
Instructions: Outreach Activity Database 
 
To access: https://staff.nnlm.gov/extra/   
 
Enter username & password 
 
You will be taken to the main screen.  Click the NN/LM Outreach Forms button to 
begin.     

 
 
 
The project selection web page will appear.  Click the drop down arrow to select the 
project you will work on. 
 

 
 

https://staff.nnlm.gov/extra/


You will only be given permission to access projects that you are working on.   The two 
projects that are of relevance to the subcontractors are: Resource Library 
Subcontract and Access Library Subcontract.  Select the appropriate project. 
 

 
 
The project Web page will appear.   The links along the left side of the Web page are 
the actions available to the user for the selected project.  To enter a new activity (e.g. 
class or other activity), select Add an Activity.   
   

 

 0
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(Complete list of links under the Author Menu) 
 

-Add an Activity Enter new Outreach Activity Data 
-Incomplete Activities View a list of previously saved but incomplete or not 

submitted Outreach Activity Forms.  Allows the Author to 
resume entering data; submit a saved, completed form; 
or delete a form. 

-Pending Approval View a list of submitted Outreach Activity Forms that 
have not been reviewed.  View only.   

-Approved Activities View a list of submitted Outreach Activity Forms that 
have been approved.  View only 

-Denied Activities View a list of submitted Outreach Activity Forms that 
have been denied.  One may chose to Edit and resubmit 
or Delete the form. 

-Search for Activities Keyword search for Incomplete, Pending, Approved and 
Denied Outreach Activity Forms. 

 
 

After you select Add an Activity, the Outreach Activity Data Entry Form will appear.  
Information will already be entered in the form.  You will have the opportunity to 
change all the information listed.   

 

 
 
 
 
 
 



Entering Data: 
 

 
Activity Name: Name the activity.  The format will be project name � Activity 

name � location of training � date of training.  For example, a PubMed class 
taught by the University of New Mexico on January 28, 2003 will be listed as: 

 Resource Library Subcontract � PubMed- UNM- 1/28/03 (please note: 
each activity name must be unique; if you teach two PubMed classes on the 
same day, add additional information such as: Resource Library 
Subcontract � PubMed- UNM- 1/28/03 a.m. 

 
NLM Project Title (1): Project Name.  This will be automatically recorded on the 

form. 
 
Date of Activity (2): Record date the activity took place.  
 
Organization Conducting Activity (3):  Name the organization conducting the 

activity. The link Other Organizations lists all organizations from which you 
may select.  The default organization name will be that of the individual 
entering data into the web form.    

 
If your organization is not the default, click on the Other Organizations link  
 
If your organization is already listed, SKIP to question #4 
 

 
 
 
 
 
 
 
 



 
If your organization is NOT already listed in question #3.Organization Conducting 
Activity box: 
 
a.   Click the beginning letter of the library to make your selection.  If your library cannot 

be located, check with the Michelle at the RML (1-800-338-7657)  
 

 
 
 
b. Scroll until you locate your library and select it.   
 

 
 
 
 
 
 
 
 
 
 



 
c.   After your organization is selected, click on �To return to the form click here� 
 

 
 
 
Question 4:  Type(s) of Organization(s) Involved in Activity  
 
Question 5: Session Content (question 5): Check all that apply. 
 

 
 
 
    
 



Question 6:   Complete box 6a for zip code then hit enter.   
 

 
The following box will appear on the screen:   Click OK 
 

 
 
Question 6c:  The county information for the activity will automatically appear in 6c.   

 
 

 
 
Question 7: Length of Activity 
Question 8: Hands-on Practice 
Question 9: Activity Conducted Remotely 
Question 10: Continuing Education Credit Offered. 
 
 



Question 11a.  Check Yes only if 50% or more of the individuals who attended the 
activity are from minority populations.  If there were no significant number of minorities, 
SKIP to question 12a.  
 

 
 

If there were greater than 50% of the individuals who attended are from a minority 
population, check Yes.  The following box will appear.  Click OK. 

 
 
Question 11b: If 50% of attendees are of a particular minority group, check all the 
minority populations that were present.   
 

 
 
Question 12a: Enter Number of Participants 
Question 12b: Was a Participant Information Sheet Distributed?  If yes, select the 
Participant Information Sheet link  



12b. Continued:  After selecting the Participant Information sheet link, you will receive a 
message informing you that you must first save the form.   

 
 
Scroll to the top of the form and select the Save box. 
 

 
 
The following message will appear: 
 

 
 
Scroll back down to 12b and again click on the Participant Information Sheet link: 
 

 
 
 
 
 
 
 
 
 



You will be taken to the Participant Information Sheet form. 
 
Question 1: Category 
Question 2: Zip Code + County.  Type in 5 digit zip code and hit ENTER. 
 

 
 
 
This box will again appear.  Click OK: 

 

 
 
 
The form will automatically fill out the information regarding the county. 
 
 
 
 
 
 
 
 



Question 3: Special Populations Served:  (This question is often confusing to class 
participants.  It refers to the population that is served by the participant NOT the 
participant�s personal ethnicity or demographics) 
 

 
 
Click Add Record box 
 
The following information will appear at the bottom of the form.  The activity highlighted 
in green is the activity you have just entered. 
 

 
 
 



Enter information relating to each participant, clicking on the Add Record button for 
each person.  Note if you have any changes to make, you may click on the Edit link. 
 

 
 
After you have entered information on all participants, click on Back to the Activity Data 
Form 
 

 
 
 
Next, you will be asked to save your changes: 
 

 
 
 



After selecting Yes, you will be returned to the form.  Click on the Submit for Approval 
button located on the top and bottom of the form: 
 

 
 

You will be given an opportunity to enter in comments.  If you have no comments, click 
on the appropriate button. 
 
You will receive a message informing you that the form has been submitted for 
approval.  If you�d like to keep a copy of the form, select the Printer Friendly link. 
 

 
 
 
Michelle Malizia will receive a notice informing her that the form has been submitted.  
She will then review the form and either approve it (if she has no questions on the form) 
or deny it. 
 
NOTE:  If there are questions on the form, it will be denied and a notice will be sent to 
you.   You will then need to look at the comments to read why the form was denied so 
that you can resubmit.   
 
 
If you have any questions on this form, contact: 
 
Michelle Malizia 
Outreach Coordinator 
mmalizia@library.tmc.edu 
713-799-7880  
1-800-338-7657 (AR, LA, NM, OK, TX) 
 
 
 

mailto:mmalizia@library.tmc.edu

