 6: Enter information on 
how survey data is collected. 

Step 7: Enter your data 
source. 

Step 8: /ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ ǎŀǾŜ ƛƴŦƻΦ 
within the database. 



6) Strategy Budget 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click on άStrategy Budgetέ tab to 
access Excel Spreadsheets. 



6)  Strategy Budget 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

FY2012 Strategy Budget Form 
FY2012 Strategy Budget Instructions 
FY2012 Counterterrorism Compliance Form 

 

Click on άC¸нлмн {ǘrategy Budget 
CƻǊƳέ ǘƻ ŘƻǿƴƭƻŀŘΦ !ǘǘŀŎƘ 
completed budget within the 
ά5ƻŎǳƳŜƴǘǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ 
database. 


