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1. Introduction

c

What will this chapter cover?

This chapter provides context on what Tearfund Track is and why it was created. It provides an
overview of the main benefits of using Track and lists Track's key functions. Finally it explains how

Track is administered and defines the supporting structure for Track users.

Who will find this chapter helpful?
\AII users of Track /

1.1 Context

Track is Tearfund's design, monitoring & evaluation system. Track allows users to track projects,
programmes and initiatives throughout the entire project cycle; from the inception and design phase
through to implementation and reporting.

The idea for Track came in 2015 when there was a corporate project to look at joining up Tearfund’s
IT systems. We recognised that programmatic data was being collected and managed in many
different ways. As a result, it was not easy to track our projects or programmes. We wanted to know
the impact we were having across the world and wanted to be able to streamline reporting and to
learn from our projects. We wanted to provide better IT solutions to enable data capture and
management on projects, programmes and initiatives across our community development,
humanitarian response and advocacy work.

Tearfund spent 2 years engaging and consulting with its stakeholders across the world. This included
piloting and testing the concept and prototype with partners. Eighteen months were spent talking
with clusters to define the requirements. Track is the result of this process. Track is the first key
component of this integration across all IT systems.

Track was designed in an ‘agile’ way. This means the Track support team can continue to learn from,
improve and adapt the system to help and support those who use Track both now and in the future.

1.2 What are the benefits of Track?

One of the key benefits of Track is that it improves programme management and quality. Track
increases confidence in the evidence that we collect. This helps Tearfund to know what works, for
whom, and under what conditions.
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Figure 1: The benefits of Track
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Track delivers:

e Visibility of strategy, project, programme and initiative data. Dashboards provide visibility of
data. This means that users can see how well a project is progressing at a quick glance. Users
can also look across many programmes and initiatives. Track is accessible to staff across all
parts of Tearfund. Partners also have their own dashboards. Partners can see their projects
and progress in a clear way.

® a consistent approach to capture and assess data across all our projects, programmes and
initiatives. A lot of work has ensured the consistency of how we tag the data against common
categories. This gives the opportunity to filter and view similar data across all our work. Track
provides a menu of standard indicators. Tearfund is encouraging users to use these. This will
mean that over time we will be able to track progress globally across similar measures.

e Assurance of the quality of data. Track has data validation and approval points built into the
system. This allows for better decision-making and insights at all levels. It enables reliable
evidence of impact. This improves communication and engagement with funders. This allows
Tearfund to maintain and grow income.

e |t is the first building block towards our Global Systems Programme. Track is a pioneering
project and is integrated across Tearfund’s financial, partner, grant and logistics management
systems.

1.3 Track overview

Track is an IT system that is accessible to all Tearfund staff and partners. Track aims to:
- capture project proposals for all programmatic work across Tearfund

- support the monitoring and tracking of activities and indicators

- help to report against these projects.

There are 2 different ways to access Track. Think of these as 2 different doors by which to enter the
same house, with the house being Track.

Partner TRACK User Guide V2 31.05.22 7



Figure 2: The 2 different ways to access Tearfund Track

Partner Portal
(How partners access Track)
- .
o Levi -partner Grant
=" management
Track (Affinisweb) L-"
(How Tearfund staff access Track)

o Track-Tearfund Staff will be used by Tearfund staff to enter country strategies, project

proposals, reports, stories and evaluations.

e The Partner Portal can be accessed online at https://partner.tearfund.org/ by partners once

they have been trained. This is where partners can go into the system to complete their

proposals and reports.
e Track is linked to Levi Our partner Grant management system

1.3.1 Track functions

Track has been structured around the key stages of the project or programme cycle. This is because it
is at the heart of how we design and manage projects, programmes and initiatives. It is important to
say that Track is a system that will enable users to capture their thinking and planning. However, it
will not do all the thinking for you! We recommend that Track users continue to collaborate and plan
their work together with staff and partners. Track can support users to think through the logic on a
project. Track serves as a tool for tracking and monitoring the performance of projects, programmes

or initiatives. It provides access to:

e aset of standard indicators aligned with industry standards
e the Sustainable Development Goals
e the Light Wheel

The diagram below shows the key functions of Track:
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Figure 3: The key functions of Track
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Project Cycle Management

Track facilitates good project cycle management (PCM). PCM is the process of planning and
managing projects and programmes. PCM is based around a project cycle. This ensures that all
aspects of projects are thought about. It involves a set of planning tools which feed into the logical
framework (known as a log frame). The process is important for project success, sustainability and
organisational learning. Track holds the tools to ensure Tearfund and their partners perform PCM
effectively. This helps to ensure successful projects. Roots 5 provides guidance on the whole project

cycle and can be found on the Tearfund Learn Hub.

Proposals (Design)

1.

2.

Create project proposals using one of the following templates:
a. Tearfund Standard Template
b. Emergency Response Template.
c. Donor Template (for Institutionally funded projects)

Review, edit and approve project proposals

Monitoring (Implementation)

3.

Nowu s

Create project calander events

Amend project design and details during project implementation

Update progress against activities and indicators online

Upload documents against a project such as stories, evaluations and case studies
Monitor progress of projects against team/country strategies

Reporting (Evaluation)

8.
9.

All reports (eg 6 monthly, annual etc) will be initiated and completed in Track
Progress of projects can be tracked via customised dashboards and reports
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10. Pull out aggregated counts for reports (e.g. beneficiary numbers, categories of groups
reached through Tearfund’s work)

1.3.2 Track users

The following table sets out the key users of Track. This includes Tearfund staff and partners:

Figure 4: The key users of Track

Anyone who creates reports
Anyone who views reports
Anyone who approves reports
Anyone who contributes to or
advises on reports

1.3.3 Track admin roles

Track will be administered at three levels:

1) UK - The Track support team is responsible for adding new countries/clusters to the system
and ensuring that all Track users have access to the system

2) Country office - The designated Track administrator will be responsible for adding partner
organisations to the system

3) Partners - Within each implementing partner organisation one member of partner staff will
be the Track administrator. This person will be responsible for creating and managing user
accounts

1.4 Track support

If you need any support when using Track please contact your Track administrator or your link person
at the Tearfund country office.

1.4.1 Other resources

The Roots 5 Guide to project cycle management can be found on the Tearfund Learn Hub.
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2. How to access Track

& N

This chapter explains how to access and login to Track. It also explains how partner ‘admin’ and ‘user’
accounts can be set up and managed. Finally there is a section which explains how to navigate within
Track, which also highlights some of the key features that a user will see.

hat will this chapter cover?

Who will find this chapter helpful?

\\AII users of Track //.

In order to be able to access Track, users must have Google Chrome set up as their default browser.
Guidelines on how to do this can be found in the Appendix.

In order to be able to use Track, partner organisations must have an account created for them.
Partner organisations must also have a designated staff member to be the Track administrator. The
partner environment is managed by the partner and Tearfund does not have access to it. However,
Tearfund will need to set-up one partner staff member as the Track partner administrator before
handing it over to the partner.

2.1 How to login as a partner ‘administrator’

Once the partner account has been set up by Tearfund, the partner administrator will receive an
email including the login details for Track.

— C | & Secure | https://partner.tearfund.org <::|

1. Enter the url partner.tearfund.org into the chrome browser

Tearfund Log in

Login

Email

Password
e

(] Remember me?

—_—

Login  RBeset Password

2. Enter email address and password and click on login
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Login  Reset Password <"

3. If you have forgotten your password, click on reset password.

Password reset link sent

Flease check your email to reset your password.

4. You will receive an email with a link to reset your password.

2.2 Managing the partner environment

The partner administrator is responsible for managing the setup and maintenance of the partner
portal for their staff.

2.2.1 Create a new member account

This section will explain how to set up new partner users in Track.

Login

Email

Password

[ Remember me?
Login

Reset Password

1. Login to the partner environment (https://partner.tearfund.org/)

Partner TRACK User Guide V2 31.05.22 13
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Home

Dashboard
Documents h
Admin L

New Mamber ’

Manage Members

2. Under admin In the left hand navigation menu select new member

New Member

First name(s)

A 3
Surname
Email
dmmmm 4
Role @
Editor 5  commp

Unavailable projects @

Select Projects -« — 6

Create <dmmmm 7

3. Enter the name and surname of the partner staff member
4. Enter the email address of the partner staff member (this must be a work email address)
5. Select whether the user will be set up as an admin role or as a user role.

(The Track administrator will be set up as the ‘admin’ for the partner organisation. Unless there is a
requirement for extra admin roles, all other partner staff should be set up as ‘user’ roles).
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6. In the ‘unavailable projects’ field, add the ID numbers of any projects that the member of staff
should not see or have access to.

7. Click on create

New Member Account

Ploase Nobe oy @l el O 0 OF S8 MOurs

Cireate gnolher meTmier gocaugnt

8. A notification message will appear confirming that the new account has been created for the user.
The user will receive an email notification and will need to register on the system within 48 hours. (It
is important that the account user responds to this email within 48 hours, otherwise they will need
to be setup again)

2.2.2 Manage members

Once the new member account has been created, the partner administrator can manage this and
other member accounts.

Home

Dashboard
Documents >
Admin w7

Mew Member

Manage Members

1. Under admin in the left hand navigation menu select manage members
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Manage Members

Show 10 Entrias
Email ¥ Last used Role
ohin. jones@gmail. com Editor

Showing 1 i 1 of 1 entries

Status

Has access

Include accounts withou! access

Search — 2

Options ~ de— 3

2. Type in the search box to find a user

Options +

Edit vious

Beset password

Disable access

3. Click on the options drop menu to ‘edit’ the member account details, to ‘reset password’ or to

‘disable access’ to the account.

If there are any issues with setting up partner accounts, please contact your country office link

person in the first instance or email tracksupport@tearfund.org.

2.3 How to login as a partner ‘user’ or ‘viewer’

Once a partner user account has been created by the partner administrator, the partner user will

receive an email with a link to Track.

Tearfund Partner Portal Registration
ﬁ‘ arffini 5= no-reply@teartund.ong
._'r

aanr

A rrw mccount has been created for you with

Click here o complete vour reostration <:|

ragiatration el

Regards
Tearfund

Pleaas Nobe: Tha link will only remain active for 48 hours. should e e expare 1

roaie & password whech will

F BTINISIrator 10 equest a new

1. Click on the link to be taken to the Tearfund Track partner login page.
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TEARFUND

Set your password

Email

=
¢

Password

Confirm password

update ]

2. Add your email address and password

3. Click on update

TEARFUND

Password Updated.

Your password has been updated. Pleass click here to log |r'<:|

4. Once the password has updated, click on the link to login

Tearfund Log in

Login

Email

<

Password

[ Remember me?

- m— Login Reset Password

5. Enter your email address and password and click on login

6. If you have forgotten your password, click on reset password next to the login button.
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Reset Password

Enter your email

Email

< —

Reset Password

7. Enter your email address and click on reset password.

Password reset link sent

Please check your email to reset your password.

8. You will receive an email with a link to reset your password.
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3. System navigation

a N

What will this chapter cover?

This chapter will explain how to navigate within Track and will highlight some of the key features that
a user will see,

Who will find this chapter helpful?

QII users of Track _//

3.1 Home screen

Once the system has been logged into, the user will see this home screen.

Home

Notifications
Dashboard
Admin > My Projects

Two boxes with drop arrows will allow the user to view any recent notifications or to access projects
they are working on in my projects.

(Further information about how to open and edit a proposal can be found in Section 4: ‘Design:
Projects’).

3.2 Left hand navigation panel

Home

Dashboard

Admin >

In order to ease navigation through the system a navigation panel is provided on the left hand side of
the screen. Detailed information on how to use each section is provided later in the manual.
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3.3 Process bar

Tags / Marrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

Within a document in the projects section, a process bar shows each tab which needs to be
completed. Clicking on save and continue at the end of each section, will automatically move the
user forward to the next. The tab titles in the process bar will turn blue once the section has been
completed.

3.4 Other symbols and icons

Throughout Track, various small symbols can be found. The following section explains the meaning of
these symbols and describes where they are located.

3.4.1 Expand box

>

This symbol indicates that there is additional information to be viewed in a particular section. It can
be found at the right hand side of the grey title boxes in each screen.

Summary ©@ o p
mplementer (7] o| W >
Whi 5 W [ I ] | | D - _:F

Click on the icon to expand the box and reveal the additional information.

Partner TRACK User Guide V2 31.05.22 20



3.4.2 Definition

(7

This symbol indicates an explanation or a definition of a word. It can be found next to words in many
sections of Track.

Summary @4 )

Implementer @ o) @@

Click on the icon to open a pop up box and view the explanation or definition.

3.4.3 User notes

This symbol indicates that user notes can be added to a particular section. It can be found in many
sections of Track. Once information has been added, the icon turns green.

Context o | (i<4————

Existing community strengths and assets 1|
Vulnerable groups | @
Community involvement c¢| §

Click on the icon to open a pop up box in which to write personal notes.
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3.4.4 Delete

i

This symbol indicates that a section can be deleted or removed. It can be found in several sections of
Track, for example below in the project logic section.

Impact @ 5 »

Outcome 1 @ o— 1

Click on the icon to delete or remove something from Track.

3.4.5 Change the system language

This symbol indicates that the Track system language can be changed. It can be found in the top right
hand corner of any screen within Track.

L - o G

-
|™ English
Portuguessa >
Spanish
Franch >

Click on the icon to choose between English, French, Spanish or Portuguese as a system language.
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3.4.6 Amend settings

&

This symbol enables the user to amend their settings. It can be found in the top right hand corner of
any screen within Track.

4 -
Support
User Guides
>

Click on this icon to access a list of support email addresses or to view a selection of Track user
guides.

3.4.7 Logout

O

This symbol enables the user to logout of the system. It can be found in the top right hand corner of
any screen within Track.

Click on this icon to logout of Track.
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3.4.8 View / hide the left hand navigation panel

This symbol enables the user to view / hide the left hand navigation panel. It can be found in the top
left hand corner of any screen within Track, next to the Tearfund logo.

View Hide
TEARFUND = <:prfurd Track Partner Portal TEARFUND = <:|arfurd Track Partner Portal
Home
Aderin Notifications Notifications
My Projects My Projects

Click on the icon to view / hide the left hand navigation panel

3.4.9 Collaboration button

]

This symbol allows partner users to collaborate on the design of a proposal by creating a
conversation thread within the document in Track. It can be found next to the section titles on each
page within Track.

Click on the icon to start a collaboration conversation with another partner user or a Tearfund user.
(For more information on using the collaboration button see Section 4.4 ‘Collaboration’)
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3.4.10 Amendment request

A
¢ O
f

This symbol allows Tearfund and partner users to make a request to amend a proposal. An
amendment request can only be made if the project is in implementation status.

Narrative
8 | 1 - —

Click on the icon to start an amendment request conversation with the project approver. (For more
information on using the amendment request button see Section 5.2 ‘Amend a Project’).

3.4.11 Activities list

This symbol can be found in the logic section of Track inside the output row (see logic tab in the
process bar).

Output1.1 @ ¢

p-E T v

Indicator title @ ificati . .
Statement i i + Means of verification  py.y¢ and assumptions ©

Farmers receive training and inputs for  number of people
increased production directly supported Ber
through food security

Distribution lists Training Farmers are able to use new seeds and
attendance lists knowledge from training sessions

Click on the icon to add activities to outputs.
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3.4.12 Edit

4 e

These symbols can be found in any section that allows a user to add / edit narrative.

Statermaent

Barafcanes have npuis & <:|

mGguifed Lo dearsdy Gop

production

Activity 1D Description Start Date End Date

230 Pusthant sooas 01/04/2018 I04/2018 C:;ﬁ’_f

FF Desiribute Seeds 00208 200482018 rd [ ]

Click on the icon to edit

Partner TRACK User Guide V2 31.05.22 26



4. Design: Projects

( N

What will this chapter cover?

This chapter explains how to enter a Micah Global Development proposal inte Track, including the
entering of the project logic.

Who will find this chapter helpful?
\An\r user that creates, makes edits to or collaborates on a proposal.

/

It is recommended that a user plans and designs the project proposal before trying
to enter it into Track. This planning process can be supported by using the Micah

Proposal Template and the Tearfund approved thematic indicators. Both of these
documents are available on the Resources Hub.

The diagram below shows an overview of the steps required to complete a proposal in Track. It aims
to present a structured, user-friendly and visual map of the proposal.

(Users will note that the steps mirror the sections to be completed in a template).

Figure 5: The steps for creating a proposal in Track

[ Design Phase ]
[ Tags H Narrative ]-} Budget H Reach H Logic Roviaw .';'r:fkm Calendar [ Summary + Stams ]
T T
pi i iy LH
Purpose: . | | i
To add key Purpose: |I Purpose: |I Purpose: ; I| Purpuae Purpnse
5 5 To add | . | To choose which | | Toadd calendar To change the
;ﬂf;mho; 505 ol information about | | m:doq&iﬁ'ls,‘;; | | activities will | | events, eq. | status of the
iy ::a arﬁ - the context and II e proj II contribute to II reports, | proposal, eg. to
project | | | project reach | | evaluations || ‘Approved'
\g for || II II \ |
| | | |
s N O N N N
] Purpose: |
. Purpose: (Design Phase)} Purpose:
?::epco:rzl the To create the To create the To view a
project budget project logic M&E Plan summary of the
(logframe) entire proposal
\ / \ (Implementation /
~ - ~ ~ Phase) . J
To update
activities,
indicators and
reach /
o
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4.1 Receiving a project proposal from Tearfund

4.1.1 Where does a proposal come from?

The template for a project proposal is created in Track by a Tearfund staff member called the project
initiator.

The project initiator ‘tags’ the project (for more information on how to tag a project see Section 4.2
‘Tags’) and can then choose either to send the proposal to an implementing partner or to keep it as a
Tearfund proposal.

The Tearfund project initiator would send the project to an implementing partner by changing its
status. (For more information on how to change project status see Section 4.12 ‘Status’). Once a
partner receives a proposal for the first time, it is in ‘Design: Implementer Draft’ status.

Figure 6: Change of status from Design: Tearfund Initiate to Design: Implementer Draft

=
Design:
Tearfund
Draft

Design:

Tearfund

Initiate
Design:
Implementer
Draft

A

4.1.2 How to access a proposal

Once a partner user has logged into Track (see Section 2.3 ‘How to Login as a Partner User’) they can
access a project proposal that has been sent to them.

In the home screen, the user will notice two boxes with drop arrows. These will allow the user to
view any recent notifications or to access my projects.

Home
Dashboard
Admin » My Projects >
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1. Click on the drop arrow next to notifications to open the box.

This box would be populated by projects that have been sent from Tearfund staff either for the first
time or after review.

Notifications v
Project
Type Project D Status Acknowledge
Status Changed - Design: Implementer Draft Partner translated screenshots project 2923 Implementer Draft < |

2. Click to acknowledge receipt of the proposal and it will disappear from the box.

My Projects v
Show 10 + entries Search:

No. Name Start Date End Date Status

2923 Partner translated screenshots project <::| 01 Jan 2019 31 Dec 2018 Design: Implementer Draft

The project will also appear in the my projects box.

3. Click on the title link to open the project.

4.1.3 Invite Tearfund?

Tearfund users do not have access to a project in ‘Design - Implementer Draft’ status. When the
project is in this status Tearfund users are denied access to the project and can only view a brief
project summary.

When a partner receives and opens a project proposal, a pop up box opens displaying the following
message:

Invite Tearfund

Allow Tearfund to view and edit?

Yes No
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A partner user with the ‘admin’ role is able to allow or deny Tearfund access.
® Access is managed at individual project level
e If YES is selected, then Tearfund can access the project.
e [f NO is selected, then Tearfund is denied access to the project.
e The display box is only displayed for partners when the project status is ‘Design -
Implementer Draft’ status.

//!;. partner may want to allow Tearfund access to the proposal in the following \
circumstances:

. If there are tight deadlines and the proposal needs completion asap e.g. during
a crisis response, so that the work is shared

™ If the implementer is experiencing connectivity issues and Tearfund can help
with the proposal development

. In order for the partner and Tearfund to share expertise when proposals are

\ complex.

1. The Partner administrator should click on Yes or No

If Tearfund access is granted then a Tearfund user would access the project with the same visibility
and editability rights as granted by their current project level role. e.g. viewer, editor, approver etc.

4.2 Tags

Tags / Marrative / Budget / Reach / Logic / Review Logic / MB&E Tracking / Calendar / Summary / Status

The tags section would be completed by Tearfund staff before sending the proposal to an
implementer. Once the tags page is opened, the partner user will see which tags were selected in
each individual section. The tags can be amended by a partner from within the partner environment.

How projects are “tagged” matters as it is this that allows us to search for and find the projects from
across all of Tearfund’s portfolio. It also allows us to aggregate data from projects across specific
thematic areas, and we can analyse and learn from what we are doing.

The idea of the tags page is to get people to think up front about their projects and this is the change
in culture that Tearfund is looking for.

There are guidelines for how to enter certain types of project into Track (eg. Church & Community
Transformation or Peacebuilding & Fragile States) in the appendix. However, if a user is finding it hard
to fit a project into the tags screen, they should be asking themselves WHY they are doing the
project...
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Project tagging - How do we find the projects we are interested in?

Projects are tagged in the following ways:

Project title and start and end date (time)

By type of project {project type)

Project details (description of project objective)

By who it is that is doing the work (implementer)

By the location that the work is being done (geography)

By the global approach taken by the project to address this issue (global approach)
By the issue that the project is seeking to address (theme/Approach)

By the categories of people that the project is working on (target groups)
By the Sustainable Development Goals (SDGs)

By corporate priority

What country strategy objective does it relate to?

Please contact your DME Officer if support is required whilst completing the tags
section

/ Auto Save Function \\

Information entered into the different sections of the tags page is saved
dynamically every time a user clicks out of a box. A green tick will appear when
the information has been successfully saved. If internet connection is lost,
Track continues to try to save the information in the background so that once
connection is restored, the information will be automatically saved.

- /
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Instructions

4.2.1 Details

Details R 8
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This section will have been completed by the Tearfund project initiator.

1. The project start and end dates can be edited if required.

4.2.2 Summary

Summary @ o

Description

4

1. In the summary box, enter a short description of the project

4.2.3 Implementer

This section will have been completed by the Tearfund project initiator and is not editable.
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Implementer © o]

Type @ Implementer

Partners v Association of Evangelicals of Liberia: Short Name: AEL

Main
implementer

4.2.4 Where is the work taking place?

In this section, users would enter the location of the project or programme.

Where is the work taking place? g

Location

o —

1. Click on add a new location

Where is the work taking place? i]

Location

Regional grouping Select a region

Country Select a country

Sub-national level 1

2]

Select a sub-national level

Sub-national level 2

e

Select a sub-national level

Community Name
Area Select an area

GPS reference
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2. In the location box, click on all the drop down menus to enter the relevant information regarding
the region, country, sub-national levels and community in which the project is taking place.

Sub national levels 1 and 2
These represent the administrative subdivisions at levels lower than national and should have been entered by
the regional administrator.

Community Name
Each community in which an intervention will be implemented and measured should be entered individually.

3. To delete a location click on the trash symbol

Location

e —

4. Click on add a new location for a new set of drop down menus in which to enter additional
community locations

4.2.5 What is the theme?

In order to complete this section we consider the questions, “WHAT is the problem or problems that
the project is trying to address?’ and ‘What elements of that problem will the project be focusing
on’?

The indicators available in the project logic section later will be suggested according to the themes
chosen here in the tags page.

What is the theme? o
2
Enter text to search for dimensions dum—— 3 l
[ Conflict & [ Bridging social divide [ Healing [ Justice & rule of law
peacebuilding @ [ Leadership [ Nen-violent action [ Peacebuilding
[ Youth
o 1

[0 Education @ [ Adult literacy & numeracy [0 Higher / Tertiary [ Primary

[ Secondary [ Vocational
[] Environment [] Renewable energy [ Waste management

For support with entering specific types of projects, please see the Church and Community
Transformation (CCT) or Peacebuilding & Fragile States in Track Guidelines in the appendix.

Partner TRACK User Guide V2 31.05.22 34


https://docs.google.com/document/d/13VWUyeUVnYBWOZa5hfpdGWjOCCmWdLXb91RSXDnR3xc/edit
https://docs.google.com/document/d/13VWUyeUVnYBWOZa5hfpdGWjOCCmWdLXb91RSXDnR3xc/edit
https://docs.google.com/document/d/10XQ-kb_oCaBgNmoHYYMVan8BKb9gY18I39E_cQMoXQU/edit?ts=5d1c945c

1. Select the theme(s) from the left hand column which best relates to the project
2. Select the specific sub-theme(s) under each theme which best relates to the project

3. For a quick search through the themes and sub-themes, start typing in this box and the relevant
words will be highlighted.

Other.. <
Edit Distribution ‘S

4. If you can’t find the theme you are looking for, add its title here. It will appear on your project and
can be searched for by ‘theme / other’.

Edit budget distribution

Current distributions add up to 100%. Distributions must total 100%

Food security WASH

50 ﬁ % 50 ﬁ %
Save

5. Click the edit distribution button in order to amend the proportion of budget allocated to each of
the selected themes

6. Click on Save

4.2.6. What is the global approach?

This section provides the user with the opportunity to link the project to Tearfund’s global
approaches:

i) Advocacy and influencing

ii) Community development
iii) Humanitarian response

Partner TRACK User Guide V2 31.05.22 35



Enter text to search for dimensions

Advocacy & Influencing @

Community development @ -‘_

Humanitarian response @

Edit Distribution

1. Select the global approach(es) from the left hand column which best relate to the project

2. Click the edit distribution button in order to amend the proportion of budget allocated to each of
the selected items

4.2.7 Target

In order to complete this section we consider the question ‘WHO does the project aim to reach?’ or
‘who are the main types or groups of people that the project is seeking to help, influence, mobilise,
connect?’

There are 2 groups of targets to choose from in the tags page.
e Corporate priority Targets
® Global Reach Targets

Each of these groups of targets has a number of sub-groups within it.

WHO is chosen here will inform the project reach data so it is important to select a target type to
represent exactly who will be counted as activities are implemented.

Any target that relates to people, eg., facilitators, Project Beneficiaries, can later be disaggregated by
age, gender, disability.

Instructions
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Target @ o]

Enter text to search for dimensions

In order to measure the corporate priority reach, certain targets have been automatically selected based on the corporate priorities you have ticked. However, if any of those reach categories are not

relevant to your project, you can untick them.

Corporate 100.00% @ CCT facilitators CCT trainers
Priority Targets
Churches responding to disasters Green jobs
Savings groups TM / J2H Gender Champions
Global Reach Denominations and networks Local churches
Targets
- Policy and practice changes Project participants / Beneficiaries

Other...

Edit Distribution

1. Select the ‘sub-group’ types that the project is targeting (this is essential in order to be able to

update reach)

Churches engaging in advocacy

Peacebuilding Champions

Movement building allies

Theological training organisations

2. For a quick search start typing in this box and the relevant words will be highlighted

— Other.. <
Edit Distribution ¢S

3. If you can’t find the approach you are looking for, add its title here. It will appear on your project

and can be searched for by ‘approach / other’.

4. Click the edit distribution button in order to amend the proportion of budget allocated to each of

the selected items

The target section of the tags tab is the first place where the user needs to

think first in order to avoid double counting

Figure 7: Steps to avoid double counting #1

STOP
.f \'|
Ask: Who are the
Tagging E) | Which »
Targel? THINK project baneficianes?
k | '? ‘

-

| Eg. f you choose both

‘baneficiarios’ and

‘housaholds', | may ba dificult
o update project reach
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It is possible to create a double count at this stage if the user selects several targets with which they
will update the same direct project reach. The example below will demonstrate how a double count
could be created and will provide advice on how to avoid it.

Example

A project may be aiming to improve food security for 400 households. In the tags / target screen the user may be
unsure whether to select ‘beneficiaries’ or ‘househaolds’ as targets, or both.

Q: Which target should the user select?

A: The user needs to think through the project design clearly in order to make this decision, The target type needs
to match the indicator count type in order to be able to update the indicators later in Track,

Scenario 1

By thinking through her project, User 1 would plan activities to include eg. ‘training of farmers’ and choose an
indicator and count type such as ‘number of people (beneficiaries) trained’,

In this scenario, the user would need to choose ‘beneficiaries” as a target type

Scenario 2

By thinking through his project, User 2 would plan activities to include, eg. ‘distribution of food and non-food
items’ and choose an indicator and count type such as ‘number of households receiving NFIs"

In this scenario, the user would need to choose ‘househalds” as a target type

If User 1 had chosen both ‘beneficiaries’ (for the farmer training activity) and ‘househaolds’ (whose food security is
to be improved), there may have been a risk of double counting when the activities were updated later in Track.

How to aveid a double count at the ‘target’ stage
The user must think through the entire project and ensure that targets chosen in the tags section will match the
indicator count types so that project indicators can be updated.

4.2.8 Sustainable development goals (SDGs)

On 1 January 2016, the 17 Sustainable Development Goals (SDGs) of the 2030 Agenda for
Sustainable Development - adopted by world leaders in September 2015 at an historic UN Summit -

officially came into force. Over the next 15 years, with these new goals that universally apply to all,
countries will mobilise efforts to end all forms of poverty, fight inequalities and tackle climate
change, while ensuring that no one is left behind.

The SDGs build on the success of the Millennium Development Goals (MDGs) and aim to go further

to end all forms of poverty. The new goals are unique in that they call for action by all countries,
poor, rich and middle-income to promote prosperity while protecting the planet. They recognise that
ending poverty must go hand-in-hand with strategies that build economic growth and address a
range of social needs including education, health, social protection and job opportunities, while
tackling climate change and environmental protection.
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Sustainable Development Goals (SDGs) - | o

1: No poverty and communities
2: Zero hunger 12: Responsible
EOMSUMon and
production
3: Good health amd
wall: baing
13: Climnate Sction
4: Quality education <:>
Td: Lite Dbt wiaibisr
5: Gender squality
15: Lite on land
6: Clean water and
sanitation 18: Peace, justice
and sirong
T: Affordable and
clean energy
17: Partnerships for
the goals
B: Decent work and
economic growth
Mone
9: Incustry,
innovation and Edit Distribetac
infrastructurs

1. Select the SDG(s) which the project will contribute to

Save Save and Continue <::|

2. When the tags section is complete, click on save and continue to move to the strategy links
section.
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4.2.9 Corporate priority

Corporate Priority

B <Church & Commumiy Tramssormadgon (CCT) @)

Crism 16 Fesdenc e G

Ersirorment ard soonoese andaenstsiny (EES)

Aecorlesd] Cemcs Fdbed Sorssiess

1. Select the corporate priority which the project will contribute to. This will allow us to track the
focus areas of our work around the globe.

2. Click the edit distribution button in order to amend the proportion of budget allocated to each of
the selected items

Continue e

3. When the tags section is complete, click on continue to move to the narrative section.

4.Depending on your Corporate priority selection, Track will auto select the target and you have to
review and unselect the target that are not applicable for the project.

4.3 Narrative

Tags / Narrative / Budget Reach Logic / Review Logic / M&E Tracking Calendar / Summary / Status

The narrative section can be completed by either an implementing partner user or by a Tearfund
user. This page will look familiar to users who have experience completing a proposal template.

For information about differences in the narrative tab in the other templates, see Section 4.13 ‘

Partner TRACK User Guide V2 31.05.22 40



E

mergency Response Template’.

./_ Auto Save Function \\

Information entered into the different sections of the narrative page is saved
dynamically every time a user clicks out of a box. A green tick will appear when
the information has been successfully saved. If internet connection is lost,
Track continues to try to save the information in the background so that once
connection is restored, the information will be automatically saved.

\- ,/

Instructions

Tags / Strategy Links / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

Project Summary o] [ ] >
Quality dards / Core | itarian dard o] [ ] >
CaseStudy o|® >
Baseline Assessment and other Materials o | . >
Risk Assessment o B >

Safeguarding focal point | Global safeguarding advisor sign off @

If you are the relevant safeguarding focal point, Please sign off that you have read and are satisfied with the content of the safeguarding narrative. MAIRO Mbaitessem 07/05/2026

1. Click on each section on the left hand side within the narrative tab to view its subsections.

2. Click on the arrow at the end of each subsection row to add information.

Project Summary o| B v

Description v

Please provide a brief description of the following three points (maximum 500 words):

The problem or opportunity that the project is designed to address (including any baseline findings, if conducted).
The change you expect to see as a result of the project.

How the project will be implemented (including the role of the local church, where relevant).

Narrative
47 B I U & sansseif> A v = E =T BT © B WM X < ?

Le présent projet qui promet le PMEC a consolider I'unité du corps de Christ au Tchad contribue a la réconciliation des sociétés pronée par la culture de la paix, de la transformation des
églises et des communautés pour le changement de comportement, de mentalité et d'esprit des différentes communautés vivantes dans une méme société et pour leur développement
durable, inclusif. Il sera mis en ceuvre sur toute la zone méridionale du pays et couvrira sept (7) Provinces qui sont : la Tandjilé, le les deux (2) Mayo-Kebbi, le Moyen Chari, les deux (2)
Logonnes et le Chari Baguirmi. Les principaux bénéficiaires de ce projet sont les communautés regroupant (les hommes, les femmes, les jeunes, les personnes vivantes avec handicap
et personnes vivantes avec VIH, les Autorités traditionnelles et administratives, les leaders religieux de différentes confessions, etc.

3. The example above is for the context subsection of the ‘strengths, needs, targeting and inclusion’
section, however all the sections can be completed in the same way. Use the Global Development
template guidelines for an explanation of the type of information that is required.
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4. Add information about the project to the narrative field in each subsection. The text can be edited
and tables, images or video links can be inserted.

5. A word count can be seen at the bottom of each subsection. This is for guidance only and, if the
word count is exceeded, the word count number will become red.

4.4 Collaboration

0

This symbol can be seen next to the title of each section in Track. It facilitates collaboration by
allowing comments to be sent between partner staff who are working within a document. It can also
be used for collaboration between Tearfund and partner staff.

4.4.1 Sending a collaboration message

fe=

1. Click into the collaboration symbol to open a new message screen.

Select a user 2 — -
A 4
Lorien Finch (EEEED
Abdou Magawata  Tearfund 3
Abdoul Azize Sarki (Projects Officer - Niger (2012) (Historic))  Tearfund

Abdul Mansaray  Tearfund

Abi Riggs (Programme Support Assistant 2 (2012) (Historic)) | Tearfund

2. Click on the drop menu to view a list of recipients who are identified as either Tearfund or partner
staff.

3. Select your recipient from the dropdown list.
4. Alternatively, start typing a name into the box and select the correct recipient.
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/— Collaboration \

Sending to Tearfund staff: you can send a collaboration message to anyone
listed as an editor on that project (in most cases that includes everyone in the
respective country team or implementing team).

Sending to partner staff: you can send a collaboration message to other
\members of staff within your organisation, _/

5. Type the collaboration message into the box at the bottom of the page.

6. Click send and the message will be saved in a yellow conversation box (see image below). An email
will also be sent to the person’s inbox.

Plaase could you add mone information ham

Once the message is sent, close the box and notice that the collaboration symbol has changed to a:

&

This is called an “unresolved collaboration”.

4.4.2 Receiving a collaboration message

Once a user sends a collaboration message from within Track, an email is sent to the person’s inbox.
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1 ::>Partner Portal - New Collaboration Message inbox x

affinis-no-reply@tearfund.org
to me

2 Project: Translated Training Manual Project (Design)
Area: Narratives

4 |:> Click here to view the new collaboration message posted by

Please could you add more information here <:| 3

1. The email will be entitled ‘partner portal - new collaboration message’
2. The project title is shown, as is the section (area) in which the collaboration message is written
3. The collaboration message is displayed

4. Click on the link to be taken to the collaboration message within Track (if the user is not logged in
they will first be taken to the Track login page)

Tags / Strategy Links / Marrative / Budget / Reach / Logic / Review Logic / M&E T

Context B

5. Click on the collaboration message to view/action the collaboration message.

uld you add mone infarmation hans

6. Click on the drop menu on the left hand side above the collaboration message to view the possible

actions.
Select reply to continue the collaboration conversation if necessary
e Select edit to edit the original collaboration message
e Select delete to remove the collaboration message from Track
e Select resolve if the action has been completed
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4.4.3 Resolving collaborations

Anyone who is an editor or approver on a project can resolve a
collaboration in Track.

A proposal cannot be moved to approved status whilst it has unresolved collaborations. If an attempt
is made to do so, the following error message will appear:

Warning

There's a collaboration message to be resolved.

Cancel OK

If there are unresolved collaborations, a tab entitled collaboration log will appear in the left hand
navigation bar under projects.

Collaboration Log

TEARFUND

Filter by Unresolved v
Home i g Area

<j ‘. g Narratives
Collaboration Log

Unresolved Actions

Admin

1. Click on collaboration log to open a new window showing a file directory of collaboration message
locations.
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[Collaboration Log

Filter by Unresclved :

4. gm Area
i G Na.r—an-.ras<:| 2
Please could you add more information hene
Lorien Frank - Tue, 7 Aug 18 10:53 Q v
4

3

2. Click on the folder icon to open and view the collaboration message.

3. Click on the search icon to be taken to the relevant area in Track.

4. Click on the tick icon to resolve the collaboration.

affinissandpit.tearfund.org says

Are you sure?

Resolving will remove the entire conversat

5. A warning message will appear asking if the user is sure they want to resolve the collaboration.
Click OK and the collaboration message will be removed from the collaboration log. The
collaboration symbol will return to a (0).

4.5 Budget

Tags / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

This section is intended to show the overall financial situation for the project. The details will be
given in the separate financial template which can be attached.

Budget version date

10/02/2022 ﬁ- dd/mmiyyyy =
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1. Enter the date of the most recent budget that you will attach.

Financial Summary @ :

Supporting Partner Year 1
Tearfund o ' 0.00 -l —
Total: £0.00

2.Please select the right currency from the drop down before you proceed
Financial Summary &

Todal Budget Amant @ Budgel version date
E 15 00000, O OTRS2026 1 -
Exchange raes
Supporting Pariner Wear 1
Tearfund = 15,000, O
Tatal: £15,000.00

3. Based on the project start/end dates, a user might see multiple years on this screen.

+ Add a new supporier -l —

3. Add additional supporters if necessary to provide a complete overview of the funds you are
applying for from different funding partners; this helps everyone to be clear about what percentage

they are contributing.

A list of funding partners is available from the drop menu but you can also type your own and select

it to add it to the project.

Financial Summary spreadsheet @

E Please click upload to add this document s - |pload

4. Select upload to add a detailed project budget (in local currency)
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Upload File *

Please select a file| Choose file | No file chosen

Py

pload

5. A pop up box will appear in which you can choose a file from your computer. Click upload once the
file has been selected.

(NB. Once a financial document is uploaded there will be a date and time stamp to show when it was
uploaded to Track).

6. Check the share settings for the document you have uploaded.

Toilet Twinning

o) | Please tick here if you are happy for Toilet Twinning to be in touch about gathering photos of latrines. Toilet Twinning will pay a fee of £10 for every usable portrait photo
that it receives of a toilet (without people in it)

7. Select the checkbox if you are happy for the toilet twinning team to be in touch about gathering
photos.

Save and Continue <:|

8. When the budget screen is complete, click on save and continue to move to the next screen

4.6 Reach

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which
provides more information on ‘How to enter reach data’.

Tags / Marrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar Summary / Status

In this section users will learn how to enter reach data into Track.
What do we mean by Reach?
Reach is anyone or anything that is affected by an intervention, ie. beneficiaries, churches etc..

Why does Tearfund need reach data and how is the data used?
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We need to count the number of people reached because:
a) Reach data is an important part of monitoring progress

b) Reach is reported to donors and supporters (for example through donor reporting and our
annual report and impact and learning report)

Reach tells us about the breadth of our work and helps us know if we are meeting targets. It also
informs future decision-making such as what we can scale up.

Reach data, along with depth data (research, evaluations and impact studies) enables us to make
evaluative judgements about efficiency, impact and effectiveness.

Of course, reach on its own is not the full picture. We also need to know what has changed for the
people, groups and organisations, etc. we have reached and how sustainable the changes are.
How do we enter reach data into Track?

Reach data is entered into Track in line with the groups and subgroups which were selected in the
‘target’ section of the tags tab. It is important to remember the link between reach and targets, both
at this stage and throughout the design of the project logic.

There are 2 groups of targets to choose from in the tags page.
e Corporate priority target

e Global reach target

Each of these group target types has a number of sub-groups within it.

If you find that your reach data tab is empty, go back and ensure you have
selected target types from the ‘sub-group’.

The following sections will explain how to enter reach data into each of the target groups.

Instructions

4.6.1 Project participants / Beneficiaries

Beneficiaries @ 20.00% Beneficiarias

If Project participants / Beneficiaries was selected in the target section of the tags tab, reach data
will be entered as follows:

(Note: In the donor template there are a number of additional ‘beneficiary’ subgroup types from
which to choose, such as IDP etc.. The process for completing the reach tab for those subgroups is
the same as the process indicated here for ‘beneficiaries’).
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1. Add the number of direct and indirect Project participants / Beneficiaries

2. Add narrative to the notes if required

/\I:hl'hat is a direct beneficiary? \

A person, group or organisation that has been directly involved in a
programme,/project and has received a direct service through the
programme;/project,

What is an indirect beneficiary?

someone who benefits from an intervention, but is not the direct target
of project activities. An indirect (or secondary) beneficiary can receive
that benefit through the direct beneficiary or be reached in more remate

Q.ravs by the project.

We do not want to mix beneficiaries with whom we’ve had a direct interaction — like through a
workshop or distribution— with people whose interaction with us has been more remote — like
through a street theatre performance or publication or radio broadcast.

Example 1:

A project trains 500 women on business management skills, The average household size in the project
location is 4. In this example the number of direct beneficiaries is 500 and the number of indirect
beneficiaries is 1500. The indirect beneficiaries have received the benefit through the direct beneficiary.
The indirect beneficiary figure was obtained by multiplying the number of households = 500 x the average
HH size (4) minus the direct beneficiary = 3. 500 x 3 = 1500.

Example 2:

A project wants to increase access to credit for 200 women and does this by providing loans. The average
household size in the project area is 5. The project also involves a regular slot on a radio show to discuss
expanding access o finance. The radio show is listened to by 5,000 people. In this example the number
of direct beneficiaries is 200. These 200 women received a direct service from the project. The 5000
listeners to the radio show did not receive a direct service but were reached remotely by the project so can
be counted as indirect beneficiarizs. The total number of indirect beneficiaries for this project is 5800. 800
people were reached indirectly through the 200 women (200 HHs x 4) plus the 5000 people who were
remotely reached by the project.

Why do we need to count indirect beneficiaries?

Counting indirect beneficiaries helps to understand Tearfund’s multiplier effect in the communities
we serve. A multiplier effect is a calculation of the extension of the project or activity beyond the
direct beneficiaries. For example, if you develop the capacity of peer trainers, and each peer trainer
recruits and trains other peer trainers, then the effect of your original training is multiplied. Counting
these indirect beneficiaries — people trained by your peer trainers — is important, because it shows
that the results of your activities are extending beyond your original activity.

For advocacy activities, counting your beneficiaries will be different than for other kinds of projects.
Your objective will be to change a policy or funding level by a specific decision maker.
There is some helpful guidance here:

o-square-the-circle) for thmkmg about indirect beneficiaries in advocacy projects.
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/Beneficiaw disaggregation \

There are four settings for beneficiary disaggregation in Track
1)  Three age groups
2)  Three age groups, disability considered
3) Six age groups
'-.\ 4)  Six age groups, disability considered /

Beneficiary disaggregation @
Beneficiary setting 5
Three age groups, Disability considerad 4 A -_ 3
Direct /\Indimct %

Female Under 18 years old - Not disabled 0 0 0%

Female Under 18 years old - Disabled 0 0 0%

Male Under 18 years old - Not disabled 0 0 0%

Male Under 18 years old - Disabled 0 0 0%

Female 18 to 59 years old - Not disabled 0 0 0%

3. Select the relevant setting for beneficiary disaggregation

4. Enter the number of direct and indirect beneficiaries the project aims to reach

Warning!
In arder for the entered data to be saved, the user must click outside of the
data box.

5. The % column will automatically update

Total 500 2000

6. The total column will automatically update. Please check the total column is correct before moving
on!
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The total number of beneficiaries in the disaggregated table MUST match the
total number of beneficiaries entered in step 1 otherwise it will not be possible
to change screen.

Beneficiaries by location @
Location Direct Indirect
Niamey 0 -d—— 0 <—
Total 0 0

7. Add the number of direct and indirect beneficiaries that will be reached in each project location

The total number of beneficiaries added by location MUST match the total
number of beneficiaries entered in step 1 otherwise it will not be possible to
change screen.

Beneficiaries by theme @
Theme Direct Indirect
Food _ 0 0 - —
security
Health 0 0 :

8. (Optional) Add the number of beneficiaries that will be reached under each theme

Direct project participants o L |

Indirect project participants o .

9. At the bottom of each reach tab, are two sections into which users can explain how the number of
direct and indirect project participants have been counted including any assumptions made.

L—
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10. Click on next to enter reach data in the next tab.

4.6.2 All other types of targets

Target © o] v
Enter text to search for dimensions

In order to measure the corporate priority reach, certain targets have been automatically selected based on the corporate priorities you have ticked. However, if any of those reach categories are not
relevant to your project, you can untick them.

100.00% CCT facilitators CCT trainers Churches engaging in advocacy
Churches responding to disasters Green jobs Peacebuilding Champions
Savings groups TM /J2H Gender Champions
Global Reach Denominations and networks Local churches Movement building allies
Targets
o Policy and practice changes Project participants / Beneficiaries Theological training organisations
Other...

If any other type of target was selected in the target section of the tags tab, reach data will be
entered as follows.

(The same information is displayed on each tab)

How many facilitators? How many Peacebuilding Champions? How many Churches engaging in advocacy?

Year Target
1 (2026 - 2027) 45 »
Total: 45

Next

1. Select the relevant tab
2. Add the number of targets that the project will reach
3. Add narrative to the notes if required

4. Click on next to add data to the next Reach tab
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Direct project participants «| 8

Indirect project participants ¢ |

5. At the bottom of each reach tab, are two sections into which users can explain how the number of
direct and indirect project participants have been counted including any assumptions made.

B0—

6. Click on next to enter reach data in the next tab.

Continue . s—

7. Once project participants have been added to all the Reach tabs, click on continue to move to the
next Track tab

4.7 Logic

[

N
Tags ' Narrative /| Budget /| Reach ' Logic /' Reach mapping = MA&E Tracking = Calendar / Summary / Status

Project logic terminology

The following table provides some definitions of terms which can be found in the logic section of
Track.
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Impact:

i) Higher level long term changes beyond the scope of any one specific project/programme,

i} Positive and negative long-term effects produced directly or indirectly be a development
intervention. The effects can be intended or unintended.

Outcome:

The overall change the project/programme is expected to achieve. It is measurable and time limited,
although it may take a while to determine its full effect. The outcome should be largely within the
control of the project/programme. The change should be directly related to the outputs of the
programme/project/intervention.

Output:
The specific, direct deliverables of the project which are relevant to the achievement of the outcome.

Activities:
An action or process designed to turn resources into products or services delivered to target
heneficiaries.

Indicator:
A variable we can observe, measure or validate in some way to tell us about progress made towards
an intended result or other aspect of performance, or if the result or performance has been achieved.

Qualitative indicator:
Measures the how or why and can take the form of observations, interviews and focus groups, stories, films etc..

Quantitative indicator:
Mumerically measures how many, how much or how often and is expressed as a number or as a percentage

Risks and assumptions:
External events, conditions or decisions outside the control of the project which must be taken into
consideration as they will influence the ability to achieve the desired results.

Means of verification (MOV):
The data sources, approaches and methods that will be used to collect data against the set indicators at the
output, outcome and impact level.

Baseline:
The point of reference prior to an intervention against which progress can later be measured and compared,

Milestone:
A point part way through a project, programme or strategy where you can assess progress.

In this section users will learn how to create the project logic for their project. This section of Track
has been built on the principles of the logical framework, however some information will be
presented differently to how a user may be used to seeing it in a paper document.

For help on how to create a project logic either contact your Track administrator or your country
office link person. Alternatively refer to Tearfund’s online resources which can be found here:
(https://sites.google.com/a/tearfundfriends.net/evidence-effectiveness/home/evaluation-resources)

or in Section 2.4 of Tearfund’s Project Cycle Management guide - Roots 5
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Indicators

Tearfund’s thematic advisers have created a menu of standard indicators in order to help with the
quality and consistency of project design. The indicators are selectable on the Logic page in Track and
are filtered for each project depending on the thematic area or approach that has been selected in
the tags tab.

Guidance for each indicator can be found when selecting it in the logic tab. Users are invited to ‘view
in indikit’ by following a link to Tearfund's Indikit website (www.tearfund.indikit.net) which provides
information about how to use and collect data for the indicator.

Indicators which count a percentage (%) are only available at impact and outcome level.

ﬁrrccntagc indicators cannot contribute to a project’s reach. \

If only percentage indicators have been chosen in the logic tab, it will not be
possible for Track to perform its cross check in the review logic tab where the
indicator milestones are compared with the project reach.

In this case, Track will raise the following warning message:
“The project’s reach target is not achievable based on the indicator milestones.
Please review the indicator milestones or reach target”.

In order to count beneficiaries, users will need to choose an indicator that also
Qunts beneficiaries. /

Tearfund recognises that users may not always be able to find an appropriate indicator in the
database therefore Track offers the option to create a custom indicator. More information about this
is provided in Section 4.7.4 ‘Custom Indicators’.

Over time Tearfund will be analysing the data and reviewing which indicators are being used and
continuing to refine the database.

The following diagram is provided to help users start to think about which indicators they would like
to choose for the Project Logic.

Figure 8: Which indicator?

Strategy indicators: enable a user to link a project’s indicators to its

country / team strategy indicators
Strategy Indicators
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Thematic indicator: enables a user to select indicators according to a
certain theme eg. WASH, Food security etc.

Theme
Custom indicator: for when thematic / approach indicators do not fit.
e First ask why you can’t find an indicator?
e Does your project fit with the corporate/country/team
Custom indicator: strategy?

Custom indicators can be tagged against a theme for the thematic
advisors to assess whether new indicators need to be added to the
database.

Indicator count types
When selecting indicators, it is important to think about who/what is being counted.

For each target group selected in the tags tab, there needs to be one indicator with the correct count
type that matches it in the logic tab in order for the target to be reached.

For example, if you have selected beneficiaries as your target group and one of your indicators is the
number of people that have been trained. In order to update how many beneficiaries have been
reached you must ensure that beneficiaries is the indicator count type.

e Target: beneficiaries

e Indicator: number of people trained

e Indicator count type: beneficiaries

Care must be taken not to choose an indicator with a count type that is different to the target type,
else it will not be possible to accurately update reach, eg.

e Target: beneficiaries

e Indicator: number of target households provided with ....

e Indicator count type: beneficiaries
In the above example, your reach figures would not be updated as the count type is different to the
target that you selected at the tagging stage.

Custom count types

There may be times when you need to count additional items that are different to the tags that you
selected. If this is the case you can manually create a ‘custom count type’. For more information
about this please see Section 4.7.4 ‘Custom indicators’.
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Tearfund recommendations
When constructing the project logic, the following rules apply:
e 1impact statement and 1 impact indicator
® Max 3 outcome statements with 1 indicator each
® Max 6 -10 output statements (with 6 being best practice and more than 6 needing to be

guestioned) with max 3 output indicators each

The following diagram shows how to structure a project logic:

Figure 9: Tearfund recommendations for creating project logic

W ] o
— Statermant ] with 1% | Indicator |
[mm ] Max. 3 x  Statement with 1 x [indicator |
L - . L |
Statement ‘ with 1% | Indicator
| statement | with 3% | Indicator || indicator || Indicator
| Statemant | with 3% [ Indicator || indicator || Indicator
Max, 6 x N .

h mtpUt ‘ Siaternent | with 3 x | Indicator Indicator | Indicator
| Statemant ‘ with 3 x [ Indicator || Indicator || Indicator
| Statement with 3 x | Indicator || Indicator || Indicator
' Statement | with 3% [ indicator || indicator || indicator

Instructions

4.7.1 Add an impact row

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which
provides more information on the ‘Impact row’.
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Edit statement

Statement

el Save  Cancel

1. Type the impact statement in the box and click on save

Impact@® (0] o

Statement Indicator title @ I:> + Means of verification

2. Click on the >’ symbol to add an indicator from the Indicator Picker Panael to your right hand side

T

Iglic alon e

mpact @

[rrr——— LETEETOTRT Y ¥] [T \

Profansar [ @ Coeps de "
CRrisi au Tehad A ravees in [ ELER T g o o
o

Irnascn lnkbyeale o e PAEC e

Indicators will be made available in the logic section according to the approaches /[
themes that were selected in the tags tab.

Strategy indicators will be available if the Tearfund project initiator has linked to a
strategy’s objectives in the strategy links tab.

3. Click on theme to open the thematic indicator database
(In this example, we will use a thematic indicator. However the process is the same when choosing

strategic or approach indicators).
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mimpact @ v Indicaiors
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By theme »

4. Indicators are listed by theme. Click on the required theme to select from a drop list of indicator
choices.

Indicators

Search
Impact Indicators
< Back
Themes on project

Mobilising the church for integral

3 >

mission

All themes
Peacebuilding bd
Livelihoods and agriculture >
Disaster response bd
Water, sanitation and hygiene >
(WASH)
Disaster Preparedness, Anticipation
and Resilience
Gender-based violence (GBV) and >

psychosocial support (PSS)
Environment and Climate Change bd

Organisational development >

(If the theme that you require is not listed, return to Section 4.2.5 “What is the theme?’ on the tags
page and select it).

Indicators

7

&

Search

Mohbilizing the church for integral
mission Indicators

£ Back

Dirag an mdicator onto the logframe
Murmber of people living in poveny
whose Ives have been sgnificantly
and halistcally transiarmed throuwgh
CCT

% of people prodessang a Faith who
experience a sense of iNNer peace

5. Type a keyword in the filter field to filter the indicators, if there are too many in the list.
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6. Drag and drop the indicator under the indicator title

AlliniswWeb F SARIAT PO TSR] Q [}
impact @
Statercerm
Pram e Ml by s
- Chrsd i Tebwmd i e
lmnnn imigraie o1 s PVEC ic wrwTwml M &
. AT
ire i
L P T
- e
are] Foisacaily rarskoerasd Frough
—
) Duicome | @ .

7. Click on view in indikit to be taken to the Indikit website for an
indicator or select ‘use indicator’.

ISR TR DT B TR
e e gy

{ mame

Dreg e roicETy SRz 5w EoE

B e
et by T D sl bl

ad famde ks Fardorrsrd Froag

explanation of how to use the

(Please note this is a % indicator. An example of adding a ‘number of’ indicator is provided in Section

4.7.2 ‘Add an outcome row’ below).

New Impact Indicator

Details Parent Baseline Indicator milestones

Template: Number of people living in poverty whose lives have been significantly and
holistically transformed through CCT

Level: Impact

Type: Quantitative Count type: Beneficiaries

Name

Number of people living in poverty whose lives have been significantly and holistically transformed through CCT

Description

Means of verification

Open in indikit [

8. Add a description of the indicator.

(This description will appear as text when a user hovers over the indicator in the M&E plan and in the
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indicator section on the M&E tracking tab).

9. Means of verification: Add the data source or methods that will be used to collect data against this
indicator.
This could include, but is not restricted to:

e Household surveys

e Key documents

e Official statistics

e Attendance lists

9. Click on next

New Impact Indicator
Indicators Datails Baselne Indicator milestones

Indicator title: 9% of households that increased their income as a result of the provided

assstance
Type: Quantitative
Counted as percent?: Yes

Baseline date Baseline value &

d/mmiyyyy <::l 10 <: 11

At what percentage below the target
should the status turn red?

15 %<::|12

13|:::g

10. Add the date on which the baseline survey was completed

11. Add the baseline value for this indicator

12. Select the percentage below target at which the indicator status will be marked as red.
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When an indicator is created with a baseline and milestone target dates, Track
applies a RAG status toit.

RAG =R (red), A (amber), G (green)

The RAG status tells the user whether or not a project is on target. Track calculates
this by comparing an activity update (date and wvalue) with the indicator
milestones (date and value).
®  Green=on or above target
. = B5% - 09% of target
. Red = <85% of target
. In step 12, the guestion “At what percentage below the target should the
status turn red?” is asking the user to define at which point (% below
target) they would like the indicator status to change from Amber to Red
as a warning. Track has set this as a default value of 15% below target, but
the user is free to amend this as required.

13. Click on next

- x
New Impact Indicator

Indicators Details Baseline Indicator milestones
Indicator title: % of households that increased their income as a result of the provided assistance
Type: Quantitative
Counted as percent?: Yes

Baseline date Baseline value

07/02/2022 0
Date = Milestone Value @ Change in value

+ New target milestone
Save

14. Click on new target milestone to add milestones.

(Please note: You must have at least one milestone target for each indicator, so it is possible to see
what should be achieved by the end of the project. If you try and proceed without any milestone
targets, Track will show the message 'indicators must have at least one dated milestone target').
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New Impact Indicator

Indicators Details Baseline Indicator milestones

Indicator title: % of households that increased their income as a result of the provided assistance
Type: Quantitative

Counted as percent?: Yes

Baseline date Baseline value
07/02/2022 0
Date ¥ Milestone Value @ Change in value

dd/mm/yyyy 4— 4 e L]

—

15. Either add the date and milestone value (the ‘change in value’ will automatically update and will
incorporate the baseline figure).
16. Or add the date and change in value (the ‘milestone value’ will automatically update).

17. Add as many milestones as required. This is especially important for multi-year projects.
(The milestone values will not be seen in this page but will be displayed later in the M&E tracking tab
if you click the graph. Reports will include any milestones within the reporting period.)

o Milestone values in Track do not accumulate.

Regardless of how many target milestones are set during the project, the final
milestone for the end of the project MUST be either 100% or the total number
to be reached,
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Example of milestones for use with a ‘number of’ indicator in 3 project

aiming to reach 500 beneficiaries:
| Indicator titke: number of pecple directly supported through food security programming |
Burseiores cafe Bassline value
o2 &
Dats I sisstons vaius @ Changs in valua
ﬂ 12 150
ML B ¥ 150
B8 3 100
(-] 100

Example of milestones for use with a “%”" indicator in a project aiming to

reach 50 households:
Indicator title: 3% of households reporting an increase in their agricultural pfnduminr*i
Baseuns tate Basslne walie
=
Date ¥ Miestons Value © Change in valus
-
¢ -
=]

18. Click on save to return to the project logic tab and view the completed ‘impact statement’ row of
the project logic.

4.7.2 Add an outcome row

Go to https://learn.tearfund.org/en/misc/partner _area/ to watch a tutorial video which
provides more information on the ‘Outcome row’.

+ New Outcome @ <:’

1. In order to complete the outcome row of the project logic, click on new outcome
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New Outcome

Statement

3

Risks and assumptions

(=

|:>Sa‘ua Cancel

2. Type the outcome statement in the box
3. Add the risks and assumptions related to the outcome

4. Click on save

Outcome 1@ (0] o ]
Statement Indicator title @ + Means of verification Risks and assumptions ©
Farmers have increased their Farmers are able to use new
agricultural production seeds and knowledge from
training sessions

5. Click on the 4+’ symbol to add an indicator then follow all the same instructions as for the impact
statement section above. (Remember to take into consideration whether the indicator is a ‘%’ or a
‘number of’ indicator when adding your milestones).

6. Additional outcome statements can be added if required by clicking on the ‘+ new outcome’
button

4.7.3 Add an output row

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which

provides more information on the ‘Output row’.
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a
Outcome 1@ (0] o m v
Statement Indicator title @ + Means of verification Risks and assumptions @
Farmers have increased their % of farmers reporting an Household Survey Farmers are able to use new
agricultural production increase in their agricultural seeds and knowledge from

production as a result of the training sessions
provided assistance

+ New Output @ <::|

1. In order to add an output statement(s) and indicator(s), click on new output and follow the same
instructions as for the Impact and outcome statement sections above.

(Remember to take into consideration whether the indicator is a ‘%’ or a ‘number of’ indicator when
adding your milestones).

2. Additional output statements can be added if required by clicking on the ‘+ new output’ button

4.7.4 Custom indicators

Tearfund recognises that users may not always be able to find an appropriate indicator in the
database therefore Track offers the option to create a custom Indicator. This should be considered as
a last resort however with users first asking themselves the following questions:

e Why can’t | find a thematic indicator?

e Does my project fit into a strategy?

e Oristhere an indicator missing?

If the user is certain that a custom indicator needs to be created they should inform their DME
officer and discuss its suitability. DME officers will feed the custom indicators back to the Track
support team and, if over time they are being used repeatedly, they may be added to the indicator
database.

If you are creating custom indicator, work with your DME officer/advisor to make sure that it is:
Clear: indicators should be precise

Relevant: appropriate to the changes and evaluation

Economic: can be obtained at a reasonable cost

Adequate: the ability to provide sufficient information

Monitorable: easily monitored, and amenable to independent validation.

Instructions
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Indicators

[ custom ]

Mobilising the church for integral
mission Indicators

€ Back

Drag an indicator onto the logframe

Nothing to display

Add "custom" as a custom indicator

1. Type on the ‘Serach as Custom’ you will see an custom Indciator option to add an indicator

2. Click on the theme, approach or strategy icon to open the relevant indicator database, then select
the relevant theme or approach.

3. Drag and drop the custom indicator to ‘create custom indicator’.
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New Impact Indicator

I alors Cwtmlts Hamedre rueCACr il eEtones
Indicator ttle
e

Type Duamitative ¥ Qualinative O S 5

D criptsmn

e §

Maans of verificatson

p— T

4. Enter the title of the custom indicator.

5. Select whether the indicator will be measured using quantitative or qualitative data

6. Add a description of the indicator
7. Add the means of verification

8. Select the theme to which the indicator should belong

Count type

Select a count type - -

Local churches
Activists
Beneficiaries
Parcantage

Custom

Count type Custom count type

Custom - » _
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9. Click on the count type drop menu and select either a standard count type or manually add a
custom count type.

/C-usmm indicators require the manual input of a count type.
A& set of standard count types relating to the targets chosen in the tags page are
available in a drop menu. If, for example, beneficiaries and households were selected
as target types, then beneficiaries and households would appear in the count type
drop menu,

‘Custom count types| ie, count types that do not relate to the targets chosen in the
\\tags page (eg. wells), can be added manually. /

If a custom indicator has been entered that relates to ‘beneficiaries’ and it is
counted as a percentage (%), then the user must also select percentage (%) as the
‘count type’, This cannot contribute to the beneficiaries reached,

=

10. Click on next when the indicator is complete

New Outcome Indicator

Indicators Datails Baseline Indicator milestones

Custom indicator

Type: Quantitative

Counted as percent?: No

Baseline date Baseline value @
dd/mm/ YYYY _ 11 D 0 .— 1 2
At what percentage below the target should the status
turn red?
s o ~C— 13

14 —rm

11. Add the date on which the baseline survey was completed
12. Add the baseline value for this indicator
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13. Select the percentage below target at which the indicator status will be marked as red.

When an indicator is created with a baseline and milestone target dates, Track
applies a RAG status to it.

RAG =R (red), A (amber), G (green)

The RAG status tells the user whether or not a project is on target. Track calculates
this by comparing an activity update (date and wvalue) with the indicator
milestones (date and value).
&  Green = on or above target
. = B5% - 99% of target
¢  Red = <85% of target
. In step 13, the instruction ‘select the percentage below target at which
the indicator status will be marked as red’ is asking the user to define at
which point (% below target) they would like the indicator status to
change from Amber to Red as a warning. Track has set this as a default
value of 15% below target, but the user is free to amend this as required.

14. Click on next

Indicators Details Baseline Indicator milestones

Indicator title: % of households that increased their income as a result of the provided assistance
Type: Quantitative

Counted as percent?: Yes

Baseline date Baseline value
07/0272022 0
Date = Milestone Value @ Change in value

15. Click on new target milestone to add milestones
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Indicators Details Baseline Indicator milestones

Indicator title: % of households that increased their income as a result of the provided assistance
Type: Quantitative

Counted as percent?: Yes

Baseline date Baseline value
07/02/2022 0
Date ¥ Milestone Value @ Change in value

dd/mm/yyyy 4— ) e e [

—

16. Either add the date and milestone value (the ‘change in value’ will automatically update and will
incorporate the baseline figure).

17. Or add the date and change in value (the ‘milestone value’ will automatically update).
18. Add as many milestones as required. This is especially important for multi-year projects.

(The milestone values will not be seen in this page but will be displayed later in the M&E tracking tab
if you click the graph. Reports will include any milestones within the reporting period.)

i n in n |

Regardless of how many target milestones are set during the project, the final
milestone for the end of the project MUST be either 100% or the total number
to be reached.
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o Example of milestones for use with a ‘number of’ indicator in 3 project

aiming to reach 500 beneficiaries:
| Indicator titke: number of pecple directly supported through food security programming |
Burseiores cafe Bassline value
o2 &
Dats I sisstons vaius @ Changs in valua
= £ 150
. B 150
B8 3 106
(-] 106

o Example of milestones for use with a “%”" indicator in a project aiming to

reach 50 households:
|Indh:|1nr title: 3% of houssholds reporting an increase in their agricultural [JfUUu':.ﬂIU"i
Basel me dale Basslone wiilis
Date ir Milssinne Yaiue § Changs in valus
-
B
B

19. Click on save to return to the project logic tab and view the completed row of the project logic.

4.7.5 Downward trend indicators

Downward trend indicators are phrased in such a way that the expected result is a decrease in value.
So for example, if the indicator is measuring the ‘number of deaths per year due to malaria’, we
would hope that by the end of the intervention the number of deaths per year would have

decreased.

The following table lists the downward trend indicators that are currently in the Track database. They
are a mix of impact and outcome indicators.
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Figure 10: The downward trend indicators in the Track database

Development

Theme Level ID Indicator

WASH Impact w3.1 % of target group members who in the past two weeks had at
least 3 loose or liquid stools in one day

WASH Impact W3.2 Average number of school days lost due to children having
diarrhoeal diseases in the past 30 days

WASH Impact W3.3 Number of days in the past 6 months when the water supply
system was not operating

Health Outcome H2.7 % of people aged 15 - 49 who experienced sexual violence in
the past 12 months

Health Impact H3.1 The number of neonatal deaths per 1,000 live births

Health Impact H3.2 Deaths due to malaria per 100,000 population

Environment Outcome EN2.4 Number of hectares of agriculture land in the project target
area affected by severe surface erosion

Protection Outcome P1.7 Number of target group members who think it is acceptable
for a husband to physically discipline a wife

Protection Outcome P2.6 % of women aged 15 - 49 who experienced severe physical
violence in the past 12 months

Protection Outcome P2.7 % of women aged 15 - 49 who experienced sexual violence in
the past 12 months

Conflict & Outcome CP2.3 % of people in the project area who agree that access to

Peacebuilding services varies with their ethnic, racial or cultural background

Conflict & Impact CP3.2 % of people in project area who have suffered from physical

Peacebuilding violence over the last 4 months perpetrated by someone
outside of the household

Conflict & Impact CP3.3 % of people that have experienced prejudice in the last 4

Peacebuilding months due to their faith, race or ethnic group

Organisational Outcome 0D2.5 Average value of the Staff Turnover Rate among Tearfund

supported organisations

Instructions

The following indicator will be used as an example:

Theme

Level

Indicator
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Health Impact H3.1 The number of neonatal deaths per 1,000 live births

To add a downward trend indicator, a user must choose the indicator from the Track database in the
usual way.

For a reminder of how to create an impact row and choose an impact indicator please see user guide
Section 4.7.1 Add an Impact Row (steps 1-9).

Starting from Step 10 of Section 4.7.1, please follow these revised instructions:

New Impact Indicator

Indicators Detalls Basaline Indicator milestones

Indicator tithe: the number of necnatal deaths per 1,000 live births
Type: Quantitative

Counted as percent?: No

Baseline date Baseline value @

01/01/2018 <:| 500

At what percentage below the target
should the status turn red?

15 b

1. Add the baseline date and value. Track uses the difference between the baseline and the final
milestone to determine whether or not it is a negative trend indicator.
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When an indicator is created with a baseline and milestone target dates,
Track applies a RAG status to it.

RAG = R (red), A (amber), G (green)

The RAG status tells the user whether or not a project is on target. Track
calculates this by comparing an activity update [date and value) with the
indicator milestones (date and value).

In this example we will say that when the baseline was measured, there were
500 neonatal deaths per 1000 live births.

If the final milestone is 200 neonatal deaths per 1000 live births, Track
recognises that the project is aiming to decrease the number of deaths over
the implementation period.

Track will automatically allocate a green (RAG) to a value of 150, an
(RAG) to a value of 220 and a red (RAG) to a value of 400.

2. Track automatically sets the red RAG status as a default value of 15% below target but the user is
free to amend this as required.

3. Click on next

New Impact Indicator

Indicators Details Baseline Indicator milestones

Indicator title: the number of necnatal deaths per 1,000 live births
Type: Quantitative
Counted as percent?: No

Baseline date Baseline value
2019-01-01 500
Date Value

4. Click on new target milestone
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New Impact Indicator

Indicators Details Baseline Indicator milestones

Indicator title: the number of neonatal deaths per 1,000 live births
Type: Quantitative
Counted as percent?: No

Baseline date Baseline value
2019-01-01 500
Date Value
31/12/2019 <: 100 <: ]
+ New target milestone
Save

5. Add the milestone date and value

In this example we will say that by the end of the project,
the number of neonatal deaths will have decreased to 100
per 1000 live births.

soe (]

6. Click on save to complete the indicator

In this example we have added a downward trend impact indicator.
Uszers should follow the same steps to add a downward trend outcome indicator.

Remember that the milestone value should be lower than the baseline value to show a decrease as a result of
the intervention!
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4.7.6 Edit a cell in project logic

-
Outcome 1@ (0] o m v
Statement Indicator title @ + Means of verification Risks and assumptions @
Farmers have increased thei & % of farmers reporting an Household Survey Farmers are able 1o use new
agricultural production increase in their agricultural seeds and knowledge from
production as a result of the training sessions
provided assistance

1. It is possible to edit any cell in the project logic by hovering over it and clicking on the edit icon.
This opens the cell and the user can make the required amendments.

4.7.7 Delete a cell / row in project logic

The Track project logic is constructed in such a way that there is a hierarchy of
information and a resulting order in which things can be deleted.

It is not possible to delete any item which has information dependant on it, eg. it is not
possible to delete an outcome row if there are outputs assoclated with it Similarly, it is
not possible to delete an output if there are activities attached to it.

The user should start with the lowest staterment entered into the project logic. In the case
of an impact / outcome row, first the indicator should be deleted, then the entire
statement row can be deleted. In the case of an output row, first the activities should be
deleted, then the Indicator and finally the statement row.

The user should continue moving up the statement levels, each time deleting the
indicator first, then the entire statement row.

This section explains the order in which the user would delete information from the project logic
section.

Outcome 1@ (o) o 2 |::>ﬁ v

Statement Indicator title © + Means of verification Risks and assumptions ©
Farmers have increased their % of farmers reporting & i<:| 1 isehold Survey Farmers are able to use new
agricultural production increase in their agricultural seeds and knowledge from

production as a result of the training sessions

provided assistance

1. Hover over the outcome indicator cell and click on the waste bin icon to delete the outcome
indicator

2. Click on the waste bin icon to delete the entire outcome statement row
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Impact® (o] o

Statement Indicator title @ -+ Means of verification
Farmers in Gbarpolu County % of beneficiaries that it & i<:| 3 sehold Survey
have improved food security their food security as a result of

the provided assistance

3. Hover over the impact indicator cell and click on the waste bin icon to delete the impact indicator
(It is not possible to delete the impact statement once it has been entered but it can be edited).

O D

If the user has gone so far as to add activities to output statements, the order in

which items should be deletad is:
1)  Activities
2)  Outputindicator
3)  Output row

4)  Outcome indicatar

5] Outcome row

Q] Impact indicator /

4.7.8 Add activities to an output

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which

provides more information on ‘adding project activities’.

This section will explain how to add activities to an output.
Track is designed in such a way that the activities cannot be shown directly underneath the outputs

as in a standard logframe. Instead, they are shown in a different table which can be viewed in the
M&E tracking tab.

Output 1.1@ (4] o :>

1]
=1]
<

Statement Indicator title © + Means of verification Risks and assumptions @
Farmers have inputs and Mumber of beneficiaries trained Training attendance lists Farmers are able to use new
knowledge required to diversify seeds and knowledge from
crop production Number of beneficiaries that Household survey training sessions

have received new seed types

1. In the project logic section, click on the list icon which can be found on the right hand side of the
output row
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Output 1.1 Activities

Output statement Farmers have inputs and knowledge required to diversify crop production

Show | 10 + entries Filter:

Showing 0 to 0 of 0 entries

+crmm-

Previous - MNext

2. Click on create activity

< Create activity

Detais Tags

Output statement Farmers have inputs and knowledge required to diversify crop production

Start Date End Date
..... - ‘_ 3 —
Description
4
Status

dd/mmiyyyy =

- —£2

3. Enter the activity start and end dates
4. Enter a description of the activity
5. Enter the status of the activity

6. Click on next
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« Edit activity

Details  Tags

Output statement Un cadre permanent de promotion de la Mission Intégrale et du PMEC au Tchad est disponible et fonctionnel
Activity description Organiser le forum des praticiens de la Mission Intégrale et du PMEC ;

Start Date 01/06/2026 End Date 31/01/2027

What does this activity contribute to?

Theme
Mobilising the church for integral Integral mission envisioning Church and community
mission @ mobilisation (CCM)

8. Then click on save to return to the activity box.

Output 1.1 Activities
J a

Qutput statement Farmers have inputs and knowledge required to diversify crop production

Show | 10 L entries Filter:
Activity Start End
D Description Date Date
ana Purchase seeds /022018 28/02/2019 i
209 Distribute Seeds 01/03/2019 31032018 # W
910 Conduct training of farmers in sustainable agricultural 01/03/2019 amazois A B <:I 13
practices
Showing 1 to 3 of 3 entries Previous n Mot

4+ Croate activity - 14
i

9. Use these icons to edit or delete the activity if required
10. Click on create activity to add more activities to the output

11. Click on close when all activities have been added

contnse 1
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12. Once all the project logic information has been entered, click on continue to save and move to
the next tab.

4.8 Review logic

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which
provides more information on ‘Review Logic’.

Tags / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

-

The review logic tab can be used to check that the project’s reach targets
are achievable based on the indicator milestones.

i) An error message will be displayed if a given reach target is not
achievable

ii) A notification will be displayed if participants could potentially be
reached multiple times, ’/

1. Use the examples below to check whether the ‘logic’ tab has been correctly completed in order for
the project’s reach targets to be achieved.

Example 1: Reach target is not achievable.

0 Local churches ‘¢

The project reach target is not achievable based on the indicator milestones.

Please review the indicator milestones or reach target

Reach Targets Indicator milestones {—

There are no indicators in the logframe with this reach count type
Tangat 50
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A cross in a red circle will indicate a mismatch between the reach target and the indicator milestones
in the project logic. This means that the reach target is not achievable. The user should go back to
the project logic tab and amend either the reach target or the indicator milestones as necessary.

o Local churches —

Reach Targets Indicator milestones

Target X

DOutcome indicators

Mumber of churches bringing about change in thair
community

Tatal

Indicator contribution
Baseline @

0 50

50—

A tick in a green circle will indicate a match between the reach target and the indicator milestones in

the project logic. This means that the reach target is achievable.

Example 2: Double counting - participants could potentially be reached multiple times.

@ Beneficiaries W
500 Beneficiaries may potentially be reached multiple times _

Reach Targets

Total

Indicator milestones

QOutput indicator

number of target group meambers aware of the promoted methods 0
for safe storage of their harvested staple crops

number of people directly supported through food security 1]
programming

Total

Baseline contribution &

500 {—

Indicator

200

500

1000 <u—

This is just a warning message and aims to make the user stop and think. It is possible for a project to
be approved where a beneficiary is reached multiple times. Users will have to remember and
consider this when updating the project reach at a later point, to ensure that there is no double counting

of the number of people assisted.
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If the intention is not to reach project participants multiple times, users should go back to the project
logic tab and amend the indicators as necessary.

Continue —

2. Once all the project’s reach targets are achievable based on the indicator milestones, click on
continue to move to the next tab.

4.9 M&E tracking

Tags / Marrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

The M&E tracking page is used both during the design phase of the project and in the
implementation phase, ie. once it has been approved.

During the design phase, the user can view a summary of the information entered into the project so
far. The user can also create an M&E plan.

4.9.1 Tags
Tags 0
Global approach Approach Reason for the situation Location
Community development Capacity building & support Economic poverty = Liberia
Assistance modality
Awareness raising Theme Implementer
In kind Food security Association of
WASH Evangelicals of
Liberia
Target Contribution to Tearfund Sustainable Development
Beneficiaries outcome Goals (SDGs)
Communities transformed 2: Zero hunger
B: Clean water and sanitation

The tags section shows a summary of what was chosen in the tags tab.

4.9.2 Reach
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Reach @ o) o v
Beneficiaries
Beneficiaries Number directly affected Number indirectly affected
Target Actual Target Actual
Female Under 18 years old 100 a 300 o
Male Under 18 years old 100 L] 300 o
Female 18 years old and over 100 Q 300 0
Male 18 years old and over 100 0 300 0

The reach section shows a summary of the disaggregated direct and indirect project reach targets.

4.9.3 Activities

Activities ) o w
Show | 10 + entries Filter:
Activity ID 1t Description Start Date End Date Status
111 Purchase seeds 01/02/2019 28/02/2019 Draft
211 Build Wells 0110/2019 30/11/2019 Draft
11.2 Distribute Seeds 01/03/2019 31/03/2019 Draft
113 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 Draft
Showing 1 to 4 of 4 entries Previous n Next
+ Create activity

The activities table lists all activities that were added whilst creating the project logic. This table also
shows us the activity status.

Once the project is in the implementation phase, this table would be used to add narrative to update
the activities. This narrative can be pulled through into the report.

4.9.4 Indicator tracking
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Indicator tracking o] o v

Show 10 + entries Filter:
Current
D Indicator title Level Baseline Target total R.A.G.
a % of beneficiaries that improved their food security as a result of the provided Impact 0 100 Actuals
assistance -
la % of farmers reporting an increase in their agricultural production as aresult of  Outcome 0 100 Actuals

the provided assistance -

11a Number of beneficiaries trained Output 0 400 Actuals

The indicator tracking table lists all the indicators that were chosen whilst creating the project logic.
Each indicator has an ID letter and number according to its level:

® Impactindicator ID: ‘@’ (if a second impact indicator existed it would have ‘b’ as ID)

e Outcome indicator ID: “1.a" or “1.b’ or ‘2.2’ etc..

e Outputindicator ID: “1.13’, or “1.2a’ or ‘2.1a’ etc..

Once the project is in the implementation phase, the indicator tracking table would be used to
manually update the project indicators.

4.9.5 Evaluation and stories

Evaluations ¢

Stories ¢

Any evaluations or stories that are available for a project can be accessed via a link in these sections.
(Links to the documents can only be added once the project is in the implementation phase. For

more information on how to add a document, please see Section 7. ‘Upload / Link to a Document”).

4.9.6 Accountability

Accountability

One of Tearfund’s 8 quality standards is to be accountable to our beneficiaries so we have introduced
a way for feedback from beneficiaries to be recorded on Track.

This section would be completed once the project is in the implementation phase and more
information about this is provided in Section 5.5 ‘Accountability’.
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4.9.7 Documents

Documents o |

Show | 10 entries

Document type

Showing 0 to 0 of 0 entries

1. Click on Add document

Upload File .

Document type

Logframe ﬂ W
Please select a file| Choose file | No file chosen

_p

Upload

2. Select the type of document you wish to upload from the drop menu.
3. Select ‘choose a file’ and find it on your computer.

4. Click on upload once all the necessary information has been added.

®  When a document is uploaded to a project, the document is 5et\
to be owned by the project owner.

. If a document is uploaded twice in the same location, the
content of the document is updated and a new version is
displayed, rather than a new document being created

e  Files uploaded to the M&E page are visible to everyone in

\ Tearfund. _/
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4.9.8 M&E plan

M&E Plan & ¢

Objectives/Results
Level Chain Indicator

Impact Farmers in Gbarpoiu % of households that
County have improved increased their income &s
food security & result of the provided

Besistance

Qutcome  Farmers have Increased % of households
their agriculiural reporting an increase in
production thair agriculural
production as & result of
the provided assstance

Output Farmers receive training number of people directly
and inputs for increased  supported through food
production SECUrity programming

Wheo is

Data

Who is

Data Source collecting collection verifying &
and Method the data? frequency analysing?

Household  M&E
Survey Officers

Household  MAE
Sunvey Officers

Distribution  M&E
lists Training Officers
attendance

hists

End of
Praject

End of
Project

End of
Project

Project
Manager

Project
Manager

Project
Fanager

Whao will the
informatian be
shared with?

Country Director
Diarar

Country Director
Danar

Country Director
Cionaor

Information
sharing
frequency

End of Projact

End of Projact

End of Project

Indlikit
Link

The M&E plan is an editable table in which the user can create their project M&E plan.

The table below provides some definitions of terms which can be found in the M&E plan.
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Objectives / results chain:
The impact, outcome and output statements entered into the project logic screen

Data source and method:

The method by which the data will be collected eg. primary sources (collected by Tearfund staff through
observations, interviews etc.) or secondary sources [collected by other organisations in the form of documents,
videos etc.)

Data collection frequency:
How often will the data be collected?

Who is verifying and analysing?
Describe how the data will be verified and which people are involved in the verification and sign-off. Describe how
the data will be analysed and which people are involved in the analysis.

Information sharing:
Describe which stakeholders the analysed information will be sent to and in what format e.g. reports, verbal
presentation, summary sheet... Describe who will be responsible for sharing this information.

Information sharing frequency:
Describe how often the information will be shared with the key audiences e.g. MONTHLY community meetings,
QUARTERLY reporting

Instructions

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which

provides more information ‘How to complete the M&E Plan’.

Creating the M&E plan

M&E Plan © o] o v
Who will
Data the
Source Who is Data Who is information Information
Objectives/Results and collecting collection verifying& be shared sharing
Level Chain Indicator Method the data? frequency analysing? with? frequency
Impact Farmers in Gbarpolu % of beneficiaries that Household |::> |
County have improved improved their food security Survey
food security as a result of the provided
assistance
Outcome Farmers have increased % of farmers reporting an Household il |
their agricultural increase in their agricultural Survey
production production as a result of the
provided assistance
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1. Click on the edit icon to add details to the M&E plan table

Edit M&E plan item

Objectives/Results Chain

Farmars in Gbarpolu County have improved food security <:| 2

Data Source and Method @

Household Survey
(s
Who is collecting the data? @
s

Data collection frequency @
Repeated

Who is verifying & analysing?

=P

2. The objective statement will have been automatically entered by Track
3. The data source and method will have been automatically entered by Track
4. Enter details about who will carry out the data collection

5. Select how often the data collection will take place
6. Add details of who will verify the data

‘Who will the information be shared with?
{3
Information sharing frequency 7]
Repeated
None =<:| 8

7. Add details of who the information will be shared with

8. Add details of how often the data will be shared

=

9. Click on save to exit the M&E plan table
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M&E Plan @ (o) o v
Who will
Data the
Source Who is Data Who is information Information
Objectives/Results and collecting collection verifying & be shared sharing
Level Chain Indicator Method the data? frequency analysing? with? frequency
Impact Farmers in Gbarpolu % of beneficiaries that Household s 8
County have improved improved their food security Survey
food security as a result of the provided
assistance
Outcome Farmers have increased % of farmers reporting an Household 10 |:> s B
their agricultural increase in their agricultural Survey
production production as a result of the
provided assistance

10. Click on the edit icon to add details to the next row of the M&E plan table

| +4ct n s

11. Click on add plan item to add a new row to the M&E plan if required.

Cost of data collection Notes Cost to share the information Notes

12. Click on the edit icon to add details of the costs of data collection and sharing

Edit M&E plan

Cost of data collection @ Notes on cost of data collection
: {Tn
Cost to share the information @ Notes on cost of sharing the information

£ <: 14
15 :> Save

13. Add details of how much it will cost to collect the data
14. Add details of how much it will cost to share the data

15. Click on save

canrve (]
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16. Click on continue to move to the next tab

During the implementation phase, the M&E tracking page will be used to update activities,
indicators, reach count and the M&E plan (see Section 5: Implementation: Projects).

4.10 Calendar

Tags / Marrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

The calendar can be used as a project diary to keep track of reporting requirements.

Calendar

Show | 10 entries
Type Start Date = End Date Due Date Location
& maonth report o7/02/2022 O&/0B/2022 06082022
Final report 070272022 03/02/2023 03/05/2023

The calendar will automatically be populated with a 6 month report, annual report and final report
based on the project start / end dates entered in the ‘details’ section of the tags page. Monthly,
quarterly or interim reports can be added as necessary.

Status Document Report /

Mot started

LI A |
Mot started m f m

1. To amend the information about the calendar event, click on the pencil icon at the end of the
report row in the Calendar table.

2. To create a different type of report or calendar event, click on ‘add event'.
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Add event

Type Other typa

Select a type v {—

3. Click on the arrow next to the drop menu and select the event type.
(NB. This field will be auto-populated if you have chosen to edit a report that was automatically
entered into the calendar tab by Track).

Add event

Type Other type (N

Salect a type w

4. Alternatively, click on the ‘other type’ link and manually add a new event.

Due Date i@

S | oy -

5. Enter the event due date. This is the submission date used to determine the RAG status of the
calendar event.

Start Date ©@ End Date @

6. Select the date format and add the event start and end dates

Owner Type Owner

Tearfund W Select a user -

— —
Location @ Status
— 4m——

Select a location b Select status v

7. Click on the drop arrow and select the owner type, ie the organisation (Tearfund / partner) that
owns the event.

8. Click on the drop arrow and select the user that owns the event
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9. Click on the drop arrow and select the event location

10. Click on the drop arrow and select the event status

Document

Open

4
MNotes &
4m——

11. Enter the URL of the Google document that the calendar event relates to then click on ‘open’ to
access the document

12. Add user notes if required

5_m_

13. Click on save. The screen will refresh and the event(s) will be saved in the calendar.

corteun ]

14. Click on continue to move to the next tab.

4.11 Summary

Tags Marrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar Summary / Status

This page provides a summary and overview of the information entered into the proposal.
e Sections A-l and K of the summary page correspond to the information entered into Track.
e Section J relates to the project budget which must be completed on a separate spreadsheet
and then attached or linked to Track via the Budget tab.

1. Scroll through the summary page and check the information that has been entered into the
proposal. If necessary, click back through the tabs to add / amend information.
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4.11.1 Export summary

It is possible to export the proposal summary in various formats:

Export summary © >

Project template Export format Snapshot version

Micah Global Development v PDF _ hd Current version _ ~
Expor

1. Click on the drop arrow next to export format and select to export the project summary as either
a PDF, Word, Google doc or copy it to clipboard.

2. Ensure that the current version is selected in the drop menu next to ‘snapshot version’ to select
which version of the project summary you would like to export.

3. Click on export to create the file

4. The file will be saved to the user’s computer and should then be saved into the correct corporate
folder.

4.11.2 Compare with snapshot version of summary

The ‘compare with snapshot version’ function allows users to compare the current version of a
proposal summary with a previous version.

2 Compare with snapshot version 1
Snapshot version I Snapshot version ,
 J
Status changed to Tearfund Reviev Status changed to Tearfund Pending Approval 28/02/21 v
A 3
Compare

1. Click to open the drop menu in the ‘compare with snapshot version’ table, then select the version
of the project you would like to compare.

2. Select a previous version of the project in the ‘snapshot version’ drop menu.

3. Click on compare.
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Comparing Current version with Status changed to Aprovagio Pendente da Tearfund 19/03/2018. Sections with differences are shown in red, use the links within these
sections to show the previous version. Clear

4. An info box will appear to confirm which versions of the proposal are being compared.

Show previous version
Section C

Problems / issues to be addressed

What specific problem(s) and The project will address the following problems:

opportunity(s) will the project address?

How have you identified this need? Eg.

Through previous experience, needs

assessments, surveys, requests from

communities etc.

What are the root causes of the

problem(s)? What do you hope to change

with this project?

= Are there any underlying government
policies or practices which are
contributing to the problem(s)?

» Why have you chosen to address these

problems?

5. The sections with changes will be highlighted in red.

e

6. Click on continue to move to the next tab.

4.12 Status

Tags / MNarrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

The status of a project indicates how far through the project creation cycle a project has progressed.
A proposal can either be in a ‘design’ phase or in an ‘implementation’ phase. Both the ‘design’ and
‘implementation’ phases are made up of several project statuses.

The following diagram shows the different phases and statuses that a proposal will move through
between the start and the end of a project. (The diagram can also be found on the status page by
clicking on 'status workflow').
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Figure 11: Project phases and statuses
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Design phase

A project can be moved forwards and backwards through the statuses in the design phase.

e Changes in status of a Global Development proposal (ie. with an implementing partner)
involve moving the project between the partner and Tearfund environments
(Please note, once a proposal has been sent to a partner, a Tearfund user may not be able to
see or edit it again until the partner sends it back to Tearfund. It is possible for the partner to
allow Tearfund access to the proposal if they wish. For more information on this see Section
4.1.3 ‘Invite Tearfund?’)

e Tearfund staff can review a project and insert comments for review using the collaboration
button.

® The country director or cluster lead (or anyone they have delegated to) can approve, reject
or put a project on hold. A full list of who can do this can be found in the status tab under
‘options / who can approve?’.

Once a project moves into Levi status, a message is sent to Levi for an payment to be set up. The
whole project needs to be set up in Track before a grant can be paid.

Implementation phase

Once a project has passed through approved status, it can be moved into the implementation phase
by any editor, including partners.
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Options » _

There are various functions available under the options button at the bottom of the status page:

4.12.1 Add staff permissions

‘Add staff permissions’ has replaced the ‘add an editor’ function

Options » Add staff parmissions —

Who has reviewed?

Status history

1. Select ‘add staff permissions’ from the ‘options’ drop menu.

Add staff permissions x

® User O Team
Type first characters to search _

Editor —

— Save Cancel

2. Select whether the document will be shared with an individual user or with a team
3. Start typing, then select the name of the person / team

4. Click on the drop arrow and select if the user will be granted editor, viewer or approver rights.
(Only a project approver is able to add an additional project approver).
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5. Click on save

Once the staff permissions have been saved they can be viewed in this screen:

Editors

Show | 5 + enfries G |:> Filter:

M Rola @

SiG - Impact & Effectiveness Editor & <:| 7 i}

6. Use the filter to search for editors

7. Use the pencil icon to make changes to the editor status.

4.12.2 Who has reviewed?

Options » Add staff permissions

Who has reviewed? —

Status history

1. Select ‘who has reviewed’ from the ‘options’ drop menu.

2. A pop up box will appear listing all members of staff who have reviewed the project, as long as

they have checked the box in the Project Reviewers section on the status page.

4.12.3 Status history

Options » Add staff permissions

Who has reviewed?

Status history —

1. Select status history from the ‘options’ drop menu.
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Status History

Dato
Mon, 10 Sep 2018 10:33
Mon, 10 Sep 2018 10:36

Wed, 10 Oct 2018 10:54

Status Marrative Snapshot
Dasign: Tearfund Initiate
Desigre implementer Draft Viaw

Design: Tearfund Review

2. A pop up box opens with a list of dates on which the status of the project changed. Click on view

to see a snapshot of the project summary page as it was during that status.

4.12.4 Move status

As mentioned above, changing the status of a project allows it to be sent back and forth between

Tearfund and an implementing partner during the design phase.

When the status of a project is changed, an email with a link to the Track login page is sent to the

implementer/Tearfund staff member to give them access to the proposal.

The proposal can be moved back and forth during the design phase until the final status of ‘Design:

Tearfund Approved'.

Once a project is approved, the status can be changed to Implementation: ‘Tearfund Approved'.

/.;5 a reminder ....

A project must be moved through the following statuses in the design
phase in order for it to reach ‘approved status’,

Tearfund initiate

Tearfund / implementer draft
Tearfund review

Tearfund pending approval
Tearfund approved

QEE Figure 7: ‘Project phases and statuses’ in section 4.12)

~
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Instructions

Current status: Design: Implementer Draft @

Move status £

Ak

=

Design: Tearfund Review

Marrative

¢

1. Click on the drop arrow and select to move the project to the next status

2. Add narrative if required

umas-m<:|

3. Click on update and send to move the project to the next status

NB. Each time a user wants to send the proposal to another user (implementing partner or
Tearfund), the status must be changed.

4.13 Emergency Response Template

The Emergency Response Template can, for the most part, be completed in the same
way as the Micah Global Development Template.

This section highlights the parts of the template that are different,

4.13.1 Create a new project - details

1. In the create project / details section, select the Tearfund Emergency Response Template.
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Project templates @

Donor Template

Tearfund Standard Template

Tearfund Emergency Template

Open the Tearfund Emergency Template.

Confirm whether you are preparing a full proposal or a short proposal.

For full variation you are required to submit all proposal details immediately.
For the short variation you are required to submit only the minimum required
information for a rapid-onset emergency.

Template variation

4.13.2 Tags

l

Tags / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

1. Click on the type of emergency section header, then select the type of emergency that the project
will respond to.
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4.13.3 Narrative

Tags / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

Project Summary n
Quality Standards | Core Humanitarian Standard [ ]
Baseline Assessment and other Materials -

Rink Assessment L |

PSEAH | Safeguarding sign off §

It you are the relevant safeguarding focal point, Please sign off that you have resd and are safished with the PSEAH | saleguarding narrative and risk assessment.

The sections in the narrative tab are different to those in the Standard development Template.
However, guidance is provided within each section on what information to include and how to
complete it.

B Emergency template - Short/Full version project design proposal system guide

5. Implementation: Projects

4 )

What will this chapter cover?

This chapter explains how to update activities, indicators and reach once a project is in
implementation. It also explains how to amend a project once it is has been approved.

Who will find this chapter helpful?
\\Amr user who updates activities, indicators and reach or needs to amend a proposal _/

5.1 Change status

Once a project has been approved, its status is changed from ‘Design: Tearfund Approved’ to
‘Implementation: Tearfund Approved’.
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(For more information on how to change status see Section 4.12.2 ‘Move Status’)

In the implementation phase, it is possible to request and make amendments to a project, to update
activities, indicators and reach and to create reports.

Please note that once a project has been moved to the
implementation phase it cannot be rolled back to design phase
and can therefore no longer be amended.

5.2 Amend a project

Once a project is in the implementation phase, it may be necessary to make amendments to it. Most
sections within Track are read-only in the implementation phase and therefore uneditable. Changes
to a project can only take place through an amendment request which is sent to the project
approver. When an amendment request is approved, any partner or staff member named as an
editor on that project will be able to make changes on that section.

ﬂ- following project details CANNOT be changed via an amendment; \

Project title

Project type

Project start & end dates (these can be changed through the extensions)
Links to a programme

Has sub projects

The template being used

Summary section (text)

Changing an implementer (this can only be done by cloning then closing the
original project)

Adding an implementer (with the exception of sub grantees)

Existing project locations

Existing project tags /

5.2.1 Making an amendment request

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which

provides more information on ‘How to make an amendment request’.

Requesting an amendment is done by clicking on the following diamond symbol which can be found
in the tags, narrative, budget, reach, logic and review logic tabs of a project in Track.
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1. Click on the amendment request icon and a new screen will open.

Amendmeant Requests

(7

Mo Armandment Beguests

-

2. Type the amendment request in the box then click on request.

Please cpen document so that | can amend Marrative section. Thanks

A copy of the message will appear in the amendment request box and the amendment request

symbol will have changed to a

£

. An email will be sent to the project approver.

5.2.2 Action an amendment request once it has been approved

Once an amendment request reguest has been approved, the user has 14 days during
which to make the amendment. After 14 days the proposal is locked again and subsequent
changes would have to be reguested and dealt with again in the same way.

Once an amendment request has been approved, (this may take some time depending on how
quickly the project approver actions the amendment request), the user who made the request will
receive an email with a link to the project in Track.
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Please note that an approved amendment opens only the specific section in which the
amendment was requested e.g. if an amendment is requested on the narrative page, only
the narrative page opens for editing.

affinis-no-reply@tearfund.org

tome -

Project: Translated Training Manual Project (Implementation)
Area: Narratives
Status: Approved

::>Click here to view the new approval message posted by

Ok go ahead

The email displays the name of the person who has approved it / declined the amendment request.
It also highlights that the changes made to the project are visible on the comparison versions on the
summary tab.

1. Click on the link in the email in order to open the page in Track which needs to be amended. (The
user may need to login to Track first).

Please note that it is possible to add new tags to the tags tab via an amendment
request but it is not possible to remove tags.

2. Make the necessary amendments to the page.

Narrative

3. Once the amendment action is complete, click on the amendment request icon to open the
message box.
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Please open document so that | can amend MNamrative section. Thanks

4. In the left hand menu, select close in order to close the request and to return the status to “read
only”. Once the amendment is closed, the proposal is returned to read-only, ensuring that no other
changes are accidentally made.

- ==

5. Type the closing message into the box then click on close.

5.2.3 View an amendment request

Home

Dashboard
Collaboration Lng/
Amendments

Change Log

Admin >

1. Click on the tab called ‘amendments’ In the left hand navigation panel.
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Amendment Requests

Status

Approved
Declined
Closed
Show! 10 T Tenmnes

Area It Requester Date Request

Narratives Lorien Frank Wed, 20 Feb 19 Please open the document so that | can amend the Narrative section. Thanks

2. An ‘amendment requests’ box will open in which the user can view all pending, approved, declined
or closed requests and the area in which they are located.

5.3 Update activities, indicators and reach count

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which
provides more information on “How to update activities, indicators and reach”.

When a project is in the implementation phase it will automatically open in the M&E tracking tab.
This tab is where the user will update activities, indicators and reach.

M&E Tracking
0 Titte: Lorien Marual 2 Project Implementation
Initiator: Lorien Frank Owner: Slanwa Gastor
Start Date 01-January-2022 End Date 31-December-2022 Project No
4400

Implementation: Tearfund Approved

Tags / Strategy Links / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

Tags © >
Reach © o <e— s
B piariat 5 ot >
< >
5.3.1 Activity updates

The following section will explain how to update activities in Track.
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Activities

Show 10 entries Search:

Activity ID E Description Start Date End Date Status

1.1.2 Distribution of seeds to farmers In Progress Activity updates v | 4

1.1, Training of farmers Draft Activity updates ~ | 4

1.1.3 Support and ongoing training of Draft Activity updates + —

farmers during production cycle o
1. In the activities Table, click on the ‘+’ icon which is located on the right hand side of the activity.
New update
Date Location
<:| 2 dd/mmvyyyy ~ Select a location <:| 3 ;

Narrative

e

Activity Status

Draft :<:| 5

s s

2. Add the date of the activity update

3. The location of the activity update will be automatically provided (the default is country level)
however this field is editable if required.

4. Add narrative to the activity update. This will be automatically pulled through into the report.

5. Change the activity status

6. Click on save to return to the activities box and view the updated activity status

5.3.2 Edit / delete an activity update

Activities W
Show 10 entriss Saarch

Activity ID IE Description Start Date End Date Status

1.1.2 Distribution of seeds to farmers In Progress Activity ypdates = 4
L1323 Training of farmers Draft Al _
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1. Click on ‘all’ which is located in the activity update drop menu next to an activity

Activity updates
Show | 10 * oo Eolor
o Date Narrative Location
158 0MAoa2019 Purchased seeds from 2 local suppliers Libaria i i

2. Click on the pencil icon to edit an activity update. This will open the Edit Update box and allow the
user to edit the information inside.

3. Click on the waste bin icon to delete an activity update

affinissandpit.tearfund.org says

Are you sure you want to delete this activity instance

4. A pop up box will appear asking if the user is sure they want to delete the activity update. Click on
oK

5.3.3 Indicator updates

Output indicators are now manually updated in the indicator tracking table, in the same way as
outcome and impact indicators. This section will explain how to update all indicators in Track.

Indicator tracking
Show 10 entries
o Iz Indicator tithe Lovel Baseline Target Current total @ R.A.G.
a % of households that increased their income as a result of the mpact 0% 100% Actugis = 4
provided assistance
1b % of households reporting an increase in their agricultural production  Outcome 0% 100% Actuals ~ [
as a result of the provided assistance
1.b MNumber of churches bringing about change in their community Outcorme 0 50 Actals~ | 4
1.1.b Total number of local churches actively engaged in a CCT process Output 4] 50 Actuals = | g
1.1.b number of people directly supported through food security Output 0 500 Actusls > 4 —
programming

1. In the indicator tracking table, click on the ‘+’ icon which is located on the right hand side of the
indicator row that you wish to update.
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New update )
Date Location
01/03/2022 < () Niger N
MNarrative
4

2. Check and amend the date if necessary.

3. The location of the indicator update will be automatically provided, however this field is editable if
required.

4. Add narrative to the indicator update. This will be automatically pulled through into the report.

Project total (as of 28th Feb 2022) Change in value since 26th Feb 2022 New total for Project

0 0 ﬁc
6

Baseline
New Project total + baseline

Project total + baseline o 7 ‘ 0

5. The first column shows the total value of the indicator. This figure is the sum total of any previous
indicator updates.

6. Enter either the change in value since the last update or the new total for the project.
(Whichever value is entered will automatically update the other field).

7. The new project total + baseline field will be automatically updated (this is what has been
achieved so far on the project, including the baseline figure).

—FEEW

8. Click on save to close the new update box
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Indicator tracking
Show 10 entries
(=} l'_: Indicator title Level
1.1b Total number of local churches actively engaged in a CCT process Output
1.1k number of people directly supported through food security Output
programeing

Baseline

Target

500

Current total & R.A.G.
10 : Actuals » | 4

Actuals o4

9. Check in the indicator tracking table that the indicator has been correctly updated:
e The indicator should have a new current total value (this should reflect the update made in

the steps above).

® The indicator RAG column should have been updated.

Ghen an indicator is created with a baseline and milestone target dates, Trah

applies a RAG status to it.

\- Red = <85% of target

RAG = R (red), A (amber), G (green)

Once the project is in Implementation phase and an indicator is updated, Track will
compare the update (date and value) with the indicator milestones (date and value)
and automatically inform the user if the activities are:
L Green = on or above target
. = B5% - 99% of target

)

5.3.4 Custom indicator updates

For information on how to create a custom indicator, please follow the instructions in Section 4.7.4

‘Custom Indicators’.

Custom indicators are updated manually in Track, in the same way as standard indicators. For
information on how to update an indicator, please follow the instructions in Section 5.3.3 ‘Indicator

Updates’ above.

5.3.5 Downward trend indicator updates
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A user should update a downward trend indicator in the same way as a normal indicator. The only
difference is that we would expect the update value and the final value to be lower than the baseline
value.

For information on how to update an indicator, please follow the instructions in Section 5.3.3
‘Indicator Updates’ above.

If a user makes several updates of a downward indicator,
we would expect the ‘new total’ value entered each time
to decrease.

5.3.6 Reach updates

Direct and indirect reach is manually updated in the reach table in Track. This section will explain
how to update reach in Track.

For a reminder of the definition of direct and indirect beneficiaries and why it is important to count

indirect beneficiaries, please see Section 4.6.1 ‘Beneficiaries and/or delegates’.

5.3.6.1 Beneficiary and / or delegates reach updates

Reach @

Beneficiaries l

Number directly affected View updates Number indirectly affected View updates

1. In the reach table, click on ‘new update’ next to either the direct or indirect reach column that you
wish to update.
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New reach update - Beneficiaries

Date

01/03/2022 l !

Total (as of 28th Feb
2022) Change in value New total

Female Under 18 years old - Not 0 0 ﬁ 0

disabled

Female Under 18 years old - Disabled

Male Under 18 years old - Not
disabled

2. Check and amend the date if necessary.

3. The first column shows the total reach value. This figure is the sum total of any previous reach
updates.

4. Enter either the change in value since the last update or the new total reach figure for each of the
beneficiary / delegate disaggregated categories.
(Whichever value is entered will automatically update the other field).

= Bave

5. Click on save to close the ‘new reach’ update box

Beneficiaries
Number directly affected View updates _
Target Actual 1
Female Under 18 years old Mot Disabled 125 50
Female Under 18 years old Disabled 125 50
Male Under 18 years old Mot Disabled 125 50
Male Under 18 years old Disabled 125 0

6. Check in the actuals column of the reach table that the disaggregated reach has been correctly
updated.

7. Click on ‘view updates’ to see a list of all updates made, including the date, the value and the
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name of the person who made the update. It is also possible to edit the reach update from this
screen by clicking on the pencil icon.

Beneficiaries

44 The reach is greater than the sum of all related indicator totals. Please review the reach or indicator actuals.

8. If reach is updated before the indicator is updated, Track will issue a warning message asking the
user to check and amend the reach or indicator as necessary.

5.3.6.2 All other reach types updates

Local churches View updates

Target Actual

50 0

1. In the reach table, click on ‘new update’.

New reach update - Local churches

Date

01/03/2022 < (!
Total (as of 2Bth Feb 2022) l Change in value New total

0 0 )

2. Check and amend the date if necessary.

3. The first column shows the total reach value. This figure is the sum total of any previous reach
updates.

4. Enter either the change in value since the last update or the new total reach figure.
(Whichever value is entered will automatically update the other field).
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— Bam

5. Click on save to close the new reach update box

Local churches View updates {{S

Target Actual

50 10

6. Check in the actuals column of the reach table that the reach has been correctly updated.
7. Click on ‘view updates’ to see a list of all updates made, including the date, the value and the

name of the person who made the update. It is also possible to edit the reach update from this
screen by clicking on the pencil icon.

5.3.6.3 Avoiding a double reach count

The ‘reach updates’ section is the second place where users needs to be
careful to avoid double counting.

Figure 12: Steps to avoid double counting #2

STOP
h (Ask:Isthisthe ) [ _ D
M&E Update Reach first time the E’_y 1:5;"9 the m;'“g?ir?f
Tracking direct / targets have been LLeds ot {9"‘; = ,g
Tab E> indirect) » )| ‘reached' by the gy | user can oy [0 avol
| THINK . project? creating a double count.
L‘\ A /’J ? A vy i vy
' q

It is possible to create a double count at this stage if the user counts beneficiaries that have been
reached by multiple activities. The example below will demonstrate how a double count could be
created and will provide advice on how to avoid it.

The following scenario provides an example of how a double count could be created by accident and
ideas for how to avoid it.

Partner TRACK User Guide V2 31.05.22 116



Scenario
= Let's say we have 400 beneficiaries, each of whom will benefit from 1) training and 2) provision of a loan.

&  Let's say the training was conducted for 200 people. We would want to update the output indicator and
direct project reach by entering 200 beneficiaries (disaggregated) into the output indicator and the reach
new update boxes.

&  Let's say that we now wanted to provide these same 200 beneficiaries with a loan.
0: What would happen if we, again, updated the reach table with the figure of 2002

A: Updating the reach section again would result in a double count. By using the concept of ‘first time reached’
the user can try to avoid creating a double count,

(Please note that if the reach figure is greater than the sum of all the indicators counting beneficiaries, a warning
message will appear on the screen. There is also a column in the Track search function called ‘reach and indicator
updates valid® which will highlight where the reach is greater than the sum of the indicators).

Summary
If 200 beneficiaries were trained AND provided with a loan, we would only have to update the project reach the
first time.

5.4 Add a link to an evaluation, a story or a document

It is possible to add a link to an evaluation, a story or a document from within the M&E tracking tab
ONLY once a project is in the implementation phase.

Tags / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

5.4.1 Add a link to an evaluation

Evaluations ©|

1. From within the M&E tracking tab, click on the evaluations section.

2. Click to add a link to a story.

3. For further instructions, please see user guide Section 7. ‘Upload / link to a document’.
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5.4.2 Add a link to a story

Stories 0

1. From within the M&E tracking tab, click on the stories section.

Stories 8

2. Click to add a link to a story.

3. For further instructions, please see user guide Section 7. ‘Upload / link to a document’.

5.4.3 Add a document

Documents ¢ |

Show 10 entries

Document type

Showing 0 to 0 of D entries

1. From within the ‘documents’ section, click on add document.

2. For further instructions, please see user guide Section 7. ‘Upload / link to a document’.

5.5 Accountability

One of Tearfund’s 8 quality standards is to be accountable to our beneficiaries so we have introduced
a way for feedback from beneficiaries to be recorded on Track.
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Accountability

Show | 10 entries

Type

Showing 0 to 0 of 0 entries

4o~

Positive feedback

Suggestions

Request for information

Requests for assistance

Minor dissatisfaction with program activities with no safety risk

Major dissatisfaction with program activities or the behavior of Tearfund Team Members or Partners, that has a potential impact on safety

Fraud or corruption by Tearfund Team Members or Partners

Sexual exploitation and abuse, child abuse, sexual misconduct, human trafficking by Tearfund Team Members or Partners

1. Click on ‘add’, then select from the different categories in order to register any feedback received
from beneficiaries.

Add accountability :

Type

Minor dissatisfaction with program activities with no safety risk

Narrative

4
—

2. Add additional narrative in the pop up box if required.

3. Click on ‘save’.

If you have any questions about this, or require any help, please getin
touch with your contact at the Tearfund country office.
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6. Project reporting

What will this chapter cover?

This chapter explains how to create a report in Track once a project is in implementation,

Who will find this chapter helpful?
Any user that creates, makes edits to or collaborates on a project report.

Once a project has been approved and it has changed from the design phase to the implementation
phase, it is possible to start writing reports. This section will explain how to write a project report in

Track.
ﬂminder 1 \

» The calendar will automatically be populated with a & month report, annual
report and final report based on the project start / end dates that were entered
in the ‘details’ section of the tags page during the design process. These events
are required for the 1BIS approvals.

- Updates made when the reports are created are automatically shown in IBIS
When the reports are approved in Track they are marked as completed in IBIS.

. Manthly, quarterly or interim reports can be added as necessary by Tearfund
staff and partners in the calendar tab during the design phase.

. The system checks for report calendar items when the project status is changed
to Design: Pending Approval. Diary items are then set up in IBIS once the project

\ has been approved. /
ﬁminder 2 \

Calendar Status

There are three statuses associated with Reports in the Project Calendar:
- Mot Started
&  InProgress
- Completed

BAG Status
There is also a RAG status associated with Reports in the Project Calendar:
L [no colowr] for calendar items which are not started and not overdue
Green for calendar items which are complete

for calendar items which are in progress and not overdue

L ]
L ]
\ Red for calendar items which are overdue and not completed /
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6.1 Create a project report - ‘edit’ tab

Tags / MNarrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

Reports are accessed via the calendar tab in a project in Track.

Calendar >
Show 10 entries Search

Type Start Date F End Date Due Date Location Owner Status Document Report

Final report 01/01/2022  31/122022 31032023 Not started — B

1. From within the calendar tab, click on the ‘+’ icon at the end of the row of the report you wish to
create.

Lorien Manual Project Final Report

Start Date End Date Project No Report No /
07 January 2022 3 December 2022 Mm 4224
Project template Micah Globs Report type Firal Report / Report status Reoport: Drah
Dervelopment

A new screen will open which shows the title of the report. The yellow project box displays the
project number and project start and end dates, as well as a new report number and information
about the type and status of the report.

l

Edit / Summary / Status

The report will open in the ‘edit’ tab.
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Basic information

Update on the project context

Eroject Implementation and Impact

Accountability to Communities

Building Community Resilience and
sustainability

Programme Management and Effectiveness

Local Faith Community

Case Studies and Stories of Change

Documents

The different sections of the report that need to be completed are listed on the left hand side of the
screen.

6.1.1 Basic information

ic information <

The ‘basic information’ section contains information about the project, such as title, dates,
implementer and location. The information is automatically pulled through from the project into the
report and is not editable.

6.1.2 Update on the project context

Undate on the project contex! (N

The ‘update on the project context’ section has four subsections to be completed.
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Context changes J W

Describe any changes that have occurred in the overall context that you described in your
proposal. How might these changes affect your project and have you taken any action as a
result? (for example, political, economic, social, technological, environmental or legal
changes)

7/ B U ® HeveticaNeue* A ~ = = =~ [H o [k =
o <> 7

'_

0/ 200 words

1. Use the guidance notes to help complete each subsection, highlighting the changes which have
taken place during the reporting period.

6.1.3 Project implementation and impact

Project Implementation and Impact —

Numerical information from the activity, indicator and reach updates that have been made to the
project in the M&E tracking tab are automatically pulled through into the ‘project participant /
stakeholder analysis’ and ‘logframe’ subsections in this section.

Track was designed to be used as a live monitoring tool, with frequent indicator updates
leading to easy reporting. Attention should be paid to the dates on which activity,
indicator and reach updates are made, so that they fall within the correct reporting
period. If the dates are incorrectly entered, the updates will be automatically brought
through into the wrong report.

Please use this saction to add any relevant details of why the figures have changed

/7 B U & HelelicaNeve= A ~ = = =~ B~ ow kLW = X <> 7

d—
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1. Add narrative to each of the subsections using the guidance notes as necessary.

Progress 47 (+47) —
Total number of local churches actively Progress in reporting +47
engaged in a CCT process (Local period
churches)
R.A.G.
- Add indicator update narratives
Graph

2. Add narrative updates to the indicator fields in the logframe. Alternatively, click on add indicator
update narratives for narrative updates that were made in the M&E tracking tab to be automatically
brought through to the report.

6.1.4 Other sections of the report

Accountability to Communities

Building Community Resilience and
Sustainability

Programme Managament and Effeclivenass

Local Faith Community

1. Add narrative updates to the subsections in each of the other sections of the report.

;

2. Add links to other documents, photos and videos by using the toolbar that is available in each
narrative field of the report.

Vi BE U = Helvetica Neue = A ~ ~ oD

L | o o<f> 2

6.1.5 Case studies and stories of change

Case Studies and Stories of Change _

In this section it is possible to add stories and case studies to the report.
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Case studies and stories of change 0

A

+ Add story link

1. Click on add story link.

Link this report to a story

Select a story attached to this project

Create a story to add to this report < ——

2. If a story has already been added via the M&E tracking tab of the project, it will be available to
select from a list under the heading ‘select a story attached to this project’. Alternatively, click on
create a story to add to this report.

You will be taken to the ‘about’ tab of the ‘link this report to a story’ screen. For more information on
how to add a story to a report, follow the instructions from step 2 of Section 9.1.2.2 ‘Upload a story’.

6.1.6 Documents

Documents <

In this section it is possible to add financial reports and other documents to the report.

Financial Report o v

Please note that the financial transaction list needs to be included in the second tab on the excel sheet.

Link to Financial Report spreadsheet @ /

B Please click upload to add this document Upload

A\ Please review the sharing settings of any files uploaded to Google Drive. By default documents are visible to anyone in Tearfund.
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1. In the “financial report’ section, click on upload.

For more information on how to add a financial report to the report, please follow the instructions
from step 2 of Section 9.1.2.4 ‘Add documents’.

Report Documents W

This saction is an optional area whera you can upload any relevant documents or evidence
relating to this report, this will be viewable in the projects M&E panel

Show 10 entries Search:

Document type :

Mo data available in table

Showing 0 to 0 ofM®ntries Previous Mext

2. In the ‘report documents’ section, click on upload.

For more information on how to add a financial report to the report, please follow the instructions
from step 2 of Section 9.1.2.4 ‘Add documents’.

F

Continue

3. Click on continue when the ‘edit’ tab of the report is complete.

6.2 ‘Summary’ tab

iyl

N

Edit Summary Status

6.2.1 View summary

This page provides a summary and overview of the information entered into the report. Scroll
through the summary and check the information that has been entered into the proposal. If
necessary, click back through the tabs to add / amend information.
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6.2.2 Export to PDF / Google docs / Word / copy to clipboard

The process for exporting a report is exactly the same as that for exporting a proposal.

Export format

PDF :>:
Emnrt<:|

1. Click on the drop menu next to Export format and select either PDF, copy to clipboard, Google or
Word.

2. Click on export to create the file.

3. The file will be saved to the users’ computer and should then be saved into the correct corporate
folder.

cortewe ]

4. Click on continue to move to the next tab.

6.3 ‘Status’ tab

Changing the status of a report is very similar to changing the status of a project proposal. Changing
the status of a report allows it to be sent back and forth between Tearfund and an implementing
partner or between Tearfund staff members.

The following diagram shows the different statuses that a report will move through both in Track and
in the project calendar before it is approved.
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Figure 13: Report status

Report status:
Report: :
Report: Pandin Report:
g | qe—
Draft ” Approval ; Approved
[ Mot started ] [ In progress ] [ Completed ]
Calendar status:

Similarly to a proposal, it is possible for a report to move forwards and backwards through the
statuses.

When a report changes status to ‘Draft’, then from ‘Pending Approval’ to ‘Approved’, there is an
automatic update in the project calendar section of Track.

0 — p

Report tatus

There are three statuses associated with reports in the project calendar:
Mot started
In progress
Completed

BAG Status

There is also a RAG status associated with reports in the project calendar:
[ne colour] for calendar items which are not started and not overdue
Green for calendar items which are complete

for calendar items which are in progress and not overdue
\ Red for calendar items which are overdue and not completed /

Options r_

There are various functions available under the options button at the bottom of the status page.
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6.3.1 Delete report

The option to delete a report is only available in ‘Report: Draft’ status.

Options » Delete Report _

Status history

Who has reviewed?

1. Select ‘delete report’ from the ‘options’ drop menu.

Warning

This item will no longer be availabla. Are you sure you want to delete?

2. A pop up warning message will appear asking if the user is sure. Click OK to delete the report.

Calendar

Show entries Saarch

Type Start Date 7 End Date Due Date Location Owner Status Document Report

& month report 010172022 30/06/2022 310772022 & [ ]
Final report 01/01/2022 31M2/2022  31/03/2023 . —

3. Once the report is deleted it is possible to create a new one from the calendar tab of the project
by clicking on the ‘4’ icon at the end of the relevant report row.
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6.3.2 Status history

Options » Delete Report

Status history _

Who has reviewsd?

1. Select status history from the ‘options’ drop menu.

i X
Status history
Date iF Status Changed by Marrative Snapshot
Thu, 3 Mar 2022 13:39 Report: Draft Lorien Frank
Wed, 8 Mar 2022 13:51 Report: Pending Approval Lorien Frank View “#
Showing 1 to 2 of 2 entries Previous - Pt

2. A pop up box opens with a list of dates on which the status of the report changed. Click on view to
see a snapshot of the report summary page as it was during that status.

6.3.3 Who has reviewed?

Options » Delete Report

Status history

Who has reviewed? S

1. Select ‘who has reviewed’ from the ‘options’ drop menu.

2. A pop up box will appear listing all members of staff who have reviewed the report, as long as they

have checked the box in the ‘report reviewers’ section on the status page.
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6.3.4 Move status

Status

o

Edit / Summary / Status

Current status: Report: Draft

Select the next status d W

1. Click on the drop arrow and select to move the report to the next status

2. Add narrative if required

mm&m(

3. Click on update and send to move the project to the following status.

Whenever a report changes status, notification emails are sent to the project editors (both Tearfund
staff and partners).

(See Figure 13: ‘Report Status’ for a reminder of which statuses the report must be moved through
before reaching Report: Approved status).

6.4 How to access the report at a later date

Once a report has been saved in Track it is possible to access it via the calendar tab in the report.

Calendar >
Show | 10 ertries Search

Type Start Date IF End Date Due Date Location Crwnar Status Document Report

8 manth report 01/01/2022 30/06/2022  31/07/2022 & _

1. Click on the link in the report row to open the report
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7. Upload / link to a document

/fWhat will this chapter cover?

This chapter explains how to upload or link to a document in Track.

Who will find this chapter helpful?
Any user that wants to create a link to or add a story, evaluation or other document to a project in

\T rack. /

7.1 Upload a document

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch a tutorial video which

provides more information on ‘document uploads’.

There are several ways and places in Track from which it is possible to upload a document.

1) Budget tab - upload a financial spreadsheet

2) MA&E tracking tab - add stories, evaluations and other documents
3) Calendar tab - add reports, case studies and other documents

4) Reports - add financial reports, stories and other documents

The processes for each type of document upload are outlined below according to the tab in which
the upload takes place.

7.1.1 Budget tab

Tags / Strategy Links / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

For information on how to upload a financial spreadsheet in the budget tab during the design phase
of a project, please see steps 4-6 of Section 4.5 ‘Budget’.

7.1.2 M&E tracking tab

&

Tags / Strategy Links / Narrative ' Budget / Reach ' Logic /' Reach mapping ' M&E Tracking / Calendar ' Summary ' Status
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It is only possible to add a story or an evaluation from within the M&E tracking tab once a
praoject is in the implementation phase.

7.1.2.1 Upload an evaluation

Evaluations ¢

1. In the M&E Tracking tab, click on the evaluations section, then click on evaluation link. This will
open a new screen called ‘upload evaluation’.

|

Create / Tags / Summary

The first tab to complete is the ‘create’ Tab which creates the link between Track and the evaluation
which is saved elsewhere.

Title
J———
Evaluation report Evaluation summary
B Please click upload to add this decument Upload E Plgase click upload to add this docurment Upload

2. Add the title of the evaluation

3. Click on upload to add the evaluation report or the evaluation summary documents.
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Upload File )

Please select a file | Choose file | Mo file chosen
Or provide a link to a google document

- —

A Please review the sharing settings of any files uploaded to Google
Drive. By default documents are visible to anyone in Tearfund.

4. Either ‘choose a file’ that is saved elsewhere OR provide a link to a google document.

5. Check and amend the share settings of the document you have uploaded if necessary. By default
documents in Track are visible to anyone in Tearfund.

6. Click on upload once all the necessary information has been added.

Evaluation report

File: Test document.docx Open &
Version: 1 Uploaded: 03/03/2022 15:02

Upload

7. It is now possible to access the document via Track by clicking on ‘open’.

Type
a——
Publication date
dd/mm/yyyy < — ]

8. Select the type of evaluation from the drop menu.

9. Add the evaluation publication date.
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Contact
=
Team type Evaluation team members
Inmternal - <

10. Add the name of the contact person for the evaluation report.

11. Select the type of evaluation team from the drop menu.

12. Type the names of the evaluation team members into the box.

Key impacts

e

Top 5 recommendations for Tearfund

=

Top 5 recommendations for partners

13. Enter details of the key impact into the box.

14. Enter details of recommendations to Tearfund in the box.

15. Enter details of recommendations to Partners in the box.

How can we share this evaluation?

Externally Internally only
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16. Choose whether the evaluation can be shared externally (with Tearfund supporters and donors)
or internally only.

How can we share this evaluation?

Externally Internally only

17. Click on save to be taken to the ‘tags’ tab of the process bar.

Edit / Tags / Summary

The tags tab will show the sections and subsections that were selected in the tags tab when the
project was initially created.

Global approach

Approach

—| CCT processes
17}

Reason for the situation

Theme

18. Select the tags which are relevant to the evaluation you are adding to Track.

e

19. Click on save to be taken to the ‘summary’ tab of the process bar.

Edit / Tags / Summary
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The summary tab displays all the information that has been entered into the evaluation link.

Click here to link this evaluation to a calendar event <:|

20. Click in the orange box to link the report to an event in the Track calendar. (The evaluation event
must have been created in the calendar tab during the project design process for it to be visible at
this point. If there is no evaluation visible, go back to the calendar tab and add the evaluation by
clicking on ‘add event’.

Pick a relevant event

Type Start Date End Date

Evaluation 01/08/2018 30/06/2018 <::| 2
3 |::> Save  Cancel

21. Click on the relevant event

22. Click on save and the report will be visible as a link in the Track calendar tab of the relevant
project.

SuUMmmMary Lo
Propect Evaluation 10 Thpese Prubsle Ntz CLE ‘Who can this evaluation be shared
1018 M- 1T 072018 wikth'¥

Cortact Ermail Tear TyDe Evalustion tesm members

Lowian Frank crer. frank@tearh.rd og rberTa Jan Desseicosn, Deka isam

Wl IOr 1AM EadaT

Descripiors Link fo evahuabon report L o evshasbon ey

Food sacurty, WASH, Commuriies

transiomed

Insights and Aecommaendations v
Koy impact

Caolaboraiion betwoean Tear® 1 and parirers resecs o be A

Ton B recommandations for Teartued

reprow colaboration wok Witk patrecs

Tep A rococammendations Ior partnars

=prova colaboration work with fagf.rd

.I.mmlniﬂ<:|

23. Check that the information in the report summary is correct then click on download if required
to create a PDF document.

Partner TRACK User Guide V2 31.05.22 137



24. A link to the evaluation has now been created.

7.1.2.1.1 How to access the evaluation at a later date

Once an evaluation link has been saved, there are three ways to access the evaluation in Track.

e Calendar tab: Open the ‘calendar tab’ in the relevant project and click on the document link
on the right hand side of the calendar event row to open the document.

e MA&E tracking tab: Open the ‘M&E tracking tab’ in the relevant project and click on the
‘evaluation’ section. Click on the ID number next to the relevant evaluation to open the
document.

7.1.2.1 Upload a story

Guries can be added to projects through the ME&E tracking tab and they can be linked tcN
reports. In addition:

. Partners are now able to upload stories onto Track as documents that will then
be saved on the project owners Google Drive.
®  The relevant cluster comms officer and project editors will have editing access

By adding stories to projects in Track, the implementer fulfills their reporting
requirements and it enables staff to see how the stories relate to what was planned and

Q:hieued. /

Stories o

1. In the M&E tracking tab, click on the ‘stories’ section, then click on add story for a ‘create story
link’ screen to open.

Create story link

I have followed my organisation's policies and procedures in gathering this story @ EH

Partner TRACK User Guide V2 31.05.22 138



2. Tick the box to confirm that you have followed your organisation's safeguarding, data protection
and confidentiality policies and procedures when gathering the information in the story.

About / Tags

The first tab to complete is the ‘about’ tab which creates the link between Track and the story which
is saved elsewhere.

Who is your story from?

Date story was gathered Author name

dd/mm/yyyy ] = e

3. Enter the date on which the story was gathered and the name of the author.

Who and what is it about?

Lead character gender Lead character age

Select the gender T Select the age o

4. Enter the gender and age of the person who the story is about.

Story Summary @

-t —

Story description

il —

5. Enter a short summary of the key parts of your story (Max 40 words), this will be searchable across
Tearfund, this later to help find the stories to communicate with supporters.

6. Enter a description of the story.
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These stories may be shared with external audiences. Therefore, consent should
be obtained. Please confirm below whether consent has been given and, if not,
give details any restrictions that apply

Can this story be shared?
m Mo | —

7. Select Yes / No to confirm whether or not you have consent for the story to be shared with
external audiences. If no restriction is given, then it is possible to use the story externally.

Restriction details

< ——

8. Add additional details about what the specific restrictions are to the story being shared (for
example, who the restrictions apply to) and whether these restrictions can potentially be lifted at a
later date.

Mext

9. Click on next to move to the next tab.

l

About / Tags

The tags tab is where the story and consent forms are uploaded. It will also show the sections and
subsections that were selected in the tags tab when the project was initially created.

About the raw story/media

Consent form / Story file /

E Please click upload to add this docurment Upload a Flease click upload to add this document Upload

10. Click on upload to add the consent form and the story documents. You can upload: "docx", "odt",
"txt", "html", "xlsx

, "ods", "csv”). By default documents in Track are visible to anyone in Tearfund.
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Does this story contain pictures? Embargo end date @
| - —

dd/mm/yyyy ] )

11. Tick the box if the story contains pictures, then add the embargo end date. (Here, embargo
means the story can’t be accessed and used until that end date. After this date the story will be
available for use or publicity.

What are the relevant themes for the story?

[ Food security @ [ Access to food and markets
(Accessibility)

What are the relevant approaches for the story?

[ CCT processes @ [ Church and Community Mobilisation
([CCM)

12. Select the tags which are relevant to the story you are adding to Track. These tags are available
because they were selected in the tags tab when the project was initially created.

Story tags

ill—

13. Click in the story tags box to select additional tags from a drop menu or start typing to add a new
tag if necessary.

e

14. Click on save to be taken to the ‘summary’ tab of the process bar.

l

Edit / Story summary

15. Check that the information in the story summary page is correct. If necessary, return to the edit
tab to amend the information.
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16. A link to the story has now been created.

7.1.2.1.1 How to access a story at a later date

Once a link to a story has been created, there are two ways to access the story in Track.

® MA&E tracking tab: Open the ‘M&E tracking tab’ in the relevant project and click on the
‘stories’ section. Click on the document Link next to the relevant story to open the
document.

Please note that existing stories are all now searchable by Tearfund in Track. If you are
aware of an existing story that should be confidential please change the ‘can be shared’
toggle so that it isn't shared with audiences beyond Tearfund,

7.1.2.2 Add documents

It is only possible to add a document from within the M&E tracking tab once a project is in the
implementation phase.

Documents  ° |

Show | 10 entries

Document type

Showing 0 to 0 of 0 entries

1. In the M&E tracking tab, click on the ‘documents’ section, then click on add document.
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Upload File *

Document type

Logframe ——

Choose file | No file chosen

Please select a file

2. Select the type of document you wish to upload from the drop menu.

3. Click on choose file to add a document that is saved on your computer. (You can upload: "docx",
"odt", "txt", "html", "xlsx", "ods", "csv”). By default documents in Track are visible to anyone in
Tearfund.

e .

5. Click on upload once all the necessary information has been added.

/ . When a document is uploaded to a project, the dowmen)

set to be owned by the project owner. In the training

environments any uploaded documents will be owned by the
current user, for ease.

. Project owners will receive an email notifying them that a
they now own a document and will receive any requests by
partners to access the document

. If 2 document is uploaded twice, the content of the document
is updated, rather than a whole new document being created

. Files uploaded to the M&E page will only be visible to the

K project owner, approvers, and editors. /

7.1.2.2.1 How to access the document at a later date

Once a document has been uploaded to a project from the M&E tracking tab, it can be accessed
again from the M&E tracking tab.

® Open the ‘M&E tracking tab’ in the relevant project and click on the ‘documents’ section.
Click on the open link next to the relevant document to open it.
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7.1.3 Calendar tab

Tags / Strategy Links / Narrative / Budget / Reach / Logic / Review Logic / M&E Tracking / Calendar / Summary / Status

It is possible to add reports, evaluations, stories and case studies in the calendar tab of Track by
clicking on ‘add event'.

For more information on how to add an event in the calendar tab please see instructions starting at
step 2 of Section 4.10 ‘Calendar’.

7.1.4 Reports

It is possible to add financial reports, stories or any other documents to reports. Stories and other
documents are then shown in the M&E tracking tab.

For more information on how to add case studies and stories of change to a report, please see
Section 6.1.5 ‘Case studies and stories of change’.

For more information on how to add financial reports and other documents to a report, please see
Section 6.1.6 ‘Documents’.
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8. Dashboards

N

This chapter explains how to set up a personal dashboard in order to quickly view certain aspects of
Track.

What will this chapter cover?

Who will find this chapter helpful?
Any user that wants to set up their dashboard to be able to quickly view their projects and calendar
items.

A-"u’hat is a dashboard? -\\

A dashboard is an information management tool that visually tracks, analyses and
displays live data.

Track has a number of standard dashboard templates that are available. In this way,
each user can view the information they individually wish to monitor,

Each time a dashboard is opened, it shows up-to-date information from Track. The
Qore dashboards a user has, the slower it s for Track to load the information, /

Track has a number of dashboard templates which you can use to see information relevant to your
role. This section will show the different types of standard dashboard templates available and how to
create them.

Figure 14: What the dashboard templates display

Project calendar Calendar events in projects that are owned by the current
user. Also displays the RAG status of the events.

Projects in design Projects in design implemented by a selected partner.
Includes a summary of project design status.

Projects in implementation Projects in implementation according to a selected partner.
Includes a summary of project progress.

Projects to close Projects that are due to be closed (in implementation and
past the end date). Provides an overview of whether the
final report is complete, when indicators were last updated,
and if reach has been updated.
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8.1 Create a personal dashboard

Home

Dashboard

Admin >

1. Select dashboard from the left hand navigation panel

Q @ o "~ & ©

My Dashboard

2. In the my dashboard screen click on the + sign to open the ‘new dashboard report’ screen.

New Dashboard Report

Select Report Gustomise

Report 4 '

Project Calendar
Projects in design

Projects in implementation

Projects to close

3. In the ‘new dashboard report” screen select from the available menu of dashboards.

Next <:\

4. Click on next
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New Dashboard Report

Select Report Customise
Instance name e
Show as link | jele—

Pin to home E.‘_

Width Ful v

5. In the ‘new dashboard report’ screen, type the Instance name (title) under which the report
should be saved.

6. Click on show as link to display the report as a link on the dashboard
7. Click on pin to home to display the report on the home screen

8. Click on the width drop menu to choose if the report view should be one third -, half-, two-thirds-
or full size on the dashboard

- Save

9. Click on save for the project calendar report to be saved to the dashboard.
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8.1.1 Project calendar dashboard

Lorien's Project Calendar —/‘ [ IR
Show 25 entries Saarch
Name Owner Type End/Due Date E Status Document
Joumay to Healing project - 2021 Fmnal report 4/04/2022
Earingr Manyal Projgct — Final raport JiH2arz022 Not started
Final raport A1/082022 Mot atarted
B morihreport 31082021
Joumney to Healing 2020 Maoorie Dudley Sam Final report 032021 m

The project calendar report displays all open calendar events.

Status Colours

The status colour is [no colaur] for calendar items which are not started and not overdue
The status colour is Green for calendar items which are complete

The status colour is for calendar items which are in progress and not overdue
The status colour is Red for calendar itemns which are overdue and not completed

1. Click on the link under ‘name’ to view the full project proposal.

2. Click on the pencil icon to edit the report. Click on the waste bin icon to delete the report from
the dashboard.

8.1.2 Projects in design dashboard

Lorien's projects in design
Show 25 entries
Days
until
Project Start End start Unresolved Design
1D T Title Date Date Status Location date Actions progress
2558 IRISH AID NUTRITION 1/05/2019  31/12/2024 Design: Sinoe 0 0 null
SENSITIVE WASH Tearfund
PROGRAM LIBERIA Initiate
4163 Food Security and Nutrition  15/11/2021 15/06/2022 Design: NULL 0 4] 100%
Project Tearfund
Review
4455 Partner Manual Project 1/01/2022 31/12/2022 Design: Niger 4] 0 |3 <=' :
Implementer
Draft
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The projects in design report displays all projects linked to a specific user that are in the design
phase. open calendar events. The dashboard displays the extent to which the project design process
has been completed.

1. Click on the link under ‘name’ to view the full project proposal.

2. Click on the pencil icon to edit the report. Click on the waste bin icon to delete the report from
the dashboard.

8.1.3 Projects in implementation dashboard

Projects in implementation - W v
Show s entries Search:
Project Number of
Project progress Output Number Number of Number of
Project _ progress (Output indicators of overdue Activity
[+] " Title (time) indicators) below target Stories reports updates
3017 Project for Centers for Nutritional and Ambulatory Recovery (CRENAM) Support m m 0 0 1 5
for CSis of Gaya Health
3636 SIM Galmi Hospital HIV Program [ % | 0 0 0 4
3776 Livelihoods Improvement and Income Generating for HIV/AIDS patients [ 100% ] 0 0 1 0
37 JEMED Holistic livelihoods improvement through appropriate knowledge extension “ 0 0 1 0
3828 Holistic livelihoods improvement through appropriate knowledge 2 BT £ 2 0 0 14
Tota B T 1 3 2
Showing 1 to 5 of 7 entries Previous - 2 Next

1. The projects in Implementation report displays the project title and percentage progress in terms
of time and output indicator updates. It also displays the number of indicators under target, overdue
reports, activities updated and stories attached.

2. Click on the pencil icon to edit the report. Click on the waste bin icon to delete the report from
the dashboard.

8.1.4 Projects to close dashboard

Projects to close ran B
Show 5 entries | | ’ Search:
Final Indicator
Project _ _ report Updated last Reach
[[s] IF Title Start Date End Date I Implementer status indi Region Country
253 ODES Capacity Strengthening Plan (first 6 11/04/2019 01/08/2019 ODES x 0/0 x x West Africa Mali
months) Region
2470 Systematic teaching program for the fight 01/11/2018 31/10/2018 La Ligue pourla Approved 13713 28/01/2020 v West Africa Ivory Coast
against HIV and child abuse in school and Lecture de la Region
church Bible
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The projects to close report shows the number of projects in the selected location that are past
their end date, and whether the reach has been updated, whether the final report is completed,
and other info that will be helpful in managing and closing projects well.

1. Click on the project ID number to be taken to the project.

2. Click on the pencil icon to edit the report. Click on the waste bin icon to delete the report from
the dashboard.
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9. Appendix
9.1 How to set Google Chrome as your default browser

If you make Chrome your default browser, any links you click will open automatically in Chrome.

If you don't have Google Chrome on your computer yet, first download and install Chrome.

9.1.1 Setting up Chrome for Windows 10

1. On your computer, click the Start menu .-

2. Click Settings ﬂ

3. Open your default apps:
Original version: Click System Default apps.

Creators Update: Click Apps Default apps.
4. At the bottom, under "Web browser," click your current browser (typically Microsoft Edge).

5. In the "Choose an app" window, click Google Chrome.

To easily open Chrome later, add a shortcut to your taskbar:
1. On your computer, open Chrome.
2. In the Windows taskbar at the bottom, right-click on Chrome.

3. Click Pin to taskbar.

9.1.2 Setting up Chrome for Windows 8 and below

1. On your computer, click the Start menu EI

2. Click Control Panel.

3. Click Programs Default Programs Set your default programs.
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https://support.google.com/chrome/answer/95346

4. On the left, select Google Chrome.
5. Click Set this program as default.

6. Click OK.

9.1.3 Setting up Chrome for Mac

1. On your computer, open Chrome

2. In the top right, click More E|

3. Click Settings.

4. In the "Default browser" section, click Make default.

(If you don't see the button, Google Chrome is already your default browser)

9.2. Troubleshooting
9.2.1 | cannot find indicators relating to my project’s theme.

Indicators are listed by theme.

In the project logic tab of Track, click on the ‘+" sign to add an indicator. Click on ‘theme’ then select
the required theme to view a drop list of indicator choices.

If the theme that you require is not listed, return to section 5 of the tags page ‘What is my theme?’
and select it. For more information on how to select a theme see user guide Section 4.2.5 ‘What is
the theme?’

9.3 Links and relationships in Track

The following visual aid shows some of the links and relationships between the different tabs in
Track.

The diagram starts in ‘design phase’ in the tags tab when a user chooses a target and continues

through adding project reach, creating and reviewing the project logic, to updating activities,
indicators and reach in ‘implementation phase’.
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Figure 15: Links and relationships in Track

Links and Relationships in Track
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