Tearfund

TRACK
Partner
User Guide




Contents

1. Introduction
1.1 Context
1.2 What are the Benefits of Track?
1.3 Tearfund Track Overview
1.3.1 Track Functions
1.3.2 Track Users
1.3.3 Track Admin Roles
1.4 System Support
1.4.1 Other Resources

2. How to access Track
2.1 How to Login as a Partner ‘Administrator’
2.2 Managing the Partner Environment
2.2.1 Create a New Member account
2.2.2 Manage Members
2.3 How to Login as a Partner ‘User’

3. System Navigation

3.1 Home Screen

3.2 Left Hand Navigation Panel

3.3 Process Bar

3.4 Other Symbols and Icons
3.4.1 Expand Box
3.4.2 Definition
3.4.3 User Notes
3.4.4 Delete
3.4.5 Change the System Language
3.4.6 Amend Settings
3.4.7 Logout
3.4.8 View / Hide the Left Hand Navigation Panel
3.4.9 Collaboration Button
3.4.10 Amendment Request
3.4.11 Add an Action
3.4.12 Activities List
3.4.13 Edit
3.4.14 Complete an Action

4. Design: Projects
4.1 Receiving a Project Proposal from Tearfund
4.1.1 Where does a proposal come from?
4.1.2 How to access a proposal

Partner TRACK User Guide V1 05.10.18 2

N O O o

10
11
11

12
12
13
13
15
16

18
18
18
19
19
19
20
20
21
21
22
22
23
23
24
24
25
25
26

27
28
28
28



4.1.3 Invite Tearfund?
4.2 Tags
4.2.1 Details
4.2.2 Summary
4.2.3 Implementer
4.2.4 Where is the work taking place?
4.2.5 What is the theme?
4.2.6. What is the global approach?
4.2.7 What is the approach?
4.2.8 What is the reason for the situation?
4.2.9 Target
4.2.10 Contribution to Tearfund Outcome
4.2.11 Sustainable Development Goals (SDGs)
4.3 Narrative
4.4 Collaboration
4.4.1 Sending a collaboration message
4.4.2 Receiving a Collaboration Message
4.4.3 Resolving Collaborations
4.5 Action Button
4.5.1 Add an Action
4.5.2 Unresolved Actions
4.5.3 Complete / Resolve an Action
4.6 Budget
4.7 Reach
4.7.1 Beneficiaries
4.7.2 Churches and Faith Groups
4.7.3 Individuals and Communities
4.7.4 Influencers
4.7.5 Organisations and Institutions
4.8 Project Logic
4.8.1 Add an Impact row
4.8.2 Add an Outcome row
4.8.3 Add an Output row
4.8.4 Custom Indicators
4.8.5 Edit a cell in Project Logic
4.8.6 Delete a cell / row in Project Logic
4.8.7 Add Activities to an Output
4.9 Reach Mapping

4.9.1 Select activities that will contribute to Direct Project Reach

4.9.2 Validate Logic
4.10 M&E Tracking
4.10.1 Creating the M&E Plan

Partner TRACK User Guide V1 05.10.18 3

29
30
32
32
33
33
35
36
37
37
38
41

42
43
44
45
46
47
48
49
50
51
52
53
54
57
58
59
61

62
66
72
74
74
79
80
81
87
92
92
96
99



4.11 Calendar
4.11.1 Add a Calendar Item
4.11.2 Update the Status of a Calendar Item
4.12 Summary
4.12.1 Export Summary
4.12.1.1 Export to PDF
4.12.1.2 Copy to Clipboard
4.12.1.3 Export to Word
4.12.1.4 Export Snapshot Version
4.12.2 Compare snapshot version of summary
4.13 Status
4.13.1 Status History
4.13.2 Move Status

5. Implementation: Projects

5.1 Amend a Project
5.1.1 Making an Amendment Request
5.1.2 Action an Amendment Request once it has been approved
5.1.3 View an Amendment Request

5.2 Update Activities, Indicators and Reach Count
5.2.1 Activity Updates
5.2.2 Edit / Delete an Activity Update
5.2.3 Output Indicator Updates
5.2.4 Custom Indicator Updates
5.2.5 Direct Reach Count Updates
5.2.6 Impact & Outcome Indicator Updates
5.2.7 Indirect Reach Count Updates

6. Offline App
6.1 Access the Offline App
6.1.1 Login
6.2 Download Project
6.2.1 View Project
6.2.2 Update Project Activities
6.2.3 Edit Activity
6.2.4 Synchronise Data
6.3 Logout
6.4 Check Activity Update has been registered in Track

7. Project Reporting
7.1 Create a Project Report
7.2 ‘Edit’ Tab
7.3 ‘Summary’ Tab
7.3.1 View Summary

Partner TRACK User Guide V1 05.10.18 4

101
102
103
103
104
104
105
105
106
106
107
108
109

110
110
110
111
113
113
114
116
116
119
122
127
129

130
131
131
133
134
135
140
141
141
143

147
148
149
154
154



7.3.2 Export to PDF. Copy to Clipboard
7.3.2.1 Export to PDF
7.3.2.2 Copy to Clipboard
7.4 ‘Status’ Tab
7.5 How to access the report at a later date
7.5.1 Access via the Calendar Tab
7.5.2 Access via the Left Hand Navigation Bar

8. Appendix
8.1 How to set Google Chrome as your default browser
8.1.1 Setting up Chrome for Windows 10
8.1.2 Setting up Chrome for Windows 8 and below
8.1.3 Setting up Chrome for Mac
8.2 How to download the Offline App onto your android phone or android tablet
8.3. Troubleshooting
8.3.1 | cannot see an activity in my Reach Mapping page
8.3.2 | cannot find indicators relating to my project’s theme.
8.4 Guidelines on How to use Downward Trend Indicators in Track
8.4.1 What is a Downward Trend Indicator?
8.4.2 Downward Trend Indicators in Track

8.4.3 Design Phase: How to create an Impact Row using a Downward Trend
Indicator

8.4.4 RAG Status for a Downward Trend Indicator
8.4.5 Implementation Phase: How to Update a Downward Trend Indicator
8.5 Links and Relationships in Track

Partner TRACK User Guide V1 05.10.18 5

155
155
155
156
158
158
159

160
161
161
161
162
162
163
163
164
164
164
164

165
168
169
169



1. Introduction

4 N

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?

\ﬂl users of Track /

1.1 Context

Tearfund Track is the new IT system that will enable users to track projects, programmes
and initiatives from the inception and design phase through to implementation and reporting.

Work started on designing and scoping out Track in late 2015 when there was a corporate
project to look at joining up Tearfund’s IT systems. We recognised that programmatic data
was collected and managed in multiple ways which was not making it easy to track our
projects or programmes. We wanted to know the impact we were having across the world, to
learn from our projects, to streamline reporting, and to provide a better IT solution 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, and
piloting and testing the concept and prototype with partners. Track is the result of this
process and is the first key component of this integration across all IT systems.

1.2 What are the Benefits of Track?

The key benefits of Track are that it will improve programme management and quality
through increased confidence in the evidence that we collect 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 will deliver:

e Visibility of strategy, project, programme and initiative data. Dashboards will provide
visibility of data so that users can see at a quick glance how well a project is doing, or
look across multiple programmes and initiatives. Track is accessible to staff across all
parts of Tearfund. Partners will also have their own dashboards so they can clearly
see their projects and how well they are doing.

e Consistent approach to capturing and assessing data across all of our projects,
programmes and initiatives. A lot of work has been done to look at the consistency of
how we tag the data against common categorises. This gives the opportunity to filter
and view similar data across all of our work. Track provides a menu of standard
indicators that Tearfund is encouraging users to use so that over time we will be able
to track progress across similar measures globally.

e Assurance of the quality of data. A number of data validation and approval points
have been built into the system. This will allow for better decision-making and
insights at all levels. It will enable Tearfund to maintain and grow income as reliable
evidence of impact can be used for communication and engagement.

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

1.3 Tearfund Track Overview

Tearfund Track is an IT system that is externally accessible to all Tearfund staff and partners.
It is designed to capture project proposals for all frontline work across Tearfund, to support
the monitoring and tracking of activities and indicators and to facilitate reporting against
these projects.

There are 3 different ways to access Tearfund Track (these can be thought of as 3 different
doors by which to enter the same house, with the house being Tearfund Track).
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Figure 2: The 3 different ways to access Tearfund Track
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e 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 The Offline App can be downloaded onto Android phones by both Tearfund Staff
and Partners. The Offline App allows the Project Indicators and Activities to be
downloaded so they can be updated offline and when internet connection is available
the tracking details will automatically be updated to the project.

1.3.1 Track Functions

Track is structured around the key stages of the project or programme cycle as this is at the
heart of how we design and manage projects, programmes and initiatives. It is important to
say that Track is a system which will enable users to capture their thinking and planning. It
will not do the thinking for you! The recommendation is that users do still spend time with
staff and partners to collaborate and plan together. Track can support users to think through
the logic on a project, it provides access to a set of standard indicators that are aligned with
industry standards, the Sustainable Development Goals and the Light Wheel; and it serves
as a tool for tracking and monitoring on-going performance of projects, programmes or
initiatives.

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 (PCM)

Track facilitates good project cycle management which is the process of planning and
managing projects and programmes. PCM is based around a project cycle, which ensures
that all aspects of projects are considered. It involves a set of planning tools which feed into
the logical framework (commonly known as a log frame). The process is important for project
success, sustainability and organisational learning. Track holds the tools eg. log frame to
ensure Tearfund and Partners do PCM effectively to ensure successful projects. Roots 5
provides guidance on the whole project cycle - and can be found here or on the Tearfund
Learn Hub.

Proposals (Design)

1. Create project proposals using the Micah Template, Tearfund Template (for Global
Advocacy & Influencing projects) or Donor Template (for Institutionally funded
projects)

2. Review, edit and approve project proposals

Monitoring (Implementation)

3. Create project diary events.

Amend project design and details during project implementation.

Update progress against activities and indicators off and online.

Upload documents against a project such as stories, evaluations and case studies.
Monitor progress of projects against Team/Country Strategies

No oA

Reporting (Evaluation)

8. All reports (eg 6 monthly, annual etc) will be initiated and completed in Track

9. Progress of projects can be tracked via customised dashboards and reports.

10. Pull out aggregated count for reports (e.g. beneficiary numbers, categories of groups
reached through Tearfund’s work).
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Searching

11. Reports, stories, research and evaluations can be searched
12. Search for information using different criteria in the system (such as theme, location,
cluster, approach, beneficiary groups).

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

Reporting
*  Anyone who creates reports *  Anyone who needs to
+  Anyone who views reports communicate stories about
+  Anyone who approves reports Tearfund work
*  Anyone who contributes to or =  Anyone who wants to see learning
advises on reports and evaluations of Tearfund work

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 Tearfund 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
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1.4 System 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 here or on the Tearfund
Learn Hub.
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2. How to access Track

/What will this chapter cover? \

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.

Who will find this chapter helpful?

wl 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.

- | & Secure | https partner.:earfund.mg<:|

1. Enter the url partner.tearfund.org into the Chrome browser
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TEARFUND

Tesirtund Log in

Log in.

Email L5
Password

Flamamber ma?

Loag in

2. Enter email address and password and click on Login

(Please note that if you have forgotten your password, you will have to email
tracksupport@tearfund.org to ask for it to be reset).

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.

Log in.

Email

Password

Remember me?

Log in

1. Login to the partner environment (partner.tearfund.org)
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TEARFUND

A

2. Under Admin In the left hand navigation menu select New Member

New Member

First name(s)

Surname <:| 3

Email

Role

User ¢<:| 5
Create <:| 6

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 setup 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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Admin role; Add new users to the system
Reset passwords
Delete users
Disable account

Lser: Update project data
Change status of project

o /

6. Click on Create

MNew Member Account

O MaE Do ¥ 3 e T ' . S ¥ o - <:
Plnasa Nobn This ¢ far & i, i . i i Co T e i E L

Cosate ancdbér marTibr Sccouf

7. 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.

Partner Porta

Admin

1. Under Admin in the left hand navigation menu select Manage Members
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Manage Members
Show | 10 s entries Search: <:| 2
Email i Role Disabled Action
fredsmith@gmail.com User :<:| 3 Resel Password
joebloggs@hotmail.com User 4 R_ﬁ&!_ﬂa.sﬁﬂwﬁ@ 5
Showing 1 to 3 of 3 entries ﬁ Previous - MNext
4

2. Type in the Search box to find a user (search via e-mail address)
3. Select if the user should be given Admin or User rights

4. Click here to disable the account if required.

(Please note that if a user account is disabled, the user will no longer have access to Track.
A new user account would have to be set up by either the Partner Administrator or the
Country Office link person).

5. Click here to reset password if required.
(Please note that once a password is reset, a user is prompted to enter a new password the
next time they try to enter Track).

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

2.3 How to Login as a Partner ‘User’

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

F‘t afinin-no -rephypdtearfund. ong
.

A rvw CCOuUnt Fom Doan cregbed TR 1Las e Taoy™ 1 Partre A . @ Folow 1he i Emiond 1 e 4 padiwond wissh will

Pleans Note: The ink w o AR active for 48 hours o 3 b B SElafE THLn Ciaans LRt v pcirTirislrpion 1o Tequsst o
regisiration armail

flagards
Tearfund

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

Set your password

Email

7=
=

Confirm passwond

Passwaord

Update <’

2. Add your email address and password

3. Click on Update

TEARFUND

Password Updated.

“Your password has been updated. Please click here to log IF<::|

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

TEARFUND

Tadrluing Lodg it

Log in.

Emal |

B G

FAormarnbar me?

Login

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

(Please note that if you have forgotten your password, you will have to ask your Track
Partner Administrator to reset it).
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3. System Navigation

~

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?
\_All users of Track 4

3.1 Home Screen

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

TEARFUND = Tearfund Track Partner Portal Hallo Lorien Fingh - & G
Hamea

Notifications >

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

TEARFUND

Home

Adrmin

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 Narrative  Budget Reach Logic ' Reach mapping MA&E Tracking Calendar  Summary Status
g g g f g g )

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.

Problems / issues to be addressed [ ] o 1 »
Projec! overview ;. >
Risk analysis | 1 ?
Stakeholder analysis o] - W >
{0

Click on the icon to expand the box and reveal the additional information.
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3.4.2 Definition
2]

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

Details LI

Title © <::|

Translated Training Manual Project (Design)

Type @ <:| What programme is this project attached to?

Project . None .

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.

Problems / issues to be addressed | (| « W >
Project overview o]/, <:| >
Risk analysis o] o W >
Stakeholdor analysis =) o 1 >

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

m

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® (o] o »
Outcome 1 6 o) o ‘:>ﬁ »
ODutcome 2@ o] o @ >

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.

@

L4 | o G

-
|™ Engiish
= >
ortuguess
Spanish
Franch »

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

1 *

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

U

| o L

Reset Password
Support

Liser Guidesa

Click on this icon to Reset a Password, to access a list of Support email addresses or to
view a selection of Track User Guides.

3.4.7 Logout
(=

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 = <:pr’rurd Track Partner Portal TEARFUND = <:|arfur'd Track Partner Portal
Horme
Ak Notifications Notifications
My Projects My Projects

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

3.4.9 Collaboration Button
9]

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. (For more
information on using the collaborator button see Section 4.4 ‘Collaboration’)
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3.4.10 Amendment Request

o
O
o

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

L

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 5.1 ‘Amend a

Project’).

3.4.11 Add an Action
Cl

This symbol allows Partner users to collaborate with Tearfund staff 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.

Summary (0] o <:|
Implementer @ (o] o <:|

Click on the icon to open a message box and add an Action. For more information on how to
add an Action see Section 4.5.1 ‘Add an Action’).
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3.4.12 Activities List

This symbol can be found in the Logic section of Track inside the Output row (see Logic tab
in the Process Bar).

Output 118 5] o

EW v
Statement Indicator tthe Q Risks and assumptions 7]
Farmirs have inpuls and knowladge mquined to Number of banaficianes trained
diversily crop production

Farmers ame abils (o use new sesds and knowledge
frodm training sessions

Click on the icon to add Activities to Outputs.

3.4.13 Edit

2 e

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

Staterment

Baraficares have fiputs @ \{::l

rquired ko darsdy oop

E Ll P

Activily IO Deseription Htart Dilm Erd Data

1] s hane wood /2011 MO0 @ # [ ]
243 [rstribute seeds 09/04/200 8 YOVTE 0 B & B

Click on the icon to edit
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3.4.14 Complete an Action

This symbol allows users to complete an action or a collaboration. It can be found inside an
Action List or inside the Collaboration Log next to each Action / Collaboration message.

Actions

Mo, 1L Created By Description Completad By Resolved By
17e 41h Mar 2019 Lorien Frark Flease add mone information hers s @

Collaboration Log

Ak

Filter by All
o L

4 o2 Narratives

Pleasa add more detail here

Lorlan Frank - Man, 4 Mar 19 0548 Q_ - <:I

Click on the icon to complete an Action or a Collaboration message.(For more information on
using the Resolve button see Section 4.4.3 ‘Resolving Collaborations’ or Section 4.5.3

‘Complete / Resolve an Action’).

Partner TRACK User Guide V1 05.10.18 26




4. Design: Projects

- N

What will this chapter cover?
This chapter explains how to enter a Micah proposal into Track, including the entering of the
project logic.

Who will find this chapter helpful?

\\Any 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 Micah template).

Figure 5: The steps for creating a proposal in Track
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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 4.13 ‘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

=

Dasign:
Tearfund
Initiate

4%

Design:
Implementer
Draft

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.
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TEARFUND =  Tearfund Track Partner Portal HelsLorenFren ™ O [

e S Notifications \_> »

My Projects »

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 2023 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. l&  Name Start Date End Date Status

2923 Partner translated screenshots project 01 Jan 2019 31 Dec 2019 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 it opens in the Tags page. At the top
of the page is the following display box:
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Invite Tearfund

Allow Tearfund to view and edit Yes Mo

A partner user with the ‘Admin’ role is able to allow or deny Tearfund Access.
e Access is managed at individual project level
If YES is selected, then Tearfund can access the project.
If NO is selected, then Tearfund are denied access to the project.
The default value for the checkbox is NO
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

\\cc]m plex /

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 ' Narrative /| Budget Reach ' Logic ' Reach mapping ' M&E Tracking = Calendar ' Summary = Status

This 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
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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. CCT) 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...

Project Tagging - How do we find the projects we are interasted in?

Within the DME system, projects are tagged in the following ways:

Project title and start and end date (time)

By type of project (project lype)

Project details (description of project objective)

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

By the location thal the work is being done {geography)

By the global approach taken by the project 1o address this issue (global approach)
By the approach taken by the project to address this issue (project approach)
By reason for response for the project {reason for response)

By the issue that the project is seeking (o address (theme)

By the categories of people that the project is working on (target groups)

By the Sustainabie Development Goals (SDGs)

By contribution to Tearfund outcome (Corporate oulcomes)

What country strategy objective does it relate to?

By the source of funding {funding)

By Quality standards (TBC)

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

The tags section is very long. Click periodically on Save at the bottom of the
screan to ensure that information is not lost
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Instructions

4.2.1 Details
Dotails 0 Exgand Al
Title € Srart Date @ End Dute §
Parinor Marual Project A Ay - 5 BT .

Typs @ W What progamme m this project
= wttsched ta?
Prrroct %

HLETE

Praject templaies O

A

{haynmr

Ricran ¥ao « Country Regressrtaiie

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

&=

1. In the Summary box, enter a short description of the project
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4.2.3 Implementer

This section will have been completed by the Tearfund Project Initiator and is not editable.

implementer @ (o) o 8
Type © Implementer Main
implementer
Partners v Partner Name
Manager
Manager name (2] Manager role

4.2.4 Where is the work taking place?

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

Whare is the work taking place? . | v

|::> Add a new location

Location

1. Click on Add a new location
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Whaere is the work taking pince? o] o W

Location

Reglonal grouping Selact 8 regior :

Country Selact & country :

Sub-national level 10 Select a sub-national level :

Sub-national level 2 @ Select a sub-national leval :

Community Name

Salact an ares

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

Add a naw location <:|

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

Partner TRACK User Guide V1 05.10.18 34



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 thema? p
2

- U

Conflict & Haaling Justice & rule of law Leadership
peacebuilding Non-viclant action Peacebuilding Youth

2]

Education Adult lteracy & numeracy Higher / Tertiary Primary

e Secondary Vocational

Environment

&

Renewable enengy

‘Waste management

Food Access 1o food and markats Nutrition including feeding Stable and resilient food
sacurity @ (Acceassibility) practices, food quality and systams [Stability)
safaty (Utiisation) Sustainable feod production
and supply (Avallabifity)
Health © Disahbility HIW Infectious dissasas
Maternal & child health
Livelihoods Access to financial services Access 1o inputs, services MNatural resource
(1] and infrastructure managemant/sustainability
Soclal and cultural norms
Meeting
basic needs
e

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

Edit Distribution
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Edit budget distribution

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

Food security WASH

50 ﬁ ) 50 [j %
Save

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

5. 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
i) Community Development
iif) Humanitarian Response

Global approach o 1

Advocacy &
influencing 1]

Community

development &

Humanitarian
response @

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
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4.2.7 What is the approach?

In order to complete this section we consider the question ‘HOW are we going to do the
work?’ or ‘Which methods or approaches will we be using to address the problem and
achieve the desired outcomes?

Approach (o] o ¥
< 3 2
Assistance modality Cash grants (congitional) = L Cash grants {unconditional)
2] In kind Value vouchers
. —
\\14 1
Campaigning and Influancing political dabate Long term centralised campalgns
lehbying @ Strategic relatonship bullding
Capacity building & Awareness ralsing Community transformation groups
support (1] Self help groups (savings groups) SGBV led community dialogues
|
ton < 4

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

2. Select the specific sub-approach(es) under each approach which best relate to the
project

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

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

4.2.8 What is the reason for the situation?

The tags chosen in this section are used by the Tearfund marketing team when they are
discussing Tearfund’s work with supporters.
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Reason for the situation (o] «

e

Climate changa/
Environmental
sustainability

Conflict

{4
Economic poverty
Epidemic

Human rights

Natural or climatic
disaster

Other

Trafficking/Safe
migration

1. Select the reason for response from the left hand column which best relate to the project

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

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

4.2.9 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 5 groups of Targets to choose from in the Tags page.
e Beneficiaries

Churches and Faith Groups

Individuals and Communities

Influencers

Organisations and Institutions

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
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type from the ‘Group’ AND the ‘Sub-group’ to represent exactly who will be counted as
activities are implemented.

Remember, it is important to select target types from both the 'Group” AND
‘Sub-group’ in order to be able to add and update Reach later in Track

Any reach that relates to people, eg. refugees, facilitators, inspired individuals, can later be
disaggregated by age, gender, disability.

Instructions

Benaficiaries © Beneficiaries J L

Influencers © Activists Delegates Faciltators
Key influencers Palitical decision makere

Organisations & Civil society groups Developrment actor Governments
Institutions @ Networks Partrers Poer agencies

Puliiic sphere Resource organisation
w04

1. Select the ‘Group’ type that the project is targeting from the left hand column

2. Select the ‘Sub-group’ types that the project is targeting (this is essential in order to be
able to update reach)

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

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 erder o aveid double counting
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Figure 7: Steps to avoid double counting #1

sTOP
| ’ savmanres | @ | S
g Which p b : are the " iciaries’ a
Tagging y Target? o || project beneficianes? W | meseholcs’, kmay be it

| 'o upsate project reach

S '®

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 securily for 400 Households. In the Tags [ Target screen the user may be
unsure whether to select ‘Beneficiares’ or 'Houssholds' 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 for reach data to be entered 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 ‘Mumber of people trained.

In this scenario, the user would need to choose 'Beneficiaries’ as a farget type

Scepario 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 NFs’

In this scenario, the user would need to choose ‘Households' as a target lype

If User 1 had chosen both ‘Beneficiaries’ (for the farmer training activity) and ‘Households' (whose food security is
to be improved), thera may have bean a risk of double counting when the activities were updated later in Track,

How to avoid @ double count 8t the Target’ stade
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 reach can be updated.
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4.2.10 Contribution to Tearfund Outcome

Tearfund’s outcomes describe the change we want to see as an organisation. All of our
projects, programmes and strategies should help us to achieve our outcomes.

Our outcomes are:

Churches envisioned: The church is envisioned, empowered and equipped to play its part
in transforming the poorest communities and changing society.

Communities transformed: The poorest communities are resilient to shocks and stresses,
working for peace and unity, and contributing to better futures for themselves and others.

Emergency needs met: Immediate needs are met when crises and natural disasters hit and
community structures and mechanisms are affected.

Society changed: Social, political, economic and environmental systems and policies work
for the poorest communities, ensuring access to basic needs, reduced inequality and
sustainable growth.

Churches envisioned

=

Communitios
transformed

Emargency
immediate needs mot

Society changed

Edit Distributicr <Jz

This section would have been completed by the Tearfund Project Initiator and is not editable.

Partner TRACK User Guide V1 05.10.18 41



4.2.11 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.

Sustainable Development Goals (SDGs) | o 10: Recucad

lrvsguabities

11: Susininable cities

1: Mo paverty and communities

2: Zaro hungor 12: Reaponsible
consumpiion and
production

3: Good health and
will- bwing

d: Quality esducation <:>

§: Qendar equality

13: Climato action

14d: Lite bolow walor

15: Lite on land

: Clean water and

sanitation 18: Poace, justice
and strong
Inntitutlons

T: Affordable and

clann anargy
17: Partnerships for
the goals

B: Decont work mnd

sconomic growth
MNone

0: Incustry,
Innovation and
Infrastructure

1. Select the SDG(s) which the project will contribute to
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Save Save and Continue <j

2. When the Tags section is complete, click on Save and Continue to move to the Strategy
Links section.

4.3 Narrative

U

Tags = Narrative  Budget ' Reach ' Logic ' Reach mapping ' 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 Micah
proposal template. Further instructions on the Donor template will follow.

The Marrative section is very long. Click periodically on Save at the bottom of
the screen to ensure that information is not lost

-

Instructions
Problems / issues to be addressed || o - > <:
Project overview (o) « 1 >
Risk analysis (0] o - >
Stakeholder analysis 0| o W >
Impact and sustainability g M >
Local church (0] o W >
Project management and learning (o) o ¥ >
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1. Click on the drop arrow next to each section to open the editable box.

Problems / issues to be addressed (1] o

Description

MICAH

« What specific problem{s) and opportunity(s) will the pmoject 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?

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

« Why have you chosen to address these problems?

Narrative

P B U = Helvatica Neus = A~ B B = [ - o @ - % ehl @

(=

2. The example above is for the Problem to be addressed section but all the sections can
be completed in the same way. Use the bullet pointed Micah template guidelines to add
Narrative. The yellow buttons allow for text to be edited and tables, images or video links to
be inserted.

Save orel Contrue

3. When the narrative screen is complete, click on Save and Continue to move to the next
screen.

4.4 Collaboration

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 cannot be used for collaboration between Tearfund and Partner staff.
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4.4.1 Sending a collaboration message

Sem

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

<:|2

No Messages.

= e

2. Start typing a name and select the relevant email address
3. Type the collaboration message

4. 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 more information hame

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

o

This is called an “unresolved collaboration”.
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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.

1 [ »Partner Portal - New Collaboration Message inbox x

affinis-no-reply@tearfund.org

tome -

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)

U

Tagn drpiscy Links Mirritiva Ehuachpind Hiaso |

Problems / Issues to be addressed 1) <:|

5. Click on the collaboration message to view/action the collaboration message.
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uld you add mone iInformation Hens

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

Select Edit to edit the original collaboration message

Select Delete to remove the collaboration message from Track

Select Resolve if the action has been completed

4.4.3 Resolving Collaborations

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

Thera's a collaboration message to be resolved,

Cancal OK

If there are unresolved collaborations, a tab entitled Collaboration Log will appear in the left
hand navigation bar under Projects.

Coliaboration Log

TEARFUND

Filter by Unresolved :
Home i gm Area
<,_,_| i Marratives
Collaboration Log

Unresolved Actions

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

Collaboration Log

Filter by Unreaohed .
| Arpa
Plaase could you add moma information hare
Lerisn Frank - Tue, T Auvg 18 10:53

i

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

o« e

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 Action Button

This symbol can be seen next to the title of each section in Track. It facilitates collaboration
by allowing comments to be sent between Tearfund staff and Partner staff who are working
within the same document.
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4.5.1 Add an Action

Either a Tearfund user or a Partner user can add a new Action.

=

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

Actions

N, Greated By Duacription ‘Compiated By Resakved

Showing 0 to 0 of 0 ertries

(=

By

T

2. Type a message in the box, then click on Add Action

Dascription Complated By Rasotved

By

Add acton

Project overview

1-<1:

3. The message has been added to the Action List and is now visible as a (1) in the

relevant section.

Email notifications are not sent after an Action has been created. When the proposal next
changes status (ie. from Implementer Draft to Tearfund Review or vice versa), users should
check the Unresolved Actions tab on the left hand navigation panel to check for Action

messages.
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4.5.2 Unresolved Actions

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

Warning

Thera's & action to be resolved

Cancal OK

A section entitled Unresolved Actions is located in the left hand navigation bar under
Projects.

TEARFUND
Home
Collaboration Log

Unresolved Actions <:

Admin

1. Click on Unresolved Actions to open a new window showing the Action messages

Unresolved Actions

Show & + entries Search;

No. Area Creatad By Description Complated By

256 Terms of Reference 12th Apr 2018 Lorien Frank Please add mare information here [:> Qv

2. Click on the Search icon for Track to search for the task. The screen will refresh and the
user will be taken to the area in which the Action message was written.

Terms Of Reference @ (0] | 1 <:|

3. Locate and then complete the Action.
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4.5.3 Complete / Resolve an Action

Once an action has been completed, this should be registered in Track.

Terms Of Reference @ (o] 1 <:|

1. Find the relevant action and click on the icon to open the Action list.

Unresolved Actions

Show 5 3+ entries Search

No. Area Created By Description Completed By

256 Terms of Reference 12th Apr 2018 Lorien Frank Please add more information here |:>-f

2. Click on the Tick icon to set the task as Complete. This will automatically enter a user
name and completion date.

Unresolved Actions

Show | & & ‘entries Search:

No. 12 Area Created By Description Completed By

258 Terms of Reference 12th Apr 2019 Lorien Frank Please add more information here 12th Apr 2019 Lotien Frank :>l ®

3. Either click on the ‘x’ icon to cancel the last action or click on the ‘tick’ icon to set the task
as Resolved.

affinissandpit.tearfund.org says

re you want to resolve action number: 57
::ﬁ" 2 m

4. A pop up box will open asking if the user is sure they want to resolve the task. Click on OK
to resolve the task, then click on the close icon (x) in the top right corner to close the Task
List box.

ArE VoLl 8
2 YyOU SU

The Unresolved Actons box (which can be accessed from the left hand navigation panel)
should now be empty.
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4.6 Budget

[

N

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

This section is not intended to manage the budget of the project or programme. This section
is intended to only record the proposed budget at the time of the setup of the proposal.
Budget tracking is not available in Track. A link to the actual project budget document should
be added.

Total Budgat Amount [} Budget version dato

0.00 <:| 1 16/02/2018 <::| o ddimmiyyyy =

UAL Link ta Financial Summary spreadshest

3

1. Enter the project budget
2. Enter the date

3. Add a URL link to another financial spreadsheet

Financinl Summary ©| o W
Narrative
- B U » Havetics Neus = A R g i e [ - X o 7
The amount that you e requesting from the Supporting Partnor, with details of other contributions as set out in the tatée below.
Activity Yoor Wear 1 (€] Yoar 2 () Yoar 3 (€)

e 5[
Second supporting partner: (state name) It applicable / add further lines if needed) <:| G
B[ yremm

Local and other income ?
4. Edit the box by entering the name of the organisation that will provide financial support
5. Enter the annual breakdown of the budget requested

6. If the project will be financially supported by more than one partner, add these details in
the additional columns.

7. Add details about local or other income sources.

8. Manually enter the total budget per year
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Save and Continue <:]

9. When the budget screen is complete, click on Save and Continue to move to the next
screen

4.7 Reach

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

lags = Narrative ' Budget Reach Logic Reach mapping ' 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,
organisations etc..

Why does Tearfund need reach data and how is the data used?
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.
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There are 5 groups of Targets to choose from in the Tags page.
e Beneficiaries

Churches and Faith Groups

Individuals and Communities

Influencers

Organisations and Institutions

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

Remember to select target types from both the 'Group’ AND 'Sub-groups’ in
the Target section of the Tags tab.

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

4.7.1 Beneficiaries

¥ Beneficiaries © 100 % + Beneficiaries

If Beneficiaries was selected in the Target section of the Tags tab, reach data will be
entered into any of the following tabs:

(Note: In the Micah template, it is only possible to choose ‘Beneficiaries’ as a ‘sub-group’

target type. In the Donor template there are a number of additional ‘sub-group’ types from
which to choose, as can be seen in the screenshot below)

Her many Berabcanes! <: 1

Yoar Number directly affected & Nurmber indirectly affected ©

12018 - 2020) 5 <:> . -<:’ 3

2

1. Select the relevant tab

2. Add the number of direct and indirect beneficiaries
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3. Add narrative if required

A_‘Jhat 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
Q‘I maore remote ways 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 theater 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 % 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 alse 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 beneficiaries. The total number of indirect beneficiaries for this project is 5800. 800

people were reached indirectly through the 200 women (200 HHs % 4) plus the 5,000 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:
(https://views-voices.oxfam.org.uk/2016/10/real-geek-measuring-indirect-beneficiaries-attem
pting-to-square-the-circle) for thinking about indirect beneficiaries in advocacy projects.
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4 N

Beneficiary Disaggregation

There are three settings for beneficiary disaggregation in Track
1) Two age groups
2)  Six age groups
3) Two age groups, disability considered

o /

Beneficiary disaggregation @

Benaficiary setting

Two &ge groups $<:| 4 6

Direct 5 Indirect % @

Fomale Under 18 yoors old o <:> o 0%

Male Under 18 years old | o 0%
Female 18 years old and over g o 0%
Male 18 years old and over 4] 4] 0%

Total 7 |::‘} 0 0

4. Select the relevant setting for beneficiary disaggregation

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

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

6. The % column will automatically update

7. The total column will automatically update. Please check the total column is correct
before moving on!

The total number of beneficiaries in the disaggregated table MUST match the
total number of beneficiaries entered in Step 2 otherwise it will not be possible
to change screen.
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Beneficiaries by location

Location Direct Indirect
Liberia . . <:|
[4] ) 8

Benaficiaries by theme
Thismae Direct Indirect

Food
BECUrity

0 m

<:|9

WASH

8. 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 2 otherwise it will not be possible to
change screen.

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

Sava  Save and Continue €

10. Click on Save before moving to add data to the next Reach tab or click on Save and
Continue to move to the next Track tab which is Logic.

4.7.2 Churches and Faith Groups

¥ Churches & Faith 100.0 % # Christian societies ¢ Denominations
Groups © ¢ Local churches ¢ Thoological educators

If Churches and Faith Groups was selected in the Target section of the Tags tab, reach
data will be entered into any of the following tabs.

(The same information is displayed on each tab)
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1 I:> How many Local churches? How many Christian societles? How many Faith groups? How many Theslogica! educators?
Year Target

{ (2018 - 2020) o <: 2 -<: 3
X

1. Select the relevant tab
2. Add the number of targets in each ‘subgroup’ that the project will reach
3. Add narrative if required

4. Click on Next to add data to the next Reach tab

Sava Snve and Continua %,

5. Click on Save and Continue to move to the next Track tab

4.7.3 Individuals and Communities

¢ Individuals & 100.0 % ¢ Households ¢ Inspired Individuals

communitios © ¢ Trainers ¢ Volunteers

If Individuals and Communities was selected in the Target section of the Tags tab, reach
data will be entered into any of the following tabs.

(The same information is displayed on each tab).

1 I:> How many Local Communities? How many Inspered individuals? How many Tranors? How many Househoios?

Year Target

,-,\<:|2 -<:|3

1 {2019 - 2020)

X

1. Select the relevant tab

2. Add the number of targets in each ‘subgroup’ that the project will reach.
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3. Add narrative if required

Save Save and Continua %,

4. Click on Save before moving to add data to the next Reach tab or click on Save and
Continue to move to the next Track tab

4.7 .4 Influencers

¢ |Influencers © 100.0 % + Actvists « Delogates
« Key influencers # Political decision makers

If Influencers was selected in the Target section of the Tags screen, reach data will be
entered into any of the following tabs.

(The same information is displayed on each tab except the ‘Delegates’ tab which will be
shown in more detail below)

1 I:> How many Key influencars? How many Activists? How many Political decision makers? How many Facilitators?

Year Target

1 2019 - 2020) . <:| 2 - <:| 3

1. Select the relevant tab
2. Add the number of targets in each ‘subgroup’ that the project will reach.
3. Add narrative if required

If ‘Delegates’ was chosen as a ‘subgroup’ target type the following additional information
should be added to the reach tab.

Yaar NHumbaer dirocty affocted (7] Number indiroctly affected ¥
1 @018 - 2020 = <:> a - <:' 5

4. Add the number of direct and indirect beneficiaries

5. Add narrative if required
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4 N

Beneficiary Disaggregation

There are three settings for beneficiary disaggregation in Track
1)  Two age groups
2}  Six age groups
3)  Two age groups, disability considered

o /

Beneficiary disaggregation @
Benoficiary satting
8
Two age groups ' <:|E
Direct T _ indirect % @
Female Under 18 yoars old 0 <:> i 0%
Male Under 18 years old o a 0%
Femnale 18 years old and over 0 0%
Male 1B years old and over 0 a 0%
Total 9 |:> o o

6. Select the relevant setting for beneficiary disaggregation

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

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

8. The % column will automatically update

9. The total column will automatically update. Please check the total column is correct
before moving on!

The total number of beneficiaries in the disaggregated table MUST match the
total number of beneficiaries entered in Step 2 otherwise it will not be possible
to change screen.
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Beneficiaries by location @

Location Diract Indiract

Liberia a <:> o
10

Total o o

Beneficiaries by theme e

Theme Diract Indirnct
Food security o 0
WASH 0 : 1 : a
ot ] (]

10. 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 2 otherwise it will not be possible to

change screen,

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

Sava  Save and Continue <::

12. Click on Save before moving to add data to the next Reach tab or click on Save and
Continue to move to the next Track tab

4.7.5 Organisations and Institutions

¢ Organisations & 100 % # Civil society groups ¢ Development actor
Institutions © ¥ Networks ¢ Partners
# Public sphere ¥ Resource organisation

If Organisations and Institutions was selected in the Target section of the Tagging tab,
reach data will be entered into any of the following tabs.

(The same information is displayed on each tab)
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1 |:> How many Parinars? fow many Fesource organsations? How rmary Civil sociaty groups? How many Networka? How many Peer agancees?

Yoar Target

1 (2019 - 20201 0 <:| 2 -<:| 3
e G

1. Select the relevant tab
2. Add the number of targets in each ‘subgroup’ that the project will reach.

3. Add narrative if required

Sava Snve and Continua <

4. Click on Save before moving to add data to the next Reach tab or click on Save and
Continue to move to the next Track tab

4.8 Project Logic

]

Tags = Narrative | Budget Reach Logic ' Reach mapping M&E Tracking Calendar ' Summary ' Status

Project Logic Terminology

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

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

it} 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 contral
of the project/programme. The change should be directly related to the oulputs of the
programme/project(intervention.

Quiput;

The specific, direct deliverables of the project which are relevant to the achievemeant of the outcome.

Activities:
An aclion or process designed to lurn resources inlo producls or services delivered Lo larget
beneficiaries,

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

ualitative Indi I
Measures the how or why and can take the form of observations, interviews and focus groups, stories, films
atc,.

Mumerically measures how many, how much or how often and is expressed as a number or 85 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 influgnce the ability to achieve the desired results.

M { 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.

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

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-reso

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

Tearfund has historically used a great number of indicators and so it has been difficult to
measure specific things at a corporate level.

In order to ensure a consistent approach to capturing and assessing data across all of
Tearfund’s projects, programmes and initiatives, a menu of standard indicators has been
designed. Users are encouraged to select from this common set of indicators so that over
time Tearfund will be able to track progress across similar measures globally. This has been
done by a number of other International NGOs and is seen as best practice.

A set of 8 output, 8 outcome and 3 impact indicators have been provided for each theme. It
is now a mandatory requirement for users to choose at least three of these indicators for
their projects.

e 1 output indicator (# of people directly reached by that theme)

e 1 output indicator (user choice)

e 1 outcome indicator

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 4.8.4 ‘Custom Indicators’.

Over time Tearfund will be analysing the data and reviewing which indicators are being used
and continuing to refine the database.
Which Indicator to Choose?
e Thematic indicator: enables the user to measure/count one thing, eg. no of people
trained

e Custom indicator: for when a thematic indicator does not fit

The following diagram is provided to help users start to think about which indicators they
would like to choose for the Project Logic.
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Figure 8: Which Indicator?

Choosing a thematic indicator enables the user to
‘Theme’ in Tagging Page measure/count ‘one thing', eg. no of people trained
- Link to WASH, Education, Food Custom Indicator
security etc.. A database of approved thematic indicators is being
entered into track

Create a custom indicator when the thematic indicators
don't fit.

First, ask why you can't find an indicator? Does your
Custom Indicator project fit within the corporate/country/team strategy?

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

Count Types

When selecting ad writing our indicators, it is important to think about who/what is being
counted. In order for Track to automatically update how many people you have reached, it is
important that you set at least one indicator per each target group that you selected in the
tagging screen.

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

e Target: beneficiaries

e Indicator: number of people trained

e 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 communities with improved access to water

e Count type: communities
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 will of course 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’.

Please note that a custom count type which does not match a target type in the Tags page,
will only update the indicator. It will not update the reach total.
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Tearfund Recommendations

When constructing the Project Logic, the following rules apply:

e 1 Impact statement and 1 impact indicator

e Max 3 outcome statements with 1 indicator each

e Max 6 -10 output statements (with 6 being best practice and more than 6 needing to

be questioned) with max 3 output indicators each

The following diagram shows how to structure a Project Logic.

Figure 9: Tearfund Recommendations for creating Project Logic

— 1x mm] with 1 x [ indicator
Stalement | with 1x [ indicalor
. : !
QOutcome ‘ Max. 3 x | Statement | with 1 x [ indicatar
== Statement | with 1 x [ indicator
S | with 3x | Indicator || Indicator || Indicator
; Sistarmant | with 3 x Indicator | Imndicatar | Indicator
Max, 6 x ]
LR Statement | with3 x | Indicator || indicator || Indicator
Statement | with 3 x [ indicator || indicator || indicator
 gsamant: | with3x [ Indicatar || Indicator || Indicator
Statement | with 3 x [ indicator || Indicator || indicator |
Instructions

4.8.1 Add an Impact row

which provides more information on ‘Defining your Project Impact’.
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Impact® (o] o

Staterment Iindicator title ©

Means of verification

1. Click in the box to open the Impact statement box.

Edit Statemant

Stotomant

(=

|:>s.m Ganosl

2. Type the Impact statement in the box and click on Save

Impact@ (o] o

Statement

Indicator title ©

Means of verification

3. Click on the ‘4’ symbol to add an indicator

New Impact Indicator

Indjcatars Dt ails Basalina

Choose from the menu of themalic or strategic indicalors

Theme :41

nasEator milestonss
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4. Click on Theme to open the thematic indicator database

New Impact Indicator

Indicatons [yt aiig Bazalirme Irclicator milastonos

Chooss from the manu of thamatic or strategic indicalors Q

€

Themea

WASH

New Impact Indicator

Indicatomn Datmils Basallina ndicator milaator

Choose from the menu of thematic or stralegic Indicators 0

<

Food security

% of children aged & - 58 montha with a wesght for hesght < =2 2 scoros (Endfor bilotoml

oedema) "
% of children aged & - 52 months with a haight for age < -2 Z scores w
% of housahoids that increassd their income as a result of the provided assstance W <:
¥ of nousaholds showing inCroased adaplive capacity w

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

indicator choices.
(If the theme that you require is not listed, return to Section 4.2.5 ‘What is the theme?’ on the

Tagging page and select it).
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New Impact Indicator

Indicstors Crataim Bassling Indicator miostonos

Choose from the menu of thematic or strategic indicalors

assistance

Frosm:

« Tagged Thema on prosect

|::>uumm Back

7]

% of households that increased thelr income as a result of the provided

6. Click on use indicator

New Impact Indicator
Ingicators Datails Basaline Indicator milgstonos

Indicator title: % ol housaholds that increased their income as a result of the provided
assistance

Type: Quantitative

Counted as percent?: Yes

Description
<= 7
Means of varification

=

Theme

Food security

= -

7. Add a description of the indicator.

(In time, each indicator in the database will be matched with a description and this field will

be automatically populated)

8. 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:
Household surveys

Key documents

Official statistics

Attendance lists
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9. Click on Next

New Impact Indicator

Indscatons Dotails Basaline Indicator milestones

Indicator Htle: % of households that increased thelr income as a result of the provided
assstance
Type: Cuantitative

Counted as percent?: Yes

Baseline date Basaline value &

da/mmiyyyy <:’ 10 <:| 1

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

15 e-s<::|12

13::m

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 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).

e When a project is on target the indicator status will be Green.

* \When a project is off target (ie. activities are delayed or insufficient
targets have been reached, according to the milestones), the
indicator status will change to Amber.

* Instep 12, the question “At what percentage below the target
should the status tum 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

New Impact Indicator

Indicators Details Baseline Indicator milestonas

Indicator titha: % of households thal increased their income as a result of the provided

assstance
Type: Ouantitative

Countad as parcent?: Yes

Baseline date Baseline value
01012018 0
Date Value

14. Click on New Target Milestone to add milestones
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Date Value

da/mmdyyyy - '<:|r>
o

1?|:>Sava

15. Add the milestone date and value

16. Add additional milestones if required

(The milestone values will not be seen in this page but will be displayed later in the M&E

Tracking tab).

o/hﬂjl ne val in Track do n Ll

Regardless of how many target milestones are set during the project, the
final milestone for the end of the project MUST be the total number to be
reached. For example in a project aiming to reach 400 beneficiaries the

milestones could look like this:

Baseline value 01.01.2018 0

3 months milestone value 31.03.2018 100

& months milestone 30.06.2018 200
\Final milestone value 3122018 400

~

/

17. Click on Save to return to the Project Logic tab and view the completed ‘Impact

Statement’ row of the Project Logic

4 .8.2 Add an Outcome row

which provides more information on ‘Defining your Project Outcomes’.

+ New Outcome @ <:|

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning video

1. In order to complete the Outcome row of the Project Logic, click on New Outcome
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New Oulcome

Statemeant

N

Risks and assumptions

(=

|:>Smla Caneed

2. Type the Outcome statement in the box

3. Add the Risks and Assumptions related to the Outcome

4. Click on Save

Outcome 1@ [¢] o ]
Statement Indicator titie © + 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.

6. Additional Outcome Statements can be added if required by clicking on the ‘+ New
Outcome’ button
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4.8.3 Add an Output row

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning video
which provides more information on ‘Defining your Project Outputs’.

=
<

Outcome 1@ (o] ©

Statement Indicator title © + Means of verification Risks and assumptions @

Farmers have increased their % of farmers reporting an Household Survey Farmers are able 1o use new
agricultural preduction increase in their agricultural sesds and knowledge from

production as a result of the training sessions
provided assistance
+ viow Gupt 0 <1

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.

2. Additional Output Statements can be added if required by clicking on the ‘+ New Output’
button

4 .8.4 Custom Indicators

In order to ensure a consistent approach to capturing and assessing data across all of
Tearfund’s projects, programmes and initiatives, a database of thematic indicators has been
designed. Users are encouraged to select indicators from this database so that, over time,
Tearfund will be able to track progress across similar measures globally.

Of course 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 Oris there 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.
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Instructions

Outcome 2@ (0] o
Statement Indicator title @ +
Beneficiaries have improved ﬁ
access to clean and safe water

Means of verification Risks and assumptions @

Beneficiaries use the water
points provided

=
<

1. Click on the ‘+’ symbol to add an indicator

New QOutcome Indicator

Indicatons Details Basatina Indicator milestones
Chpesa from the meny of thematie or strategie indeatos 11
G P
Theme

New Outcome Indicator

Indicators Deatalis Basaiing Indicator milestones

Choosa from the manu of thamatic or stralegic ndaotors

<

Theme

WASH

Foood sacurfty <:’ 2b

2. Click on Theme to open the indicator database, then select the relevant Theme

New Outcome Indicator

Indicators Jetnils Bamning nicalar milesiones
Ghoose from the menu of (hematic or sirabeges indicstons 7]
i
Food security

ot oumabaios with aonoptabtis Food Corsamplinn Sonm Hoosanio o

¥ of women of mproguctive pge (15 - 43 yaams) who me foods from < 5 food groups
the previous day of night (Baneliciaries)

% of chikiren B-23 months of age who ecaived & Minimam Acooptabla (wat tha
presious deny and night

H of indams ol kes than 6 rmonths of age who recelved onby braass milk durng the
PrRNIOUS © it

s

3 of househalds mparting an inchease n ther oome a8 a fresull of weing ths
promated marketing practices (Househoids]

o ol hodtsahs

W} afY increase N S agricufiual production 85 @ mselt ol
Housenoids)

the prowide:

7ol housabaids producing higher valus products bassd on market damard
[Hotmanalos)

¥ of housohaolds wha fallew the promoied agronormic practices) (Houssholds)
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3. Click on ‘Create Custom Indicator’

New Qutcome Indicator

Indicatomns Delalis Baselira Indicaior milestones

Indicator tithe

(e

Type Ouantitative = Qualitative o <:’ 5
e o &l °

Counied as percent? Yes
Description

<::|?

Moans of verification

(s
mm<::|9

Count type

Salect a count typa
Cugtom count type 10

11|:Dm

4. Enter the title of the custom indicator.

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

6. Select whether the indicator will be counted as a percentage (%)

7. Add a description of the indicator

8. Add the means of verification

9. Select the theme to which the indicator should belong

10. Select a standard count type or create a custom count type
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Gstum indicators reguire 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 farget 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,

A custom count type which does not match a target type in the Tags page,
Qﬂ only be used to update the indicator. It cannot be used to update reachj

If a custom indicator has been entered that relates to ‘beneficiaries’ and it is
counted as a percentage (%), then the user must leave the 'Count Type'
section blank. This is because the beneficiary settings are disaggregated
and the data cannot be used for a percentage (%) indicator,

11. Click on Next when the indicator is complete

New Outcome Indicator

Indicators Datais Basaling Indicator milestones

Indicator title: % of benaficares using an Improved dnnking water source less than

30 minules or Thm dway
Typi; Cuantilotive
Counted as percent?; Yes

Baseline date Baseline value @

sy ] 12 {1

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

is s~<:l 14
e - |

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

13. Add the baseline value for this indicator

14. 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 o it.

RAG = R (red), A (amber), G (green)
Once the project is in Implementation status and activities are carried out and

updated against an indicator, Track will automatically inform the user if the the
indicator is '"On Track’' (G: green), ‘Delayed’ (A: amber) or ‘Late’ (R: red).

In Step 12, the user is given the option to choose at which percentage below

Qrget the Red status is shown. /

15. Click on Next

New Outcome Indicator

Indicators Detalis Base<ing Incicator milestones

indicator tithe: 3 of beneficiares using an improved drinking water source lass than
30 minutes or Tkm away

Type: Quantilatve

Counted as percant?; Yos
Baseline date Baseline valua
01012019 0
Date Vilue

16. Click on New Target Milestone to add milestones

Date Value
17

dd/mmyyyy + T <:> [
1

17. Add the milestone date and value

18. Add additional milestones if required
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(The milestone values will not be seen in this page but will be displayed later in the M&E
Tracking tab).

/h.-'l]lgg!one valugs in Track do not accumulate. \

Regardless of how many target milastones ara set during the project, the
final milestone for the end of the project MUST be the total number to be
reached. For example in a project aiming to reach 400 beneficiaries the
milestones could look like this:

Baseline value 01.01.2018 0
3 months milestone value 31.03.2018 100
& months milestone 30.06.2018 200

\Final milestons value 3122018 400 /

19. Click on Save to return to the Project Logic tab and view the completed row of the
Project Logic

4.8.5 Edit a cell in Project Logic

a
Outcome 1@ (o] o m v
Statement Indicator title @ + Means of verification Risks and assumptions ©
Farmers have increased thei a‘<:|% 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

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.
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4.8.6 Delete a cell / row in Project Logic

The Track Project Logic is constructed in such a way that there is a hierarchy of information h
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 associated with it. Similarly, it is not possible to
delete an Cutput if there are Activities attached to it.

The user should start with the lowest statement entered into the Project Logic. In the case of an
Impact / Cutcome row, first the indicator should be deleted, then the entire statement row can
be deleted. In the case of an Qutput row, first the Activities should be deleled, then the Indicalor
and finally the statement row.

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

The following screenshot is provided as an example of the order in which the user would
delete information from the Project Logic section.

Outcome 1@ (o] o 2 |::>ﬁ v

Statement Indicator title © 4 Means of verification Risks and assumptions ©
Farmers have increased their % of farmers reporting & & ﬁ<:| 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

Impact® (o] o

Statement Indicator titie @ + Means of verification
Farmers in Gbarpolu County % of beneficiaries that it & i<::| 3 senold 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
(Itis not possible to delete the Impact Statement once it has been entered).
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i Y N

I the user has gone so far as to add Activities to Oulpul Statements, the order in
which items should be deleted is:

1) Activities
2} Output Indicator
3} Output Row

4)  Outcome Indicator
5) Outcome Row
&) Impact Indicator

- /

4.8.7 Add Activities to an Output

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning 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.

i
Sh
<

Output1.1@ (1] o |:>

Statement Indicator titie @ + Means of verification Risks and assumptions @
Farmers have inputs and Number of beneficiaries trained Training attendance lists Farmers are able to use new
knowledge required to diversify seeds and knowledge from
crop production Number of benaficiarias 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 3 entries Filtes:

Showing 0 to 0 of 0 entries Pravious - Mext

+Gm.dhﬁy-
i

2. Click on Create activity

Create activity

Details Indicators Tags

Output statement Farmers have inputs and knowledge required 10 diversity crop production

Start Date 3 End Date

Description

=P

Status

dd/mmAyyy dd/mm/yyyy -

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

Partner TRACK User Guide V1 05.10.18 82



Create activity

Dastaits Indicators Tags

Output statement Farmers have Inputs and knowledge required to diversify crop production
Activity description Conduct training of farmers in sustainable agricultural practices

Start Date D1/03/2019 End Date 21/03/2019

Which indicators should the activity link to?

Salect an Indicator

+ Add indicater link

(=

7. Decide if the activity should be linked to an indicator (see Example in the box on page 87

below).

(For example, if your output indicator is ‘the number of beneficiaries trained’ and your activity
is to ‘train beneficiaries’ it is important to link them so that when you are in project

implementation, updating activities will automatically update your output indicators).

Which indicators should the activity link to?

» Selact an indicator
Number of beneficiaries trained
Number of beneficiaries that have received new sead types

None
———

8. If yes, select the indicator to which it should be linked.

Which indicators should the activity link o?

| Number of beneficianes trained

a
B

=3

9. It is possible to link the activity to another indicator. To do this, click on Add indicator link

10. Click on Next
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Create activity

Dretaiis Indicators Tags

Dutput statement Farmars have inputs and knowledge required o diversify crop production
Activity description Conduct training of farmers in sustainable agriculiural practices

Start Date 01032019 End Date 31/03/2018

What does this activity contribute 107

Approach v

Capacity Awarangss
building FSING

&
support
e

Azsistance In kind
modality

Theme W

Faod
sscurity

[4]
e

11. Select the Approach and Theme that the activity contributes to

(The tags available here are driven by what was selected in the Tagging screen. If only one
theme was selected, the theme section won't appear in the Create activity box since there
isn't anything for the user to choose between. The activity is automatically tagged against the
one theme selected).

12. Click on Save to return to the Activity box
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Output 1.1 Activities

| 5o

Show | 10 5 entries
Activity
D Description
808 Purchase seeds
808 Distribute Seeds
910 Conduct training of farmers in sustainable agricultural
practices

Showing 1 10 3 of 3 entries

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

Filter:

Start
Date

/ozeme

01/03/2018

01/0372019

End
Date

28/M2/2019

31/0372018

31/03/2018

p
rd

ra

|
&

&

Previous - Next

<:|13

LI

13. Use these icons to edit or delete the activity if required

14. Click on Create activity to add more activities to the output

15. Click on Close when all activities have been added

S -

16. Once all the Project Logic information has been entered, click on Continue to save and

move to the next tab

17. It is possible that an automated warning message will appear at this point.

In the example below, the user is being advised that their project logic is incomplete, ie. that
two project targets (local churches and households) will not be reached by current activities.
In this case the user should go back to check their logic and add outputs/activities as

necessary.
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Warning

Unreachable targets

The following targets will not ba reached based on the project logla:
o Civil socety groups
« Houapholds

Please ersure you hane added indicators associatod with these target types and thom
i at least ore activily associated with each of thase ndicators.

The Add Activity section of the Project Logic tab is the second place where
users needs to carefully think through in order to avoid double counting

Figure 10: Steps to avoid double counting #2

sTOP

I . Ask:
Create Link to Dolwanttis | gyl o
Activity | indicator? g) activity to ) | automatically update
(Project Logic) =L m h";i" an outcome Indicator

—

It is possible to create a double count at this stage if the user selects several activities to
update the same output indicator. The example below will demonstrate how a double count
could be created and will provide advice on how to avoid it.
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Example

How a double count could be created by accident
Let's say that we have 400 beneficiaries and we have created the following Project Logic:

s  Output Statement: Beneficiaries have inputs required to diversify crop production
o Output Indicator: Number of beneficiaries that have received new seed types
m  Activity 1: Purchase Seeds
s Activity 2; Distribute Seeds

Q: Shoutd we link both activities to the indicator? What will happen if we do?

A N we link the purchase of seeds for 400 farmers to the indicator - the indicator will be updated to 400 farmers
reached. If we also link the distribution of seeds to 400 farmers - the indicator will also be updated to 400 farmers
reached. This would result in a target of 400 farmers but an indicator update of 800 farmers reached, ie. a double
count,

A¥0I0 3 2 'link to an indicator’ stage
In order to avoid creating a double count, the user should choose only one of the activities to update the indicator.
In our example, it would make sense o choose the distribution of seeds to update the indicator,

u

= By linking activities to output indicators, the indicator is automatically updated when the activities are
updated

#  |tis possible to link an activity to more than one indicator

+ Do not automatically link an activity to an indicator - stop first to consider if it will create a double count and
then choose just ona of the activities

« If an activity is not linked o an oulput indicator, it means that any updates recorded against the activity will
remain at activity level and not be aggregated up against an output indicator

4.9 Reach Mapping

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning video
which provides more information on ‘Reach Mapping’.

Tags ' Narrative ' Budget = Reach ' Logic = Reach mapping M&E Tracking Calendar  Summary @ Status

In this section users will learn how to select the activities which can be used to contribute to
direct project reach.

The process of updating direct project reach is automated in Track and takes place as
follows:

i) An activity is updated

ii) The activity update creates an output indicator update

i) The activity / output indicator update can be used to update direct project reach
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Figure 11: The process of updating direct project reach

Update Update
e Direct
Activity ‘ indloator | - Reach

In order for an activity to automatically update an output indicator and project reach, two
things must be in place:

1) The activity must be linked to the output indicator (see Section 4.8.7 ‘Add Activities to
an Output’).

2) The output indicator Count Type and the Target Type must be the same (project
targets were chosen in Section 4.2.9 ‘Targets’ in the Tags page)

For example in Figure 12 below, the first activity to train farmer beneficiaries can be used to
update direct reach count because the output indicator count type (beneficiaries) matches
the target type (beneficiaries).

However an activity to construct wells cannot be used to update direct reach count as the
output indicator count type (wells) does not match the target type (beneficiaries).

Figure 12: Output indicator Count Types must match Target types

Beneficiaries Beneficiaries | Train farmers Beneficiaries

Civil Society Civil Society Develop Civil Society '
Groups Groups | Capacity Groups

Beneficiaries Wells Construct Wells | | Beneficiaries x

Although, in this scenario, it is not possible to update direct reach count with a well
construction activity update, the data would still be recorded against the output indicator.
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Instructions

What each user will see in the Reach Mapping page will depend on the type of project and
the type of activities created. It is therefore not possible to write generic instructions for this
section. The instructions and screenshots below relate to the project that has been created
for the purposes of this Training Manual. Hopefully this example will provide enough context
for the user to be able to understand and use their own Reach Mapping page.

To provide some context, these are the 4 activities which were created in the Project Logic
for the “Training Manual Project’:

Activity ID Description Start Date End Date
808 Purchase soeds D O2r208 28/022019
B0g Dratribute Seeds /032019 31/03/2019
810 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019
. 90/41,/2019
a4 Bulkd W 01H0/2018 JU.‘I'I'?DLI

Activity 908 ‘Purchase seeds’ was not linked to the output indicator
Activities 909, 910 and 911 were all linked to an output indicator.

This is the subsequent view of the Reach Mapping page (see explanation below).

Select the activities that will contribute towards direct project reach Q

1.1 Output statement: Farmers have inputs and knowledge required to diversify crop production
b) Indicator: Number of banafic/arias that have recalved new sead types

CountType: Beneficiaries Final target milestone: 400
Distribute Seeds <:

a) Indicator: Number of baneficinrias trained
CountType: Beneficiaries Final target milestone: 400
Conduct training of farmers in sustainable agricultural practices

2.1 Qutput statement: Beneficiaries have sufficient safe water points available

=ator: Number o

Under Output Statement 1.1:

Activity 908 ‘Purchase seeds’ cannot be seen because it was not linked to an output
indicator. This means it has been automatically removed by Track as it cannot be used to
update direct project reach.

Activity 909 ‘Distribute seeds’ is shown with a box which could be ticked allowing updated
activity data to contribute to direct project reach

Activity 910 ‘Train farmers’ is shown with a box which could be ticked allowing updated
activity data to contribute to direct project reach
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If you cannot see an activity in the Reach Mapping page it has probably
not been linked to an indicator.

(To link an activity to an indicator see Section 4.8.7 'Add activities to an
output’).

Alternatively:
. Go back to the Logic tab.
#  Click on the List lcon in the output row to open the list of
activities.
. Click on the pencil 'Edit' icon to open the Edit Activity box
e  Click on the second tab called ‘Indicators’
¢ Link to an indicator in the drop menu next to ‘Do you want to link

K this activity to an indicator?’ /

Under Output Statement 2.1:

Activity 911 ‘Build Wells’ is shown but the section is greyed out as it cannot be used to
update direct project reach.

(As we remember from the explanation above, a well construction activity cannot be used to
update direct project reach because the output indicator count type and target type are
different)

So now that we understand what we are seeing in the Reach Mapping page, we are ready to
select the activities that will contribute to direct project reach.

Q: Which of the two available activities in our example scenario should we select?
e Distribute Seeds?
e Train Farmers?
e Both of them?
e Some of both of them?

The Reach Mapping section is the third place where users needs to be
careful to avoid double counting
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Figure 13: Steps to avoid double counting #3

STOP 3
Contribute Ask: [ Ticking the box \
Do | want this means that an
Reach | to direct | et | update for this
Mapping reach g % update my | activity can|
count? THINK direct reach contribute towards
count? \ direct reach count |

& T

It is possible to create a double count at this stage if the user selects several activities to
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

We have 400 beneficiaries and 2 activities that we could use to contribute to direct project reach,

=  Activity 1: Distribute seeds
= Activity 2 Train farmers

Q: Should we use bath activities to update direct project reach? What will happen if we do?

A: If we select 'Distribute Seeds” - an activity update will result in direct project reach being updated to 400
(farmers receiving seeds). If we also select “Train farmers’ - an activity update will result in direct project reach
being updated to 400 (farmers trained). This would result in a target of 400 beneficiaries but a direct reach count
of 800 beneficiaries reached, i, a double count,

How to sioid 2 double count atthe 'ras soning stage

There are 2 options to aveid creating a double count.

1)  The user chooses only one of the activities to update direct project reach. In our example, it could be eithar
activity butl perhaps the user could select the [ast activity to take place.
2)  The user creates an additional activity in the Project Logic whose purpose 15 solely to update direct project
reach,
In this case, in our Training Manual Project scenario, there would have been 5 activities
L] Purchase seeds
s Distribute seads
=  Train farmers
* Update direct project reach
s Build wells
Mote. The new activity 'update direct project reach’ would have to be linked to an output indicator in order
for it to be used to confribute to diract projact reach

Please note, the user still has the option o choose all of the activities to contribute to direct project reach, In this
case, all available activities should be ticked in the reach mapping page. However the user must pay careful
attention whilst updating activities during the Implementation Phase in order to avoid creating a double count.
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If, after careful consideration, the user decides that several activities should
be able to contribute to direct project reach, then all relevant activities
should be ticked.

There is a final step during the updating of activities in Implementation
status where the user can, again, try to avoid a double count.

4.9.1 Select activities that will contribute to Direct Project Reach

Finally, returning now specifically to the Reach Mapping page of the Training Manual
Project.

Select the activities that will contribute towards direct project reach @

1.1 Output statement: Farmers have inputs and knowledge required to diversify crop production
b} Indicator: Number of beneficlanes that have recelved new seed types
CountType: Beneficiaries Final target milestone: 400
Destribute Seeds
a) Indicator: Number of beneficiares trained
CountType: Beneficiaries Final target milestone: 400
Canduct training of farmers in sustainable agricultural practices <:]

2.1 Output statement: Beneficiaries have sufficient safe water points available
a) Indicator: Number of wells constructed

3 Final target milesiona: 4

CountType: W

1. Click to select the ‘Train farmers’ activity which will be used to contribute to direct project
reach

S

2. Click on Save at the bottom left of the screen to save the activities which were selected to
update Reach.

4.9.2 Validate Logic

The ‘Validate Logic’ function has been developed to assist users in the Reach Mapping tab.
It provides a visual guide to whether the project logic has been correctly entered into Track,
showing:
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1) Are selected Tags reachable?

(Will indicators and activities enable the user to update reach for the selected targets?)

2) Do indicator milestones match up with reach targets?

(Does the sum of indicators counting the same target type match the reach target?)

Instructions

e

1. Click on Save at the bottom left of the screen to save the activities which were selected to

update Reach.

2. Click on the Validate Logic button at the bottom right of the screen to open the Project

Logic Validation box.

1) Are Selected Tags Reachable?

Project Logic Validation
O Are selected tags reachable?

Q Indicator milestones match up with reach targets?

Y=

3. Click on the first tab ‘Are selected tags reachable?’

Example 1: Everything is ticked

o Are selected tags reachable?

Activities linked to
indicator

v

Indicator
selected

v

Target

Bencficiaries

Reach mapping
selected

v
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Here we can see a visual map which shows us the following:

i) indicators have been selected that have ‘Beneficiaries’ as a target type (Project Logic tab)
ii) activities have been entered and linked to the indicator (Project Logic tab)

iii) activities have been selected that will update project reach (Reach Mapping tab)

Example 2: Something is not ticked

0 Are selected tags reachable?

Indicator Activities linked to Reach mapping
Target selected indicator selected

Beneficiaries o o 0

Here we can see a visual map which shows us that no activities have been selected that will
update project reach (Reach Mapping tab).

2) Indicator Milestones match up with Reach Targets?

Project Logic Validation
o Are salacted tags reachabla?

O Indicator milastonas match up with reach targata? ’ :

4. Click on the second tab ‘Indicator milestones match up with reach targets?’

Example 1: Everything is ticked

0 Indicator milestones match up with reach targets?

Target Direct reach target Mapped indicator final target milestones @

Bencficiaries 400 400

Here we can see a visual map which shows us the following:
i) 400 direct beneficiaries were selected (Reach tab)

ii) The sum of the target milestones for the indicators targeting ‘beneficiaries’ is 400 (Project
Logic tab)
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Example 2: Something is not ticked

0 Indicator milestones match up with reach targets?

Target Direct reach target Mapped indicator final target milestones @

Beneficiaries 400 200

Here we can see a visual map which shows us the following:

i) 400 direct beneficiaries were selected (Reach tab)

ii) The sum of the target milestones for the indicators targeting ‘beneficiaries’ is 200 (Project
Logic tab)

5. If something is not ticked in one of these sections, the user should go back to the relevant
tab and correct or add the missing information.

Here is a reminder of which part of the Validate Logic function relates to which section of
Track.

Are Selected Tags reachable?

Target The target which was selected in the Target section
in the Tags tab

Indicator selected The indicator selected in the Project Logic tab
should have a count type which matches the target
type

Activities linked to indicator When adding an activity in the Project Logic tab, it
should be linked to the relevant indicator

Reach Mapping selected Is the activity selected in the Reach Mapping tab?

Indicator Milestones match up with Reach Targets

Target The target which was selected in the Target section
in the Tags tab
Direct reach target The number of direct beneficiaries that were

entered in the Reach tab

Mapped indicator final target The sum of the target indicator milestones counting
milestones the same target type that were entered in the
Project Logic tab
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Savaandeﬁme<:]

6. Once the Validate Logic box is correct, click on Save and Continue to move to the next
tab.

4.10 M&E Tracking

U

Tags Narrative Budget Reach Logic ' Reach mapping 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
Reach and Logic pages. The user can also create an M&E Plan.

Tags 0| o
Global approach Approach Reason for the situation Location
Community development Capacity bullding & support Economic povarty s Liberla
Aasistance modality
Awareness raising Theme Implementer
In Kind Food security Association of
WASH Evangelicals of
Target Contribution to Tearfund Sustainable Development LR
Beneficiaries cutcome Goals (SDGs)
Communities transformed 2: Zero hunger
6: Clean water and sanitation

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

Reach@ 1] o v
Baneficiaries
il r
Ransfickien Number directly affocted Number indirectly affected
Target Actual Targat Actual
Femnale Under 18 years old 100 a 300 1]
Male Under 18 years old 100 a 300 0o
Female 18 years old and over 100 a 300 o
Maie 18 years old and over 100 a 300 (v}
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The Reach section shows a summary of the disaggregated direct and indirect Project Reach
targets.

Indicator tracking | 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 ] 100 Actuals
assistance -
1a % of farmers reporting an increase in their agricultural production as aresult of  Outcome 0 100 Actuals
the provided assistance g
1.1.a  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:

e Impact indicator ID: ‘a’ (if a second impact indicator existed it would have ‘b’ as ID)

e Outcome indicator ID: ‘1.2’ or “1.b’ or ‘2.a’ etc..

e Outputindicator ID: ‘1.1a’, or ‘1.2a’ or ‘2.1a’ efc..

Once the project is in Implementation phase, the indicator tracking table would be used to
manually update Outcome and Impact indicators.

Activities [© ] o v
Show | 10 + entries Filter:
Activity ID |: Description Start Date End Date Status
114 Purchase seeds 01/02/2019 28/02/2019 Draft
2141 Bulld Wells 01/10/2019 30/11/2018 Draft
1.1.2 Distribute Seeds 01/03/2019 31/03/2019 Draft
113 Conduct training of farmers in sustainable agricultural practices 01/03/2019 310372018 Draft
Showing 1 to 4 of 4 entries Previous - MNext
+ 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 Implementation phase, this table would be used to update activities
which would automatically update the Output indicators.

Evaluations | [0

Stories
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Any evaluations or stories that are available for a project can be accessed via a link in these
sections (the user must first add the links).

MEEPIan©® 0| o v
Who will
Data the
Sourca Whao is Data Whois information  Information
Objectives/Resulis and collecting collection werifying & be shared  sharing
Lewvel Chain Indicator Meathod the data? frequency analysing? with? frequency
Impact Farmars in Gbarpalu % of beneficianes that Housahald Fa Iﬁ
County have improved improved thelr food security Survay
food security as a rasult of the provided
assistance
Outcome  Farmers have increased % of farmers reporting an Household P |
thair agricultural Increase in thelr agricutbural Suvey
production production as a result of the

provided assistance

Output Benafictaries have MNumber of wells constructed Community Ve |
sufficient safe water Survay
points avadabla
+Add Plan Hem
Cost of data collection Notes Cost to share the information Notos
E E rd

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.

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 elc.) or secondary sources (collected by other organisations in the form of
documents, videos eto.)

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

|
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 sharng:
Describe which stakeholders the analysed information will be sent lo and in what formal e.g. reports,

verbal presentation, summary sheet... Describe who will be responsible for sharing this information.

f i nat :
Describe how often the information will be shared with the key audiences e.g. MONTHLY community
meetings, QUARTERLY reporting
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Instructions

4.10.1 Creating the M&E Plan

MEEPIan® | o
Data
Source
Objectives/Results and
Level Chain Indicator Method
Impact Farmers in Gbarpolu % of beneficianies 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
their agricultural increase in their agricultural Survey
production production as a result of the
provided assistance

Who is Data Who is

Who will
the
information Information

collecting collection verifying & be shared sharing
the data? frequency analysing? with? frequency

=

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 Gharpoiu County have improved food security <:I 2

Data Source and Method @

Household Survey
{3
‘Who is collecting the data? @
{0

Data collection frequency @
Repeated

Wha 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
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Repeated

MNone

Who will the information be shared with?

=
v

Information sharing frequency @

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

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

T

9. Click on Save to exit the M&E Plan table

MEEPlan @ o] o

Objectives/Results
Level Chain

Impact Farmers in Gbarpoelu
County have improved
food security

Outcome  Farmers have increased
their agricultural
production

Indicator

% of beneficiaries that
improved their food security
as a result of the provided
assistance

% of farmers reporting an
increase in their agricultural
production as a result of the
provided assistance

Data
Source
and
Method

Household
Survey

Household
Survey

Who is
collecting
the data?

Data Who is
collection wverifying &
frequency analysing?

Who will
the
information
be shared
with?

v
Information
sharing
frequency
N |

10 |::>." [}

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

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

Cost of data collection

£

Motes: Cost to share the information

£

Notes

|:>f

12. Click on the Edit icon to add details of the costs of data collection and sharing
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Edit M&E plan

Cost of data collection © Notes on cost of data collection
£ <:| 13
Cost to share the information @ MNotes on cost of sharing the information

£ <:I 14
15 [ e

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

Continuea <

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).

4.11 Calendar

!

Tags / Narrative ' Budget ' Reach ' Logic = Reach mapping ' M&E Tracking / Calendar = Summary /' Status

The calendar can be used as a project diary to keep track of reporting requirements. The
user should enter types and due dates for all reports that will be submitted.
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4.11.1 Add a Calendar Item

Calendar o
Show 10 ¥ entries Filtar:
Type Start Date - End/Due Date Location Owner Status Document
Mo data avallable in table
Showing 0 to 0 of 0 entries Previous
1. Click on Add event
Add event
Start Date End Date
2=
dd/mmiyyyy = <:'3 dd/mmivyyy =
v

Type Other type

Select a type

Owner Type

Tearfund

Status

Select status

Notes

Location

3 ‘:>: Select a location
)

5‘:>=

Owner

Select a user

Document

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

3. Click on the drop arrow and select the event type. Alternatively, click on the ‘Other type’
link and add a new event.

4. Click on the drop arrow and select the organisation that owns the event, ie. Tearfund or

partner

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

6. Click on the drop arrow and select the event location

7. Click on the drop arrow and select the user that owns the event
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8. Enter the URL of the document that the calendar event relates to then click on ‘Open’ to
access the document

9. Add user notes if required

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

4.11.2 Update the Status of a Calendar ltem

4 N

RAG Status RAG =R (red), A {amber), G (green)
There is a RAG status associated with events in the Project Calendar:
& [no colour] for calendar items which are not started and not overdue
o Creen for calendar items which are complete
. “rnber for calendar iterms which are in progress and not overdue
¢ Red for calendar items which are overdue and not completed

o /

Calendar | o v
Shew | 10 % entries Filter; <:| 1
Type Start Date |: End/Due Date Location Owner Status Document
Baseline survey  01/01/2019 31/01/2019 Liberia Assoclation of Evangelicals of Liberia 2 |:> r 4
Field visit 01/02/2019 28/02/2019 Liberia s @
Mid term review  30/06/20189 31/07/2019 Liberia Association of Evangelicals of Liberia Not started s @
Final report 01/12/2018 INnzzme Liberia Association of Evangelicals of Liberia Not started P |
Evaluation 01/12/2019 311272019 Not started s 0
Showing 1to 5 of 5 entries Previous Next
<+ Add event

1. Type in the filter box to quick search for an event

2. Use the edit button to update the event status

=

3. Click on Continue to change screen
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4.12 Summary

L

Tags < Narrative ' Budget = Reach ' Logic ¢ Reach mapping ' M&E Tracking < Calendar ' Summary = Status

This page provides a summary and overview of the information entered into the proposal.
e Sections A-L of the summary page correspond to the information entered into Track.
e Sections M-Q correspond to information that can be added from other sources. If a
user wants to add information to these sections they need to first export the proposal
and then add the information manually.

1. 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.

4.12.1 Export Summary

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

4.12.1.1 Export to PDF

Export summary | o

Project template Export format

MICAH § PDF |:> -
o -

1. Click on the drop arrow next to Export format and select PDF
2. Click on export to create the pdf file

3. The file will be saved to the users’ computer and should then be saved into the correct
corporate folder.
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4.12.1.2 Copy to Clipboard

Export summary o) e

Project tamplate Export format

MICAH : Copy o clipboasd b
swen 1

1. Click on the drop arrow next to Export format and select Copy to Clipboard

2. Click on export

Project proposal copied

The project proposal has bean copied to the clipboard, You can now paste into a

new document.
o

3. A pop up message will appear telling the user that the proposal has been copied to the
clipboard and is ready to be pasted. Click on OK.

4. Open a new Word document or Google Doc and paste the summary into the new
document. The information can now be edited.

4.12.1.3 Export to Word

Export summary 0| o

Project template Export format

MICAH C Word |:>
Eaport <]

1. Click on the drop arrow next to Export format and select Word

ok

2. Click on export to create the pdf file

3. The exported file will be saved to the user’'s computer and should then be saved into the
correct corporate folder.
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4.12.1.4 Export Snapshot Version

Export summary 0] e

Project template Export format Snapshot version

MICAH . PDF 1 |:>$ Current version 2 :>:
Export <::| 3

1. Click on the drop arrow next to Export format and select the format in which you would
like to export the document.

2. Click on the drop arrow next to Snapshot version and select the version of the document
that you would like to export.

3. Click on Export.

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

4.12.2 Compare 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.

Compare with snapshot version

Snapshot version

Status changed to Tearfund Review 18/03/2 § <:

Compare <:|

1. Click to open the drop menu in the ‘Compare with Snapshot Version’ table, then select
the version you would like to compare with the current version.

2. Click on Compare.
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Comparing Current version with Status changed to Aprovagao Pendente da Tearfund 19/03/2019. Sections with differences are shown in red, use the links within these
sections to show the previous version. Clear

3. 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
problemi(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 thess
problems?

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

conrue ]

5. Click on Continue to move to the next tab.

4.13 Status

Il

Tags ' Narrative /| Budget ' Reach ' Logic < Reach mapping ' 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.

Design Phase
A project can be moved forwards and backwards through the statuses in the Design phase.
e Changes in status of a Micah proposal (ie. with an implementing partner) involve
moving the project between the Partner and Tearfund environments
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(Please note, once a partner has received a proposal, 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 Changes in status of a Tearfund proposal (ie. with Tearfund as implementer) involve
sending a project back and forth within the Tearfund environment

Implementation Phase

Once a project has passed through Approved status, it can be moved into the
Implementation phase. Once the project is in Implementation it can no longer be rolled back
to a Design phase.

The following diagram shows the different phases and statuses that a proposal will move
through between the start and the end of a project.

Figure 14: Project Phases and Statuses

Design:
- - Tearf?md On Implementation:
: Hold Tearfund On Hold
Design: '
Tearfund —_———
mp | Draft Ny (re g ’
_— e esign:
Design: Design: Te a,.fﬁnd Design: Implementation:
Tearfund Tearfund “ i . Tearfund ’ Tearfund — Implementation:
it i Foding Tearfund Closed
Initiate Review Approval Approved Approved arfun
. J _/‘~ g
~ e LY
Design: S
Design: 0
I[;nrgilfmenlsr 1 TearfElnd Implementation:
Cancelled Tearfund
~ ~ Cancelled
-

\\

A project can change statuses by moving forwards or backwards.
An example of when the status can be rolled backwards is:
* At 'Design: Tearfund Review’ status - if the reviewer feels that
more information is required they might send the project back to
‘Design: Implementer Draft’ status

- J

4.13.1 Status History

The Status History button can be found at the bottom of the Status page.

Status History <
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1. Click on Status History and a new box opens with a list of the project statuses and dates.

Status History

Date |2 Status MNarrative Snapshot
Mon, 10 Sep 2018 10:33 Dasigre Tearfund Initinte
Maon, 10 Sep 2018 10:36 Desigr:. Implamenter Drall Viaw

Wied, 10 Oct 2018 10:54 Dasigr: Tearfund Review |:> View

2. Click on View to see a PDF snapshot of the project summary page as it was during that
status.

4.13.2 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.

Current status: Design: Implementer Draft ©

Move status @

Design: Tearfund Review :<:I

Narrative

=

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

2. Add narrative if required

hmum@

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.

See Figure 14: ‘Project Phases and Statuses’ for a reminder of which statuses must be
moved through before reaching Design: Tearfund Pending Approval.
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5. Implementation: Projects

- R
What will this chapter cover?

This chapter explains how to update activities in order to update 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?

Any user that updates activities, indicators and reach in a proposal.

h /

Once a project has been approved, its status is changed from ‘Design: Tearfund Approved’
to ‘Implementation: Tearfund Approved’.
(For more information on how to change status see Section 4.13.2 ‘Move Status’)

Please note that once a project has been moved to
Implementation Phase it cannot be rolled back to Design
phase and can therefore no longer be amended.

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

5.1 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.

5.1.1 Making an Amendment Request

Requesting an amendment is done by clicking on the following diamond symbol which can
be found in the Narrative, Budget, Reach, Logic and Reach Mapping tabs of a project in
Track.
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1. Click on the amendment request icon and a new screen will open.

Amandment Requests

ko Amandgment Reguosts

= "

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

Please open document so that | can amend Narrative 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.

5.1.2 Action an Amendment Request once it has been approved

Once an Amendment Request request has been approved, the user has 14 days
during which to make the amendment. After 14 days the proposal is locked again

and subseguent changes would have to be requested 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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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

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

2. Make the necessary amendments to the page.

Narrative
9 64

3. Once the amendment action is complete, click on the amendment request icon to open
the message box.

Please open document so that | can amend Narrative section. Thanks

4. In the left hand menu, select Close in order to close the request and to return the status to
“read only”.

- ==

5. Type the closing message into the box then click on Close.
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5.1.3 View an Amendment Request

Projects W
MNew project
Prosect extension
Collaboration Log

Unresobvad Actions

Raports
Amendments <:’
Change Log

1. Click on the tab called ‘Amendments’ In the left hand navigation panel.

Amendment Requests

Status

Approved
Declined
Closed
Show T 10 TTamnes
Area Requester Date Request
Narratives Loran Frank Wed, 20 Feb 18 Please open the document so that | can amend the Narrative secton. 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.

5.2 Update Activities, Indicators and Reach Count

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning video
which provides more information on ‘How to update Activities and Output Indicators’.

When a project is in implementation phase it will automatically open in the M&E Tracking
tab. This tab is where the user will update Activities, Indicators and Reach.
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MA&E Tracking

Reach by dimension (0| o

Stories
MEEPlan @ | o

Caontinue

Indtiator: Lotan Frank Dwnar: Bornasd Miotas
Start Date End Dato Project No
Of-January-H19 31-Decemper-2018 2638
Awallabile n ofine app Implemortatar Tedriund Aporowid

Tags Sirategy Links /| Narrative © Budget | Reach | Logic  Reach mapping ' MAE Trocking ' Calendar | Summary | Status
Tags (o) @ >
Reacn® oo (] >
W

Indicator tracking | © <:j >

Tithe: Translntea Traring Morus! Project

Implementation)

/_hs a reminder.. \

\\l

Activities are updated manually in the Activities Table

Output Indicators are updated automatically as a result of the activily updates
Outcome and Impact Indicators are updated manually in the Indicator Tracking
Table

Direct Reach is updated automatically as a result of the activity (output indicator)
updates

Indirect Reach is updated manually in the Reach Table /

5.2.1 Activity Updates

This section will explain how to update activities that are not linked to an indicator.
(Remember that some activities were linked to indicators in section 4.8.7 ‘Add Activities to an

Output’).
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Activities || o

Show 10 ¥ entries

Activity ID  |: Description

—

= E

Purchase Seeds

112 Distribute seeds
113 Conduct training of farmers in sustainable agricultural practices
2.1.1 Build Wells

Start Date

01/02/2018

01/03/2018

01/03/2018

01/10/2018

End Date

28/02/2018

31/03/2018

31/03/2018

30/11/2018

Search

Status

Draft

Draft

Draft
Draft

Activity updates

Al

New update <:|

Duurny ypumws v

Activity updates ~

1. In the Activities Table, click on New Update which is located in the Activity Updates drop

menu on the right hand side of the activity

New update

Narrative
{4

Activity Status

Drafi :<:| 5

Date Location

<:| < deimmiyyyy = Select a location <:| 3

2. Add the date of the activity update

3. Select the location of the activity update

4. Add details regarding the activity update to the narrative section

5. Change the activity status

6. Click on Save to return to the Activities box and view the updated activity status

Activities | o

Show 10 ¢ entries
Activity ID  |: Description
111 Purchase Seeds
112 Distribute seeds
113 Conduct training of farmers in sustainable agricultural practices
211 Build Weills

Start Date

01/02/2019

01/03/2019

01/03/2019

01/10/2019

End Date

28/02/2019

31/03/2019

31/03/2019

30/11/2019

Search:

Statu

Completed

Draft

Draft

Draft

Activity updates -
Activity updates -
Activity updates -

Activity updates «
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5.2.2 Edit / Delete an Activity Update

Activities 0| o e
Show | 10 + entries Search:
Activity ID  |: Description Start Date End Date Status
111 Purchase Seeds 01/02/2019 28/02/2019 Completed Activity updates ~
1.1.2 Distribute seeds 01/03/2019 31/03/2019 Draft A
New update
113 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 Draft Oy MRS T
2.1.1 Build Weills 011072019 30/11/2019 Draft Activity updates «

1. Click on ‘All' which is located in the Activity Update drop menu next to an activity

Activity updates
SRow | 10 : anines Fetor:
18] I: Date Harrative Location
155 0032019 Purchased sednds from 2 1oGCal suppliers Libaria e Iﬂi

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

5.2.3 Output Indicator Updates

Output indicators are updated automatically via activity updates in the Activities Table. Only
those activities which were linked to an indicator (see Section 4.8.7 ‘Add Activities to an
Output’) can be used to update output indicators.

This section will explain how to update output indicators via activity updates.
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Activities | o

Show | 10 + |entries

Activity ID  |: Description

-

Purchase Seeds

[

Distribute seeds

X1

g

Bulld Wells

Conduct training of farmers in sustainable agricultural practices

Start Date

01/02/2019

01/03/2018

01/03/2019

01/10/2019

End Date

28/02/2019

31/03/2018

31/03/2019

30/11/2019

LY
Search:
Status
Completed Activity updates «
Draft Activity updates «
Drait | Al
New update <:|
Draft Puuviy_ uprugres -

1. In the Activities Table, click on New Update which is located in the Activity Updates drop

menu on the right hand side of the activity

New update

Date
<L,:| B dd/mmfyyyy =

Narrative

(e

Numbear of banaficiarias that

hava moshved new seed types

(Benaficiarias) Female Under 18 years old

ﬁ Male Under 18 years old
5 Female 18 years old and over
Maile 18 yoars oid and over
Total
Activity Status

Ciraft : <:| 7

Location

Select a location

U

Number directly affected ©

o

3 [

6 ;

2. Add the date of the activity update

3. Select the location of the activity update

4. Add details regarding the activity update to the narrative section

5. Notice that the output indicator is shown here for reference
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6. Enter the total number of beneficiaries affected by the activity in question.

(Information entered into the ‘Number directly affected’ column will be used to update the
output indicator).

7. Change the activity status

8. Click on Save to close the New Update Box

Activities | o
Show 10 = entres Fittar
Activity 1D Dascription Start Date End Data Status
1.1.1 Purchase Seeds 010272018 28/02/2019 Completed Activity updates -

1,1.2 Digtribute soeds 01032018 31/03/201% In Progress @}i:;utcu .

Indicator tracking | | o

v
Show 10 * entries Search:
Current

iD 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 -

1a % of farmers reporting an increase in their agricultural production as a result of Outcome 0 100 Actuals
the provided assistance -

1.1a Number of beneficiaries trained Output 0 400 Actuals

1.1b  Number of beneficiaries that have received new seed types Output 0 400 200 <:§

9. Check in the Activities Table and in the Indicator Tracking Table that the activity update
has been correctly recorded. For example:
e In the Activities Table, the status of Activity 1.1.2 has changed to ‘In progress’
e In the Indicator Tracking Table, indicator 1.1b has a new ‘Last Actual’ value of 200.
(This is the update made to the Number Directly Affected column in Step 6 above)
e In the Indicator Tracking table, indicator 1.1b also has a ‘Green’ box in the RAG
column. This means that the indicator is ‘on track’.
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o /I;AG Status RAG =R (red), A (amber), G (green) \

When an indicator is created with a baseline and milestone target dates,
Track applies a RAG status to it. Once the project is in Implementation phase
and activities are updated against an indicator, Track will automatically inform
the user if the activities are:

e  Green for On Track

. for Delayed

. Red for Late

- /

5.2.4 Custom Indicator Updates

This section is only relevant for users who want to update a custom indicator with a custom
count type.

In order to update a custom indicator with a standard count type, please follow the
instructions in Section 5.2.3 ‘Output Indicator Updates’.

(For information on how to create a custom indicator see Section 4.8.4 ‘Custom Indicators’)

o / Remincer N

Custom indicators require the manual input of a 'Count Type'. This can be either a
standard or a custom count type.

If a standard count type was selected AND if it matches a Target type (selected in
the Tags page), the activity can be used to update both the indicator AND reach.

If a gustom count type is selected which does NOT match a Target type (selected
in the Tags page), the activity can be used to update an indicator but canNOT be

Q‘sed to update reach. /

The example below relates to updating a custom indicator with a custom count type.
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Activities | o i
Show | 10 : entries Search:
Activity ID  |: Description Start Date End Date Status
1.1.1 Purchase Seeds 01/02/2019 28/02/2019 Completed Activity updates «
1.1.2 Distribute seeds 01/03/2019 31/03/2019 InProgress  Activity updates «
1.1.3 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 Draft Activity updates «
2.1.1 Build Wells 01/10/2019 30/11/2019 Draft Activity updates ~
All
Showing 1 to 4 of 4 entries Pré  New update <:|

1. In the Activities Table, click on New Update which is located in the Activity Updates drop
menu on the right hand side of the activity

New update

Date Location

<:, 2 dd/mmiyyyy = S.c-c—:.la:ccanm<:| 3
<::I 4

A

Marriative

Activity Status

Draft : <:: 6

2. Add the date of the activity update

3. Select the location of the activity update

4. Add details regarding the activity update to the narrative section
5. Add the activity update data

6. Change the activity status

7. Click on Save to close the New Update Box
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Activities || o v
Show | 10 + entries Search:
Activity ID  |: Description Start Date End Date Status
111 Purchase Seeds 01/02/2019 28/02/2019 Completed Activity updates ~
11.2 Distribute seaeds 01/03/2019 31/03/2019 In Progress  Activity updates -
113 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 Draft Activity updates ~
211 Build Wells 01/10/2018 30/11/2019 In Progress <:|:_w ( updates ~
Indicator tracking ©| o v
Show 10 § |entries Search:
Current
ID Indicator title Level Baseline Target total RAG.
a % of beneficiaries that improved their food security as a result of the provided Impact 0 100 Actuals
assistance -
ia % of farmers reporting an increase in their agricultural production as aresult of Qutcome 0 100 Actuals
the provided assistance -
1.1.a  Number of beneficiaries trained Output 0 400 Actuals
11.b  Number of beneficiaries that have received new seed types Qutput 0 400 200 ?* i:i Actuals
2a % of beneficiaries using an improved drinking water source less than 30 Qutcome 0 100 Actuals
minutes or 1km away -
21.a Number of wells constructed Output 0 40

- P

-

8. Check in the Activities Table and in the Indicator Tracking Table that the activity update
has been correctly recorded. For example:
In the Activities Table, the status of Activity 2.1.1 has changed to ‘In progress’

In the Indicator Tracking Table, indicator 2.1a has a new ‘Current Total’ value of 5.
(This is the update made to the Number Directly Affected column in Step 6 above)
In the Indicator Tracking table, indicator 2.1a also has a ‘Red’ box in the RAG

column. This means that the indicator is ‘late’.

/

Track applies a RAG status to it.

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

.

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

Once the project is in Implementation status and activities are carried out and
updated against an indicator, Track will automatically inform the user if the the
indicator is ‘On Track’ (G: green), 'Delayed’ (A: amber) or ‘Late’ (R: red).

\I

/
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5.2.5 Direct Reach Count Updates

Direct Reach Count is updated automatically via activity updates in the Activities Table. A
reminder of the process of updating direct project reach is as follows:

i) An activity is updated

ii) The activity update automatically creates an output indicator update

iii) The activity / output indicator update can be used to automatically update direct project
reach

Figure 15: The process of updating direct project reach

| " | Update ‘ Update
Update :
Activity “ Output ‘ Direct

. Indicator _ Reach

Because of this link between Activities, Output Indicators and Direct Reach, only activities
which have been linked to an output indicator (see Section 4.8.7 ‘Add activities to an output’)
AND which were selected in the Reach Mapping tab (see Section 4.9 ‘Reach Mapping’) can
be used to update direct project reach.

This section will explain how to update direct project reach via activity updates.

Activities | v
Show | 10 % entries Search:

Activity ID |. Description Start Date End Date Status

111 Purchase Seeds 01/02/2019 28/02/2019 Completed Activity updates ~

112 Distribute seeds 01/03/2019 31/03/2019 In Progress Activity updates ~

1.1.3 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 Draft Activity updates «

211 Build Wells 01/10/2019 30/11/2019 In Progress | All

New update <::|

1. In the Activities Table, click on New Update which is located in the Activity Updates drop
menu on the right hand side of the activity
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New update

Date Location

<:| 2 da/mmivyy = Salect a location 3 |:>=

Number of banaficlaries Number directly affected @ Humber new to project @
trainad (Banaficlarias)
Female Under 18 yoars old

1] U

Mala Under 18 yoars ald
Femaloe 18 years old and over
Malo 1B yoars old and over

Total

Activity Status

m : <::| 8

2. Add the date of the activity update

3. Select the location of the activity update

4. Add details regarding the activity update to the narrative section

5. Notice that the output indicator is shown here for reference

6. Enter the total number of beneficiaries affected by the activity in question.

(Information entered into the ‘Number directly affected’ column will be used to update the
output indicator ONLY).

7. Of the total number of affected beneficiaries, which of these are new to the project (and
should be added to Reach Count)

(Information entered into the ‘Number new to project’ column will be used to update the
Direct Reach Count).

The 'number new to project’ column will only be visible in the activity update box if the
aclivity was selected in the Reach Mapping tab.

Updating Direct Reach at this stage is optional and the user must carefully consider this in
order to avoid a double count. See the scenarios included below for more details.
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8. Change the activity status

9. Click on Save to close the New Update Box

Activities | ‘o

Show | 10 + entries Search:
Activity ID . Description Start Date End Date Status
1.1.1 Purchase Seeds 01/02/2019 28/02/2019 Completed Activity updates -
1.1.2 Distribute seeds 01/03/2018 31/03/2019 In Progress <:Ety_updates ~
1.1.3 Conduect training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 In Progress Activity updates -

11.b

Show 10

Indicator tracking 0] ‘o

¢ entries

Indicator title Level Baseline

% of beneficiaries that improved their food security as a result of the provided Impact 0
assistance

% of farmers reporting an increase In their agricultural production as a result of Outcome 0
the provided assistance

Number of beneficiaries trained QOutput 0

Number of beneficiaries that have received new seed types Output 0

Search:
Current
Target total
100
100
400 200

400 200 <::|

R.AG.

Actuals

-

Actuals

Actuals

-

Actuals

Benehcaries

Reach@ (7] o

Beneficiaries

Number directly affected

Target
Female Under 18 years old 100
Male Under 18 years old 100
Female 1B years old and over 100
Male 18 years old and over 100

Actual

10. Check in the Activities Table and in the Indicator Tracking Table that the activity update
has been correctly recorded. For example:

In the Activities Table, the status of Activity 1.1.2 has changed to ‘In progress’

In the Indicator Tracking Table, indicator 1.1b has a new ‘Last Actual’ value of 200.
(This is the update made to the Number Directly Affected column in Step 6 above).
In the Indicator Tracking table, indicator 1.1b also has a ‘Green’ box in the RAG

column. This means that the indicator is ‘on track’.

In the Reach Table, the Number Directly Affected ‘Actual’ column has been updated
(This is the update made to the Number New to Project column in Step 7 above).

Partner TRACK User Guide V1 05.10.18 124




\

'/;u'hen 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)

Once the project is in Implementation status and activities are carried out and
updated against an indicator, Track will automatically inform the user if the the
indicator is 'On Track' (G: green), ‘Delayed’ (A: amber) or ‘Late’ (R: red). /

.

The ‘Update Direct Project Reach’ section is the fourth place where users
needs to be careful to avoid double counting

Figure 16: Steps to avoid double counting #4

STOP
" Ask: N
ar ‘ Is m‘fhﬂ"'a first Entering data into
. New to time the the right hand
“m“ i g ) Project? g} ;’g:*s have g | column updates
Update) | THINK ‘reached' by M

@

It is possible to create a double count at this stage if the user selects several activity updates
to 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

Here are two scenarios of how a double count could be created by accident and ideas of
how to avoid it.
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Scenaro 1

= Let's say we have 400 beneficianes and we have chosen Activity 1: ‘Distribute seeds’ to contribute to direct
priject reach.

« let's say we carry out a distribution of seeds to 100 beneficiaries in April. We would want to update the
activity, the output indicator and project reach. We would therefore enter 100 beneficiaries (disaggregated)
into the laft hand column (number directly affected) and into the right hand column (number new to project)
of the Edit Activity box,

=  Mow let's say that we want to carry out 8 second distribution in May to an additional 100 beneficiaries. A
project partner informs us that 20 beneficianes from the previous distribution have lost their seeds due to
unforeseen circumstances and asks us o include them again in this second distribution. We now have a
planned distribution to 120 beneficiaries, 20 of which were already counted in April,

) How do we recaord this data in Track without creating a double count?
A: By using the concept of first time reached’ the user can try to avoid creating a double count,

Summary

In the Activity Update box the user would add the 120 beneficiaries {disaggregated) to the left hand column
(number directly affected). The user would then only add 100 beneficianes to the right hand calumn (number new
to project) in order to update project reach.

Scenario 2

o Let's say we have 400 beneficiaries and we have chosen 2 activities to contribute to direct project
reach, 1) Training and 2) Provision of a loan
(this scenario is similar to the example provided in Section 4.9 Reach Mapping')

o Let's say the training was conducted for 200 people. We would want to update the activity, the
output indicator and project reach. We would therefore enter 200 beneficiaries (disaggregated)
into the left hand column (number directly affected) and into the right hand column (number new
to project) of the Edit Activity box.

o Let's say that we now wanted to train an additional 100 beneficiaries AND provide them with a
loan.

Q: Which activity update would we choose to contribute to project reach? Choosing both would result in
a double count

A: By using the concepl of 'first time reached’ the user can try o avoid creating a double count.

Summary

If 100 beneficiaries were frained AND provided with a loan, we would add data to the left hand column
(number direclly affected) in both activilty updates, However we would only add data to the right hand
column {number new to project) for one of the activity updates to contribute towards direct project reach.
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5.2.6 Impact & Outcome Indicator Updates

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning video
which provides more information on ‘How to update Outcome/Impact Indicators’.

Outcome and Impact Indicators are updated manually via the Indicator Tracking table.
Neither outcome nor impact indicators can contribute to direct project reach.

This section will explain how to update an Outcome Indicator, however the process for
updating an Impact Indicator is the same.

In the project storyline used throughout this User Guide, the following activities were added
in Section 4.8.7 ‘Add activities to an output’:

e Distribute seeds
e Train farmers

Let's say that farmers have now been trained and provided with new seed types. An
assessment has been carried out to find that farmers have indeed diversified their crops and
have more food available in time for the hunger season. Now we are ready to update the
Food Security outcome indicator.

Instructions
Indicator tracking | .| o v
Show 10 + entries Search:
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 [s] 100 Actuals
assistance -
1a % of farmers reporting an increase in their agricultural production as a result of Outcome 0 100 Actuals
the provided assistance -
1.1.a  Number of beneficiaries trained Qutput 0 400 200 Green Al
New update
i Graph
11.b  Number of beneficiaries that have recelved new seed types Output 4] 400 200 L

1. In the Indicator Tracking Table, click on New Update which is located in the ‘Actuals’ drop
menu on the right hand side of the indicator
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New Total - % of farmers reporting an increase in
their agricultural production as a result of the
provided assistance

Date

dd/mmdyyyy <:\

Value ©

R

—

2. Add the date of the outcome indicator update
3. Add the New Total value to update the outcome indicator

4. Click on Save to close the New Total box

Indicator tracking | o v
Show 10 ¢ entries Search:
Current
ID Indicator titie Level Baseline Target total RA.G.
a % of beneficiaries that improved their food security as a result of the provided Impact 0 100 Actuals
assistance -
1a % of farmers reporting an increase in their agricultural production as a result of  Outcome 0 100 50 <:I ] Acas
the provided assistance -
1.1.a Number of beneficiaries trained Qutput 0 400 200 ‘1 Actuals
i . [ ~, |
1.1.b  Number of beneficiaries that have recelved new seed types Output 0 400 200 Loy Actuals

5. Check in the Indicator Tracking Table that the indicator update has been correctly
recorded.

Notice that in the Indicator Tracking table, there is a red box next outcome indicator 1.a This
means that the indicator is ‘late’.
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5.2.7 Indirect Reach Count Updates

Go to https://learn.tearfund.org/en/misc/partner_area/ to watch an e-learning video
which provides more information on ‘How to update Indirect Beneficiary Reach’.

Unlike the updating of direct reach count which takes place through an activity (output
indicator) update, the updating of Indirect Reach Count takes place manually.

This section will explain how to update Indirect Project Reach.

Reach® 1) o v

Beneficiaries

Beneficiaries

Number directly affected Number indirectly affected «

Target Actual Target Actual
Female Under 18 years old 100 50 300 0
Male Under 18 years old 100 50 300 0
Female 18 years old and over 100 50 300 0
Maie 18 years old and over 100 50 300 0

1. In the Reach Table click on the Number Indirectly Affected link

Number indipectly affectod -

Updae
History

ctual

2. Click on Update
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Indirect Beneficiaries

Fomale Under 18 yoars obd
Mala Uinder 18 years old
Femnla 10 years odd snd over
Mala 18 yoors old and over

Toital

3

Y

Mirha? inlirachy afecisd

il

4|::>“"‘

3. Add details of the number of indirectly affected beneficiaries (disaggregated)

4. Click on Save

Reach@ (1] o

Beneficiaries

Beneficiaries

Number directly affected

Target
Female Under 18 years old 100
Male Under 18 years old 100
Female 1B years old and over 100
Male 18 years old and over 100

Actual

50

50

S0

50

Number indirectly affected ~

Target Actual @
300

150
300 150
300 150
300 150

5. Check in the Reach Table that the update has been correctly recorded.

Please note, each time the indirect beneficiary actual is updated, the new value is added to

the previous actual value.
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6. Offline App
- o

What will this chapter cover?

This chapter explains how to use the Track Offline App in order to update activities whilst in
the field.

Who will find this chapter helpful?

Any user that would like to view the project logframe and/or update activities from the field.

L 4

One of the core business requirements of Track is to allow Tearfund and partners offline
access to the system. Tearfund has created an offline app which allows users to update
activities and output indicators from anywhere in the field. Information is then synchronised
back to Track as soon as an internet connection is reached. The app also allows users a
view of the project logic and create activity narratives

This section will explain how to use the Offline-app.

6.1 Access the Offline App

In order to be able to access the Tearfund Offline-App, users must have an android phone or
tablet. Guidelines on how to download the app onto your device can be found in the
Appendix.
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6.1.1 Login

TEARFUND

LOGIN WITH GDOGLE

1. Partner staff users should login by entering their Track username and password then click
on ‘Login as Partner’.

If a partner user is logging into AffinisWeb via the offline app for the first time, the
password created needs to contain at least 1 lowercase, 1 uppercase and 1 symbol

character (for example | 7 %).

Every login to the offline app lasts 30 days if the user does not logout. After 30 days,
the user will be automatically logged out of the session and any data that has not

been synchronised back to Track will be lost.
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6.2 Download Project

track

Last synchronised 30/07/2018

Saved Projects

You have no projects currently synchronised
to your device.

GET PROJECTS -

1. This is the Home Screen. Click on Get Projects

(Please note that it is only possible to access projects that are in Implementation phase)

2 ‘ Available Projects

Select the projects you'd e to have ssyed fior
offline use

Training Manual Project °<::| 3

expires in 30 days

2. Select the required project by ticking in the box

3. Click on the back arrow next to ‘Available Projects’ to return to the previous screen and
view the project.

o [wmmneu }

120 @ 4k W4 0945

Available Projects

Select the projects you'd like 1o have saved for offling use

There are no projects available 1o save for offline use.
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4. If the user sees this screen, it means that the project is not available to be saved onto the
device.

(Please ask the Project Initiator, Project Owner or a Project Editor to open the project in
Track and to tick the 'Available in Offline App' button in the yellow project box).

6.2.1 View Project

track

Lest synchromsed 30,07 72018

Saved Projects

Training Manual Project <|:] 1D: 2342

explres in 30 days

MANAGE SAVED PROJECTS ‘

1. Click anywhere on the Project Title to open the project

almi

Training Manual Project

ID: 2342

Tralrsimg Manus

Communities in nasl Liberis a0 in need of improyed

|rrpsrvadl Foel Reeusity secedn fan wWalsl

Impact Indicators <:| 2 %

Project Outcomes <:| 3 2
All Project Indicators <l1:| 4 [
All Project Activities <:| 5 4
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2. Click to view the Impact Indicators
3. Click to view the Project Outcomes
4. Click to view all the Project Indicators

5. Click to update Project Activities

6.2.2 Update Project Activities

aimlilcoEEP @ W% N 2024

Training Manual Project

1D; 2342

Trislrslrg M
Lt un| i I
MECEss 1o

URTRING
Imepact SIalerm
Furml
{11} | walel
Impact Indicators 1
Project Ouicomes ]
All Project Indicators &
All Project Activities <:| 4

1. Click on ‘All Project Activities’
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elmioEEEr OW

All Activities

D239
Purchase seeds
Training Manual Progect

n: 242
Distribute seeds
Tradning Manual Progect

10 243
Bulld walls
Training Manual Prosect

I 244
Train farmers
Training Manual Project

2. Select an activity to be updated

AlmipopGEe (W @20

Activity

Training Mamunl Project

16 a4

Iraln farmar

Cutput Statement Contributed 1o

Boneliclation hove knowledge required to diverally

; '.'-_--__Ira": -]
REF- 1.2.8 LEVEL: Oulpint
Mumber of beneficiarles trainad

[ o-::: :

3. Click on the ‘+ sign to update an activity

4. Click on the house icon if for any reason the user wants to return to the Home Screen
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BLamEp

New Update

Aclivily 1

Mumber of bened|clares [fad |

CONTNLUE TD NAREATNE

5. Enter the number of beneficiaries affected by the activity in question.
(Information entered into the ‘Directly affected’ column will be used to update the output
indicator).

6. Enter the number of affected beneficiaries which should contribute to Reach Count.
(Information entered into the ‘New to project’ column will be used to update the Direct
Reach Count).

7. Click on Continue to Narrative
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[ oo o I

8. Add narrative if required

9. Click on Review before Saving to view the entire activity update page. (Click on Back to
return to the New Activity Update screen).

16/08/2018 L]
Liberia .
I

Femala. Under 18 years ald 20 3
Fernale, 18 yeara old and ower 20 5
Male, Under 18 years ald 20 5
pMale, 18 years old and owar 20 5
Mamrative
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10. Click on Save and Submit if all the information is correct. The user will be taken back to
the Activity screen.

alEBsiCoEEEFr OW

LA  Activity

Traarsng Mlasunil Progect

el L

LEVEL Cupad

MNumber of beneficiaries trained
l °<:| i

11. Click on the ‘+’ sign to add a new update to the same activity if required

12. Click on the Back Arrow to return to Step 1 and update a different activity

13. Click on Home to return to the Home screen if no additional activities are to be updated
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6.2.3 Edit Activity

B 2035
16/08/2018 b
Liberia »
Female, Under 18 yeads odd 20 5
Femabke, 18 vears old and over 20 5
biale Under 18 yvears old 20 5
Male 18 véais old Bnd owe 20 5
MNarralive
:> SAVE AND SUBMIT

1. Edit an activity at any time (before saving) by clicking on the back arrow to return to the
previous screen.
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6.2.4 Synchronise Data

Once a user returns to a location that has Wifi internet access, the activity updates need to
be synchronised back to Track.

track -

Last synchronised 30/07/2018

You have unsynchronised data

Some/all of this will be lost if not synched in the
next 30 days

Saved Projects

Training Manual Project ID: 2342
expires in 30 days

MAMNAGE SAVED PROJECTS

1. From the home screen click on the synchronise arrow. Any activity updates will be
synchronised with Track. Once the synchronisation has taken place, the screen will return to

the view below.

track

Lest synchromsed 30,07 /2018

Saved Projects
Training Manual Project ID: 2342
expires in 30 days

MANAGE SAVED PROJECTS
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6.3 Logout

Saved Projacts

You have no projects currently synchronised
to your device.

1. In the Home screen, click on the menu icon to logout

2. This indicates how long the session is still valid for. (Remember that every login to the
offline app lasts 30 days if the user does not logout).

3. Click on Logout

Confirm

Are you sure you wish to logout?

By logging out, any projects/updates
saved locally will be deleted.

CANCEL 0K <::|

4. Click on OK to be logged out of the Offline App
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/F'Iease note that a user in the field should not Logout until a wireless intermh
connection has been reached and the updated data has been synchronised
with Track. Data may be lost if a user logs out before the data has been
synchronised with Track.

After logging in to the offline app, data will be held for a maximum of 30 days.

After 30 days, the user will be automatically logged out of the session and any
\data that has not been synchronised back to Track will be lost. /

6.4 Check Activity Update has been registered in Track

Activity updates will be registered in Track on the M&E Tracking page of a proposal that is in
Implementation status.

M&E Trackjng Title: Translated Training Manual Project
_| - {Implemantation)
Initiator: Lodaen Frank Owner: Bernard Mtonga
Start Date End Date Project No
01-January-2019 31 -December-2019 2638
Available in offline app Implemantation: Tearfund Approved

Tags ' Strategy Links /| Namative ' Budget ' Reach  Logic ' Reach mapping ' M&E Tracking /' Calendar | Summary ' Status

Tags 0| o >
Reach® () o >
Reach by dimension |- | o v
Indicator tracking ¢ | o >

Activities ) o <:] >

1. Click to open the Activities box
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Activities |1 | o
Show 10 + entries Search:
Activity ID Description Start Date End Date Status
111 Purchase Seeds 01/02/2019 28/02/2019 Completed Activity updates ~
1.1.2 Distribute seeds 01/03/2019 31/03/2019 In Progress Activity updates ~
113 Conduct training of farmers in sustainable agricultural practices 01/03/2019 31/03/2019 In Progress  Activity updates ~
214 Build Wells 01/10/2018 30/11/2019 In Progress | Al :]
New update
2. Click on All in the Activity Updates link next to the relevant activity
Activity updates
Show 10 + entries Search:
1D 12 Date Narrative Location
162 01/03/2019 Trained 200 farmers <: Liberia s i
Showing 1 to 1 of 1 entries Previous - MNext

3. Check in the Activity Updates table that the activity updates have been correctly recorded.

M&E Tracking

= ‘ = (implomentation)
Initiator: Loden Frank
Start Date
01-January-2019

Available in offine apo

Tags ' Strategy Links = Narrative | Budget Reach Logic ' Reach mapping = M&E Tracking = Calendar

Tags ©| o
Reach@ (7] o
Reach by dimension || o

Indicator tracking ¢ | o <::|

Activities || o

Summary

Title: Translated Training Manual Project

Owner: Bernard Mionga
Project No

2638

End Date
31-Decomber-2019

implementation: Tearfund Approved

Status

4. Click to open the Indicator Tracking box
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Indicator tracking | | o
Show | 10 ¥ entries
ID Indicator title Level Baseline Target
a % of beneficiaries that improved their food security as a result of the provided Impact 0 100
assistance
1a % of farmers reporting an increase in their agricultural production as a result of Qutcome 0 100
the provided assistance
11.a Number of beneficiaries trained Qutput 0 400

Search:
Current
total RAG.
Actuals
50 Actuals

-

200 <:| o Acwals

5. Check in the output indicator has been correctly updated.

Notice that in the Indicator Tracking table, there is a green box next to output indicator 1.1a.

This means that the indicator is ‘on track’.

/I;AG Status RAG =R (red), A (amber), G (green)

the user if the activities are:
Green for On Track
for Delayed
Red for Late

.

When an indicator is created with a baseline and milestone target dates,
Track applies a RAG status to it. Once the project is in Implementation phase
and activities are updated against an indicator, Track will automatically inform

\

/

M&E Tracking

Title: Translated Training Manual Project
_| a {Impiementation)
Initiator: Lorien Frank
Start Date End Date
01-January-2019 31-December-2019

Available in offine apo

Tags ' Strategy Links / Narrative /| Budget ' Reach ' Logic / Reach mapping . M&E Tracking / Calendar ' Summary Status

Tags | o

Reach® ) o <:
Reach by dimension o] e
Indicator tracking || o

Activities || o

Owner: Bornard Mionga
Project No

2638

nplementation: Tearfund App d

6. Click to open the Reach box
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Reach® ] o

Beneficiaries

Beneficiaries

Female Under 18 years old
Male Under 18 years old
Female 18 years old and over

Male 18 years old and over

Number directly affected

Target Actual

100 50

100 50 -
100 50 <'L_‘
100 50

Number indirectly affected -~

Target

300

300

300

300

Actual

150

150

150

150

7. Check that the Reach table has been correctly updated.
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/. Project Reporting

- N
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?

Qny 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.

Reminder 1

Reports are CREATED by Tearfund or Partner staff in the Calendar section during the
Design phase.

Reports are anly available to be WRITTEN once a project is in Implementation phase

0 — ~

There are three statuses associated with Reports in the Project Calendar:
= Not Started
# InProgress
«  Completed

RAG Status

There is also a RAG status associated with Reports in the Project Calendar:
»  [no colour] for calendar items which are not started and not overdue
«  Creeon for calendar items which are complete
- for calendar items which are in progress and not overdue

\r Fed for calendar items which are overdue and not completed /

Partner TRACK User Guide V1 05.10.18 147



7.1 Create a Project Report

AffinisWeb

Homa

Dashboard

Track Search
Projects W'
New project
Project extension
Collaboration Log
Unresolved Actions

Reports <::|

Amandmants

Change Log

1. From within the desired project, click on Reports in the left hand navigation panel.

Tearlund Track
Summary
Title: Traraisted I".wuug Manus! Propd Iimplemeriation)
_| L Initlator: Lonen Frank Dwrae: Bornard Miooga
Start Date 01-Jaruany-3099 End Date 31-Cacemper-70719 Project No
2638
Aeadanle in ORI A0 miplemnantatinm Teartund Appecwsd
Reports || o v

2. Click on ‘Create New Report’
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Tearfund Tracx

Create new report

Tithe: Trarsiated Teaining Marual Propeot Impsamentstan)
Iitiaton Lovien Frams Dwrven Beenard Mionga
Start Dabe 01 -Janeay-7010 End Dale 3%-Decominer 210 Project No

2638

A mlatihs i GRS 00 rplemesiation: Tagrund Aporoved

Report type Anriual Report 3 |:> ¥
Start Date 010172019 <:| 4
End Date ddfmmiyyyy <: 5

=

3. Click on the drop menu next to Report type and select the report to be created
4. Add the start date of the period to be covered by the report.

5. Add the end date of the period to be covered by the report.

Please note that for a final report the dates entered in Step 5 must correspond to
the project start and end dates. This is in order for the report to be populated with
the full range of data that has been entered as Actuals into Track.

6. Click on Create

A report template will open which is made up of various sub sections. Users will recognise
the format as it is taken directly from the Micah report template. Some of the sections will be
automatically completed with information taken from the proposal. Some of the sections will
have to be manually completed.

7.2 'Edit’ Tab

U

Edit Sumimary Status

Translated Training Manual Project

(Implementation) Project End Report e e s "“‘;‘;7"0"
(narrative) .
| ‘o <: A |:> Report status Report! Raport typa Project End Projoct template MICAH
i Tearfund Initiate Heport (narrative)

Edit /' Summary s:dr.as<:| B
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The reporting template has many similarities with the proposal template.

A) Collaboration: It is possible for Partner staff to communicate with each other by using the
‘Collaboration’ button and with Tearfund staff by using the ‘Action’ button.

B) Process Bar: The report template also has a Process Bar for easy navigation through the
report.

C) Yellow Box: The report has a yellow box with key details about the report, eg. start / end
date, status, the project number and a report number.

Instructions

Click hare 10 Bnk this report to & calendar evant <:

1. Click to link the report to an event in the Track calendar

Pick a relevant event

Type Start Date End Date
Baseiine survey o1/o172018 31/01/2019
Mid term review 30/06/2018 Jorz2ome

Final report 01/12/2019 31/12/2018 <:|
|::> Save Cancal

2. Click on the relevant event

3. Click on Save and the report will be visible as a link in the Track calendar tab of the
relevant project

(For information on how to access a report at a later date See Section 7.5 ‘How to access a
report at a later date’).
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Basic information (] o <:|

Project Achlevement (5] o

Situation report (o] o

4. Click on the Basic Information section to view key information about the report.

Basic information 0 3
Title Translated Training Manual Project (implementation)
The Supporting Partner project reference number 2638

Name of the Implementing partner receiving funding
Implementing Partner contact details:

Name

Role [Job title)

Address

Telephone [landline and mobile)
Fax

Email

Website

The name and role of the person approving the report for the Implementing Partner. This
person must be duly authorised.

Project and report dates Start Date End Date
01/01/2018 3122018

The date of submission of the report 15 March 2018

Implementer Partner SIFT (Supplemant for Institutional Funding Tool) grade

Association of Evangelicals of Libaria Mone

This section will have been automatically populated with information taken from the proposal
and should therefore be correct.

Basic information (o] o

Project Achievement (1) o <::|

Situation report (o] o

5. Click on the Project Achievement section.
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Project Achievement 0| o

What was Scheduled

have improved food security

thesr agriculiural production

Impact Farmers in Gharpolu County

Dutcome 1 Farmers heve increased

Translated Training Manual Project (Implementation)

Indicators

% of beneficiaries that improved th
provided assistance

od security 85 a result of the

Period end Target Actual Change in pariod
30/06/2018 na o 0
J1a2ema 100 o 0

% of farmers reporiing an Increase in their agricultural production as a
result of the provided assistancs

Explanatory Marrative

Activity 1.1.1 Purchase Seeds

Activity 1.1.2 Distribute seeds

Activity 1.1.3 Conduct training of
farmers in sustainable agricultural
practices

Number of beneficiaries that hav@imd new seed types

Period end Target Actual Change in period
30/06/2019 nfa 200 200

Number of beneficiaries trained

Period end Target Actual Change in period
30/06/2019 nfa 200 200

Period end Target Actual Change in period
Jnzeos 100 50 50
Output 1.1 Farmers have inputs and Mumber of beneflciaries trained
rnowledge required 1o diversity crop |:> G
produation Period end Target Actual Change in period
30/0G/2018 nia 200 200
Number of beneficiaries thal have recelved new soed types
Period end Target Actual Change in period
30v06/2018 n'e 200 200
What was Scheduled Indicators Explanatory Narrative

=

This section will have been automatically populated with information taken from the M&E
Tracking page in the proposal.

6. Check that the Actuals column has updated with the correct data reflecting achievement
against the indicator during the reporting period.

7. Hover over the Explanatory Narrative box and a pencil icon will appear. Click on the
pencil icon in each sub-section to add explanatory narrative about what the project has
achieved against each indicator during the reporting period.
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Basic information | ‘o

Project Achievermnent 6] o

Situation report (0] o <:|

8. Click on the Situation Report section

Situation report (o] o

Describe any change in local conditions that have affectad or could affect your work. This may include political or legal changes, social or econcm@ ]
changes to in the physical environment. How do you think the change or changes might affect your work?

9. Hover over and click on the pencil icon to add narrative to this section.

Situation report

Describe any change in local conditions that have affectad or could affect your work. This may include political or legal changes, social or
economic changes, or changes to in the physical environment. How do you think the change or changes might affect your work?

#* B U & ‘HewicaNese- A v = E =v Hr ® & = x<:=7<::]1n

{1
12 ,:>5mm Save and Confinue Close

10. Type in the box to add narrative to this section
11. Use the editing bar to edit the narrative, add tables, video links etc..

12. Click on Save
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Stakeholder accountabliity (o] o

Project participant/Stakeholder analysis o] o
Impact and sustainabllity analysis 2] o

Case studies and storles of change 0] o
Lessons learnt (0] o

Local church (0] o

Management, monitoring and learning 0o
Proposed changes to the project 0] e
Application of conditions/recommendations | o

Financial report (2] e

13. Complete all other sections of this Edit tab in the same way

e

14. Click on Continue to move to the next tab

7.3 ‘Summary’ Tab

1l

N

Edit Summary Status

7.3.1 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.

Partner TRACK User Guide V1 05.10.18 154



7.3.2 Export to PDF. Copy to Clipboard

The process for exporting a report is exactly the same as that for exporting a proposal.

7.3.2.1 Export to PDF

Export format

ewan ]

'

1. Click on the drop arrow next to Export format and select PDF

2. Click on export to create the pdf file

3. The file will be saved to the users’ computer and should then be saved into the correct
corporate folder.

7.3.2.2 Copy to Clipboard

-

Export format
Copy 1o clipboard ‘:l‘>
]

1. Click on the drop arrow next to Export format and select Copy to Clipboard

2. Click on export

Report copied

The repor hais been aopied 19 the cipboand, Yo Gan now pashs inlo a new

docurment
) o

3. A pop up message will appear telling the user that the report has been copied to the
clipboard and is ready to be pasted. Click on OK.
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4. Open a new Word document or Google Doc and paste the summary into the new
document. The information can now be edited.

e

5. Click on Continue to move to the next tab.

7.4 ‘Status’ Tab

L

Stotus

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.

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.

Figure 18: ‘Report Status’

Report Status TDW“*““‘
Cancesied
Dasign: Design:
Teartund mmp | Teartund ” ' -
Imitiate Draft 4
C Darsiign: x
B iva | 4| | | e
i Panding
" Revigw | Approval | Approved
Daskgn: Dasign: ﬂ
Partner Hmplementer
Initinte Dradt
Calendar Status
ot siared In Progress Compiaisn

Similarly to a proposal, it is possible for a report to move forwards and backwards through

the statuses.

When a report changes status from ‘Initiate’ to ‘Draft’ and then to ‘Approved’, there is an

automatic update in the Project Calendar section of Track.
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o ﬁeminder..

Report Status

There are three statuses associated with Reports in the Project Calendar:
Mot Started
In Prograss
Completed

RAG Status
There is also a RAG slatus associated with Reports in the Project Calendar:
[no colour] for calendar items which are not started and not overdue
Creen for calendar itemis which are complete
e for calendar items which are in progress and not overdue
K Red for calendar items which are overdue and not completed

Instructions

Status
|_J o

Edit /| Summary ' Status

Current Status: Report: Tearfund Initiate

Select the next status |:> E

Current Status: Report: Tearfund Initiate

« Select the next status
Reportl: Tearlund Draft
Report: Implementer Drafl <:I

1. Click on the drop menu and select the next relevant status

Marrative

(o

2. Add text to the narrative section if required

mwutwr<::l
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Status History

Date Status Narrative Snapshotl

Maon, 25 Feb 2019 0901 Report: Tearfund Initiate

Showing 1 to 1 of 1 entries Previous - !

3. Click on status history to view a record of all status changes

Update & Sand <:|

4. Click on Update and Send to move the report to the next status.

Each time a partner user wants to send the report to a Tearfund staff member, the status
must be changed. (There are currently no notification emails sent but work in progress is that
the initiator and approver would get a notification email once the report status has changed).

See Figure 18: ‘Report Status’ for a reminder of which statuses must be moved through
before reaching Tearfund Approved status.

7.5 How to access the report at a later date

Once a report has been saved in Track there are two ways to access it at a later date.

7.5.1 Access via the Calendar Tab

From the Home screen, find the relevant project using either Track Search or find it in the
Recently Accessed drop menu.

Calendar

Title: Translated Training Manual Project

(Impismentation}

Initiator: Lorien Frank Owner: Barnard Mtonga
Start Date End Date Project No
01-January-2018 31-Deacember-2019 2538
Available in offline app Implemantation: Tearfund Approved

Tags = Strategy Links / Narrative - Budget /| Reach ' Logic / Reach mapping ' M&E Tracking | Calendar = Summary | Status

1. Click on the Project Number to open the project, then click on the Calendar tab.
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Calendar | o

Show | 10 + entries

Type Start Date |
Baseline survey  01/01/2018
Field visit 01/02/2019
Mid term review  30/06/2019
Final report 01/12/2019

Showing 1to 5 of 5 entries

+ Add event

End/Due Date

31/01/2019

268/02/2019

31/07/2019

31/12/2019

Location

Liberia

Liberia

Liberia

Liberia

Filter:
Owner Status Document
Association of Evangelicals of Liberia &
In progress P
Association of Evangelicals of Liberia Not started ]
Association of Evangelicals of Liberia  Notstarted  Link <:I ]

Previous - Next

2. Click on the Link in the report row to open the report

7.5.2 Access via the Left Hand Navigation Bar

From the Home screen, find the relevant project using either Track Search or find it in the
Recently Accessed drop menu.

AffinisWeb
Homa

Dashboard

Track Search
Projocts v
Mew project
Projact axtens|on
Collaboration Log
Unresoived Actons

Reports <:|

Ampndmsnts

Change Log

1. Click on the Project Number to open the project, then click on Reports in the left hand

navigation panel.
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Reports | o

Report No Raport type Start Date End Dato

2070 <: Project End Report (naratve) 01 January 2018 31 December 2018

Lreate new repor

A ‘Summary’ screen will open listing all reports available against the project

2. Click on the Link to open the report.
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8. Appendix

8.1 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.

8.1.1 Setting up Chrome for Windows 10
i

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.

8.1.2 Setting up Chrome for Windows 8 and below

1. On your compulter, click the Start menu @
2. Click Control Panel.
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3. Click Programs Default Programs Set your default programs.
4. On the left, select Google Chrome.
5. Click Set this program as default.

6. Click OK.

8.1.3 Setting up Chrome for Mac

1. On your computer, open Chrome

2. In the top right, click More |I|

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)

8.2 How to download the Offline App onto your android phone
or android tablet

Users need to have Google Play Store installed on
their device before downloading the Offline App.

Please note that the Offline App is not yet supported
by Apple or Apple products

If Google Play Store is not yet installed, the following warning message will appear. If this
happens, go back and install Google Play Store.
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Tearfund track (TRAINING)

T e umd bl

Ledrn more

1. From your android phone/tablet go to Google play store

2. Type in Tearfund and click search
3. Select Tearfund TRACK and click install
4. Click open and it takes you to Tearfund TRACK O

5. The app is saved on your android phone/tablet

ffline app login screen

6. The download will complete when there is internet access

8.3. Troubleshooting

8.3.1 | cannot see an activity in my Reach Mapping page

ﬂrningl
If you cannot see an activity in the Reach Mapping page it has probabl

not been linked to an indicator.
an output').

Alternatively:
o  Go back to the Logic tab.

. Click on the List lcon in the

this activity to an indicator?’

o

~

y

(To link an activity to an indicator see Section 4.1.10.7 "Add activities to

output row to open the list of

activities.
e  Click on the pencil 'Edit’ icon to open the Edit Activity box
. Click on the second tab called ‘Indicators’

Link to an indicator in the drop menu next to ‘Do you want to link

/
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8.3.2 | 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?’

8.4 Guidelines on How to use Downward Trend Indicators in
Track

8.4.1 What is a Downward Trend Indicator?

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.

8.4.2 Downward Trend Indicators in Track

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

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
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Development

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

Peacebuilding physical 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 OD2.5 | Average value of the Staff Turnover Rate among

Tearfund supported organisations

8.4.3 Design Phase: How to create an Impact Row using a Downward
Trend Indicator

The following indicator will be used as an example:

Theme

Level

ID

Indicator

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 4.8.1 Add an Impact Row (steps 1-9).
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Starting from Step 10 of Section 4.8.1, please follow these revised instructions:

New Impact Indicator

Indicators Dtails Baselirs Indicator milastones

Indicator tithe: the number of necnatal deaths per 1,000 ive births
Typao: Quantiative

Counted as percent?: No

Baseline date Basefine value ©

01/01/2019 <::| 500

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

15

o S

1. Add the baseline date and value

In this example we will say that when the baseline

was measured, there were 500 neonatal deaths per
1000 live births.

2. Change the value of the % below target at which the RAG status should turn red (optional)

3. Click on Next
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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
2018-01-01 500
Date Value

Save
4. Click on New Target Milestone
New Impact Indicator
Indicators Details Bassline Indicator milestones
Indicator title: the number of neonatal deaths per 1,000 live births
Type: Quantitative
Counted as percent?: No
Baseline date Baseline value
2018-01-01 500
Date Value
31/12/2019 <:| 100 <: m
+ New target milestone
Save

5. Add the milestone date and value
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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.

—

6. Click on Save to complete the indicator

In this example we have added a downward trend Impact indicator.

Users should follow the same steps to add a downward trend Quicome indicator.

Remember that the milestone value should be lower than the baseline value to show a
decrease as a result of the intervention!

8.4.4 RAG Status for a Downward Trend Indicator

The RAG status for a downward trend indicator works in exactly the same way as for an
upward trend indicator.

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).

When a project is on target the indicator status will be Green,
When a project is off target (ie. activities are delayed or insufficient
targets have been reached, according to the milestones), the
indicator status will change to Amber.

The Red indicator status serves as a warning to the user that the
indicator is considerably off target. Track has set this as a default
value of 15% below target, but the user is free to amend this as
required,
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8.4.5 Implementation Phase: How to Update a Downward Trend
Indicator

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 a reminder of how to update an impact indicator please see User Guide Section 5.2.6
Impact & Outcome Indicator Updates (steps 1-6).

If a user makes several updates of a downward
indicator, we would expect the 'New Total' value
entered each time to decrease.

8.5 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 the Project Logic, selecting activities to
update direct project reach in the Reach Mapping tab and finally to updating Activities,
Indicators and Reach in ‘Implementation Phase’.
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Links and Relationships in Track

Reach 7
‘ Tags Tab ||:{>‘ e ‘EDI Logic Tab |
i A o 7. Link to Output Indicat
1. Select Target 3. Select Indicator | | & C’“"“"Ic"”"‘ Tvoe || 5 add Activity = silekatl
2. Add In order for the output
Direct & : Baseline & indicator to be
Eg. 5 Eg. Children Eg. SasEllE & 5
i Indirect | 0 | | £ J | Vaccinate Children Target automatically updated
Beneficiaries Eeach % of children that.. (Beneficiaries) Milcstonas e a i
) Eg. i i i updated (in
Eg. Trainers # of trainers that ... Trainers J Eg. Train Trainers implementation phase)

v

_@_

‘ Reach Mapping Tab

|E(> | M&E Tracking Tab

8. Select which activi

this tab

will update

Only activities which have been
linked to an indicator are visible in

? Automatically
Number Directly . Out
pdates Output
aieced = Indicator
9. Update I:'}
Number New to
Project | updetes Dis

Qutcome

= > | Indirect
—‘m—f'l Em':t Reach
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