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1. INTRODUCTION

The purpose of this document is to describe how the Development Assistance Database for
Sierra Leone (DAD Sierra Leone) application functions and provide the necessary instructions
to ensure successful work with the application. Use of this document and compliance with the
standards specified herein is mandatory for anyone working with the above-mentioned
application.

2. OVERVIEW

The Development Assistance Database for Sierra Leone (DAD Sierra Leone) application is an
aid management solution promoting good governance and public accountability and
transparency. It is an automated information management system which is designed to
improve efficiency and coordination of donor activities in the country. It is also a powerful
tool for tracking and analyzing aid flows. The system serves as the main database and data
collection and reporting system for the donor and NGO community as it ensures effective
access to aid data.

The DAD Sierra Leone application is a powerful tool that is used to view project data
organized into lists, reports, charts, and maps. In the DAD Sierra Leone application, you can
present the project data in form of a list, chart and map reports, memorize/save the reports,
print and export them.

The DAD Sierra Leone application is designed to provide quick access to the project and aid
data remotely via Internet. Once you have accessed the application, you can view the project
data stored in the database, add new projects, edit existing ones, etc.

In the current design, the DAD Sierra Leone consists of the Project application designed to
track the ongoing projects that are financed from external sources, e.g. donor community,
International NGOs, etc. Once you have accessed this application, you are able to view
project details, track aid flows to the country, and create analytical reports in the forms of
Lists, Charts, and Maps. Moreover, in this application you can add new projects or modify the
information of existing projects through the built-in Online Data Entry Module.

The DAD Sierra Leone provides a web-based user interface and requires a web browser
(Internet Explorer) pre-installed.
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3. LOGGING INTO DAD SIERRA LEONE APPLICATION

The starting screen of the DAD is the Login Screen (Figure 1). To login, you should validate
yourself with the username and password and then click the Login button.

Note: The password is case sensitive.

Note: If you have failed to login 3 times, the system will be blocked. Contact your system
administrator in order to unlock your user access.

ISR /D SIERRA LEONE
e _...-.---#I
What can | do in DAD Sierra Leone?
Cnce you enter DAD Sierra Leone, you will be able to:

+ View all the projects
+ See project details
+ Create Maps, Charts, and Reports

" ENTER AS PUBLIC USER |

» Download DAD Sierra Leone User Manual

For Registered Users and Adminiztrators

User Name |

Pazzword

* Request a new account
* Forgot vour password?

Figure 1: DAD Login Screen
A successful login directs you to the My Portfolio module.

Note: If you have forgotten your password, you can retrieve it by clicking the Forgot Your
Password? link in the Login Screen and confirming your identity. After submitting your
identity information, you will receive a password to the e-mail account indicated.
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3.1 Registering a New User

If you are new to the system and you need a personal account, sign up for a username and
password to start using the system. In order to register in the system, follow the steps
below:

1. Click the Request a new account link on the Login Screen. A User Registration Form
(Figure 2) appears.

2. Fill in the information requested.

3. Click the Submit button to submit the inserted information.

- . 5U SYNisys. com
Contactus: 232.22.235458/9 —

EESS== DAD SIERRA LEONE
[

User Registration Form *- Required Fisld

& johnsmith|
& John

& Smith

& johns@fac.org

case b

E8VEG

Note: You should provide a valid e-mail address. It will be used for future correspondence.
m

Figure 2: User Registration Form

Once you submit the registration form, the DAD’s administrator receives a notification. The
administrator will review the information submitted and either approve the application or
reject it. In case the application is approved, you will receive an e-mail message to the
provided e-mail address. The e-mail will contain your login information details (automatically
generated username and password) and the link to the DAD’s login page.

Once logged in with the received username/password, you can manage your details, i.e.
change personal data and the password. To edit personal details, log into the application, go
to the My Profile section (Figure 3) and make the appropriate changes.
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- support@synisys.com
Contact us: 3 535 55 335a58/9 My Profile  About Help

MESS== DAD SIERRA LEONE
L _J

My Prafile

Neote: You should provide a valid e-mail address. It will be used for future correspendence.

. |Synergy
= |Admin
* |5upp0r‘t@5',-’ni5',-’5.c0m
= |S'_~fner9'.~f

If you would like to change your password, please type the current and the new passwords in the fields below.

P omee st e

Figure 3: My Profile Section

3.2 DAD without Registration

To ensure more flexibility and to provide access to a wider range of users, the system is
designed in such a way that it allows public users to enter it without registration.

Public users wishing to view data should click on the ENTER AS PUBLIC USER on the login
screen (Figure 1). They will be directed to the List module of the application.
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4. DAD ANALYTICS STRUCTURE

The DAD consists of the following main sections:
e MY PORTFOLIO MODULE — used for quick access to the projects registered in the

DAD system by the user’s group.
e DASHBOARD MODULE - used for quick access to the projects registered in the DAD

system.
e LIST MODULE — used to create and execute ad-hoc queries on the data, and acquire

results in the form of a list.
e CHART MODULE — used to filter and display the data in a chart form.

e MAP MODULE - used to filter and display the data in a map form.
e REPORT MODULE — generates complex reports over one or more criteria and

presents the output in the printable and user-friendly format.

The DAD main window has a complex preview as it is shown in the Figure 4.

Header

Main Toolbar

Main Menu
Manipulation
Buttons

Main Menu Bar

Contact us:

— DAD SIERRA LEONE

‘ m® My Portfolio Dashboard

Map Report

Supporig@synisys.com
+232.22.935458/9

Wy Profile  About Help  Log Off

TERS

Remove Filters
View Criteria

Filter by:

Funding Source
Donor Agency
mplementer

FUBLIC VIEWS

[ projects by Location
[ projects by sector
[ projects by Funding Source

MY VIEWS

=
List

g Hide Images

Donor Agency/Project &

+ 2 Unspecified

+ (%] Arab Egyptian Aid Development Agency

+ BAl Assemblies of God Relief and Development Organisation (AGRADC)
+ BB Asscciation For Rural Development (ARD)

+ B Ben-Hirsch Child Care/Women in Development Programme

+ B CEM Development Office

+ B9 Chibuzor Human Resource Development Organisation (CHIDO)

+ = Christian Extension Services - 5L

+ #& Christians In Action Development Agency

+ B Community Action for Rural Development (CARD-SL)

+ {8 Community Action for Rural Empowsrment

+ £ Community Programmes For Women

+ == Conservation Society of Sierra Leone

+ K Cotton Tree Foundation Sierra Leone

+ EE Coundil for Human Ecol in Sierra Leane

+ BF Diakonia Interdenominational Services for Counselling, Evangelism and Teaching (DISCET)
+ ! European Union (EU)

+ | Evangelical Fellowship of Sierra Leone

+ ik Handicap International - SL

+ [ Kenema District Association - Restore Hope

+ 11 willamette Medical Teams (IMT)

Total

Results 1 - 23 of 23

# of
Projects

636

EIEIE Bl
Modify Current View
Committed Disbursed
(usp) (usp)
44,556,202 27,552,492
344,263,221 220,878,621
266,280,332 175,316,554
200,889,350 114,846,420
22,544,462 22,544,361
36,717,892 24,747,313
1,490,053 1,490,053
23,201,360 15,882,625
46,149,412 39,155,797
67,541,601 60,638,719
1,110,000 207,962
24,555,409
101,682,058 75,221,954
45,937,920 29,801,872
3,484,124 3,484,124
350,000
15,000 15,000
2,045,000 2,045,000
5,860,369 4,779,927
65,189,669 61,261,270
2,333,092,807  1,499,737,451

Work Frame

Figure 4: DAD Analytics Structure

It contains the following components:

Component Name

Description

Contact Us — e-mail

Administrator.

This is the application header that contains application name and
the DAD Sierra Leone logo. On the right side, following functions are
available:
address of the DAD System
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My Profile — this opens your personal settings and details.
For details, see Reqgistering a New User.

About — opens DAD Sierra Leone about window.

Log Off — this button is used to log out the application.

Main Toolbar

This is the main toolbar of the DAD application. Following tabs are
available here:

My Portfolio — opens MY PORTFOLIO MODULE to manage
user specific projects.

Dashboard — opens DASHBOARD MODULE for quick access
to the projects registered in the DAD system.

List — opens the LIST MODULE.

Chart — opens the CHART MODULE

Map — opens the MAP MODULE.

Report — opens the REPORT MODULE.

Help — opens the DAD application’s help.

Main Menu Bar

This menu contains sections with main functions of the DAD
application:

Search —contains a common and advanced search functions
among the selected application list. For details, see SEARCH.
Filter — contains filtering options. For details, see
FILTERING.

Public Views/Charts/Maps/Reports — saved list views /
charts / maps / reports (depending on the opened module)
available to all users of the application.

My Views/Charts/Maps/Reports — views / charts / maps
/ reports (depending on the opened module) created by and
available to the current user only.

Main Menu
Manipulation

Left/Right arrows (| | ) — used to hide/open the Main Menu
bar.

Up/Down arrows ([E[E) — used to collapse/expand the
section in the Main Menu bar.

Buttons
e Frame Divider — used to adjust the width of the Main Menu
bar.
In this frame all applications and modules are managed. Here are
Workspace

filtering and search results displayed.
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5. MY PORTFOLIO MODULE

The My Portfolio section (Figure 5) of the DAD application provides quick access to the
projects added by the corresponding user.

In order to access My Portfolio module, click on the My Portfolio tab in the Main Menu of
DAD application. Editing permissions of records in My Portfolio can be based on the user
(whether the user has created the record) or user’s group (whether someone from the group
user belongs to has created the record). All these permissions are granted and managed
from DAD Administration Center.

Contact us My Profile = About Help  Log Of

IS DAD SIERRA LEONE

[ My Portfolio Dashboard

Create New Praject

My Draft Projects - 462

Ready for
Project 1D Froject Title = Last modified by Last Modified On o
Submission?
DRAFT “Youth Houging Scheme Mot Ready
DRAFT Youth Empleyment Program synergy Admin 06-Juk2011 Ready E|
(Synergy)
DRAFT Wounded in Action Payments Mot Ready
DRAFT Workshop to develop communicatien strategy plan en malaria Mot Ready
DRAFT Workshop to develop and adapt IEC plan for ACT implementation Mot Ready
DRAFT Workshop and training of PLWHA on care and support and related activities Not Ready
DRAFT WHO (Health Service Support) Not Ready
DRAFT WFP Secondment in kind Mot Ready
DRAFT WFP (nen-USG food aid alone) Offline User 19-0ct-2009 Not Ready
(DACO/Synergy)
DRAFT West Africa Trade Hub Program Mot Ready

12345678910 Next =>

My Submitted Projects - 636

Figure 5: My Portfolio Module

In My Portfolio module you may see a list of draft and submitted projects. Each project
created in DAD either from My Portfolio module or from Projects application should get
submitted first in order to become public and official. Below is the procedure of project
submission:

e User adds a project. It is saved as a draft in the user’s portfolio, in the Draft Projects
section (Figure 5). Drafts may also be viewed and edited by others users that have
the corresponding permissions. Further, drafts should be revised by the user or by the
corresponding project manager.

e If all mandatory fields are filled in the project form, then draft gets a “Ready” state in
the Ready for Submission? column of the drafts table. If at least one mandatory field
is not yet filled, the draft has “Not Ready” state.

e Only drafts with the “Ready” state can be submitted. To submit the draft, press the
Submit button (E) in the Drafts table.
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My Profile  About Help Log O

? DAD SIERRA LEONE

[l My Portfolio

Create New Project

My Draft Projects - 462
My Submitted Projects - 636

Project ID ™ Project Title Last modified by Last Modified On

SL/001476 Suppot to the Strategy and Policy Unit in the office of the President Joseph Samah 08-Jun-2011
(MoFED})

SL001474 Preventing substance abuse among young people in Freetown, Sierra Leone Linda Wiliams 18-Apr-2011
(EC Delegation)

SL/001473 Improving Health Outcomes through strengthening Public and non governmental sector services Linda Wiliams 05-Apr-2011
(EC Delegation})

5L/001472 Supporting Youth Livelihoeds in Liberia and SL Linda Wiliams 05-Apr-2011
(EC Delegation}

SL/001471 Improve social inclusien and increase employment oppertunities for disabled people in SL, Tanzania and Uganda Linda Wiliams 05-Apr-2011
(EC Delegation)

SL/001470 From economic nuisance to economic empowerment: improving livelihoods of vulnerable pepulations Linda Willams 05-Apr-2011
(EC Delegation})

SL/00146% Unblocking the cocoa value chain through informal and formal pathways to learning in eastern SL Linda Wiliams 05-Apr-2011
(EC Delegation}

SL/I001468 Advancing TechnicalVocational capacities for employment and enterprize development in SL Linda Wiliams 04-Lpr-2011
(EC Delegation)

SL/001457 Technical Cooperation Facility (TCF) Il Linda Willams 23-Mar-2011
(EC Delegation})

SL/001488 Opening Political Space at Chiefdom & Ward levelz for marginalized Voices: Women and outh Joseph Samah 27-May-2011
(MoFED}

12345678910 Next>>

COPYRIGHT 2011 SYNERGY INTERNATIONAL SYSTEMS, INC

Figure 6: Create New Project button in My Portfolio

Note: Only submitted drafts are displayed in the List table (see LIST MODULE) and
accessible to other users of DAD application.

In this module, the project may be created; details of the existing projects can be viewed
and edited.

The information displayed in My Portfolio for each project includes the following
information:

e Project ID — the project ID,

e Project Title — the title of the project,

e Last Modified By — last modification author,

e Last Modified On — last modification date.

5.1 Adding New Project

To add a new project from My Portfolio module, click the Create New Project button
(Figure 6).

This will open an Add Project form which is described in the Projects Application Users
Manual, see REFERENCES.



DAD SIERRA LEONE ANALYTICS USER MANUAL 14

5.2 Viewing Project Details

Depending on your permissions you may also see or edit projects added by other users.

To view details of drafts and submitted projects in the My Portfolio module, follow the steps
below:

1. Go to the My Portfolio module.
2. Expand the Drafts or Submitted Projects list correspondingly (Figure 6).

Click on the project you wish to see the details for. This will open project details. For details,
see DETAILS SECTION.
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6. DASHBOARD MODULE

Reporting requirements have changed dramatically over the past few years. Nowadays, it is
not enough to be able to produce a report to analyze data, but it is more essential to have a
reporting tool that will allow for a visual display of the most important information
consolidated and arranged on a single screen so that real-time data can be monitored at a
glance.

As a comprehensive reporting tool, DAD removes the limitations on report development
giving the possibility to view various types of reports such as lists, maps, and charts
displayed in a user-friendly environment on a dashboard. Unlike *“regular’ reports,
dashboards provide visual, at a glance insight into the data to be analyzed, thus giving the
decision-makers the possibility to leverage information assets in real-time through visually
rich, responsive and personalized business intelligence dashboards. This way, they will
achieve better data interpretation and, as a result, more informed decision making.

6.1 Key Features

You can make use of the following key features of the Dashboard tool in DAD:

v" An intuitive drag-and-drop environment that turns adding reports to a dashboard into
an easily manageable task.

Fully resizable report windows.

Better visualization of the information presented in graph reports.

The ability to print reports for future reference.

The ability to export reports on the dashboard in MS Word, MS Excel, and Adobe PDF
formats.

AN NN

6.2 Accessing the Dashboard Module

In order to access the Dashboard module of the system, you should click the Dashboard

Pashboard tab. This will navigate you to the Dashboard module. In this module, you can

create dashboards, include reports under them, etc.



DAD SIERRA LEONE ANALYTICS USER MANUAL 16

6.3 Main Screen and Its Components

_ supporti@synisys com
Contactus:§ 5o 55 oananam My Profile =~ About Help  Log Ofi

IS DAD SIERRA LEONE
et

M My Portfolio Dashboard
Customize  LUpdate Al @ New
Dashboard1 Dashboard modified... Save | Save as New | Cancel g &
Public [7]
Ongoing Projects by Funding Seurce - PROJECT - &5 # of Projects by Status - PROJECT = v
200
z L_ f
] S N 100
| P i
i) Southvest £ North CE'ES l]
™ Em =
£ v e ’ ] 3 % E B
| 5 5 2 5 : £
- S : E & i
& 5
Projects by Location - PROJECT -
5L/000123 - Taskforce on Decentralisation and Local Government 262,069 108,470
5L/000127 - Short Term Input to Improve Partcipation within the Poverty Reduction Strateqy Paper Process 2,348,621 434,630
SL/000139 - Heslth Sector Support Programme 16,400,000 16,400,000 18.167.022
5L/000142 - Transitional Support to former IDPs: Returnees, Refugee. Hosting Communities 30,798,846 30,798,845 24,811,113
5L/000171 - Local Government Elactions 2004 2,348,560
SL/000172 - Elections 2002 455,540
5L/000173 - AWP-Support to Elections 34,840
5L/000177 - Democratic Governsnce-AWE 1,130,860 3,379,122 2,853,915
SL/00017S - Sierrs Leone Biodiversity Strateqy 10,130
5L/000180 - NORAD Support to Reintegration 723,870
5L/000182 - Pro-Poor Policy Formulation 135,630
SL/000183 - Shelter Assistsnce-Phase 2 769,460
5L/000185 - Coordination and Qutreach 180,330 166,219 190,332

COPYRIGHT 2011 SYNERGY INTERNATIONAL SYSTEMS, INC

Figure 7: Dashboard Module

e Dashboard Selector - contains a list of pre-defined dashboards. By choosing a
definite dashboard from this list, you can view the reports stored in the selected
dashboard.

e Customize - allows performing the following operations:

e Name - displays the dashboard name.
Save - saves a dashboard so that it can be shared with other users.
Save as New - saves a dashboard as a new one. This option is especially
useful if you need to make modifications in a definite dashboard while keeping
the source information intact. This way overwriting of the original dashboard is
prevented.
Remove - deletes a dashboard together with its contents.
Cancel - discards the modifications made to the dashboard currently displayed
on the screen.

e Update all - loads the latest data from the database.

e New - creates a new dashboard.
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e Add New Item - adds a new report under the definite dashboard from the list of all
pre-defined reports previously created.

e Dashboard Workspace - the main screen of the Dashboard module where the

content of a definite dashboard is viewed.

6.4 Dashboard Management

6.4.1 Create a New Dashboard

In order to create a new dashboard, follow the steps below:

Contact Us: 5 a5 5o ananam My Profile  About Help LogO

EESS— DAD SIERRA LEONE
e

M My Portfolio Dashboard *

M|[| Customize | Update All O New

COPYRIGHT 2011 SYNERCY INTERNATIONAL SYSTEMS. INC

Figure 8: Adding a New Dashboard

1. Click the Add New button at the upper right corner of the screen. New field appears
in the left part of the screen to give a name other than the default one to the
dashboard and to save it. Also, the list of all existing pre-defined reports is used to
add new items to the dashboard (Figure 8).

2. Give the desired name to the dashboard.

Add reports to the dashboard, see Add an Item to a Dashboard.

4. Save it.

w
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- DSYNisys.com _
Contact us: |-2.42 32 235458/9 My Profile  About Help Log©O

EESS== DAD SIERRA LEONE
= e

M My Portfolio Dashboard

Customize  Update Al (4]

Dazhboard1

Save az New | Cance liig Add Hew ftem

Sa

]
[ Projects by Location - PROJECT
[ Projects by Sector - PROJECT

B Projects by Funding Source - P

]

E Funding Source Activity - F‘F‘.OJ
E Ongoing Projects by Funding So
Drag items here. B UN Prajects - PROJECT

]

I # of Projects by Status - F'ROJE
I # of Projects by Donor and Sect
i Donor Agency Contributions - P
e 1 - PROJECT e

Drag and drop the desired component onto
the dashboard screen
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Figure 9: List of Pre-defined Reports

6.4.2 Add an ltem to a Dashboard

In order to add a report to a dashboard, follow the steps described below:

1. Click the Add New Item link. The list of all reports previously saved reports will
appear (Figure 9).

2. Select a report to add to a dashboard and drag-and-drop it onto the main screen.

3. If you want to add another report to the dashboard, select it in the list, drag it onto
the main screen and hold the left mouse button until a green rectangle appears on
the screen indicating an area where the new report can be placed (Figure 10).

4. You may add multiple reports to the dashboard.

Note: The reports can be arranged either in vertical or in horizontal order. Once the place for
the report is selected, it cannot be changed.
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Contact us:

EES=== DAD SIERRA LEONE
g

MR My Portfolio [SERVEEGTET]

Customize = Update All

Dashboard1 Dashboard modified...

My Profile  About

Help Log Off

@

[ Add New ttem

# of Projects by Status - PROJECT = v UM Projects - PROJECT
[ Projects by Sector - PROJECT
150 = Projects by Funding Source - P
l] ¢ | B Funding Source Activity - PROJ. .
0 IR . "[ B Ongoing Projects by Funding So... T] Morth East
Fi ial D tg!Is by Dislrilzt -PR E £ g fr =
o Ilnanma — — ° = : 1 || # of Projects by Donor and Sect. . _i
L s Donor Agency Contributions - P —
Projects by Location - PROJECT e 1 - PROJECT 2z~
SL/000123 - Taskforce on Decentralisation and Local Government 108
Wl Financial Details by District - PR,
8l Project Details by Donor and Se \__, 31
SL/00013S - Health Sector Support Brogramme 12,187
S5L/000142 - Transitional Support to former IDPs, Returnees, Refuges, Hosting Communities Drag and drop the desired component onto 24,81
5L/000171 - Locs| Government Elections 2004 fhe dashbeard screen
SL/000172 - Elections 2002 . .

SL/000173 - AWP-Support to Elections

34,840

Figure 10: Adding a New Report

6.4.3 Customize a Dashboard

In the Dashboard module, you can customize any dashboard created, i.e. rename the
dashboard, save the changes made to it, save a copy of the dashboard, delete a dashboard,

and/or discard the changes made. For details, see below.

In order to customize a dashboard, follow the steps below:

1.
options in the Dashboard module (Figure 11).
Take the necessary action.

Save the changes.

Click the Customize button. A new section will appear displaying all customizable
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SL/000123 - Taskforce on Decentralisation and Local Government 862,063 108,470
SL/000127 - Short Term Input to Improve Partcipation within the Boverty Reduction Strateqy Paper Process 2,348,521 434,650

SL/000135 - Health Sector Support Programme 16,400,000 16,400,000 18.167.022
SL/000142 - Transitional Support to former IDPs, Returnees, Refugee, Hosting Communities 30,798,846 30,798,845 24,811,112
SL/000171 - Local Government Elections 2004 2,348,560
SL/000172 - Elections 2002 455,540
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Figure 11: Customizing a Dashboard

6.4.4 Save a Dashboard

After the new dashboard has been created and items added to it, it is necessary to save it to
be able to view it later on. It should be mentioned that there are two options for saving
dashboards:

e Save: saves all modifications made to the dashboard.
e Save as: saves a copy of a dashboard under a new name.

In order to save a dashboard / a copy of a dashboard, follow the steps below:
1. Select the respective Save or Save as New option.

2. Click OK in the message window indicating the dashboard / the changes to it have
been saved successfully.

6.4.5 Delete a Dashboard

In order to delete a dashboard, follow the steps below:
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1. Select the dashboard that you want to delete. Its contents will be displayed on the
main screen.
2. Click the Remove link. The selected dashboard will be deleted.

6.4.6 Discard the Changes

In order to discard the changes made to the dashboard currently displayed on the screen,
follow the steps below:

1. Click the Cancel link.
2. Confirm that you want to discard all changes made to the dashboard by clicking OK in
the warning message window that appears.

6.4.7 Update Data

For decision makers, it is very important to have access to the latest data available. This is
why the Dashboard module allows you to update all reports included in various dashboards.
In order to load the latest data from the database, select the Update All option.

If you want to update the data in an individual report, click &= Refresh button in the top
toolbar of the report screen. The latest data for the selected report will be loaded from the
database.
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7. LIST MODULE

In the List module (Figure 12) of the DAD Sierra Leone application, you can create and
execute ad-hoc queries on projects data, and acquire results in form of a list.

- support@synisys com .
Contact us: 3 535 55 s2samar Wy Profile  About Help Log O

B D SIERRA LEONE

M My Portiolio 53 Dashboard e

List W Hide Images | (3 [E B =2 | & %

l:l Modify Current View

Advanced Search

]

. # of Committed Disbursed
Donor Agency/Project & :
FILTERS Projects (usp) (usp)
Hlzl v ified 239
Remove Filters SEECHre
e — + i) Arab Egyptian Aid Development Agency i3 44,556,202 27,552,492
E— + B Assemblies of God Relief and Development Organisation (AGRADO) 34 344,263,221 220,879,621
T + @8 association For Rural Development (4RD) 55 266,280,332 175,316,554
ter by:
Funding Source + [ Ben-Hirsch Child Care/Women in Development Programme 17 200,889,350 114,846,420
Donor Agency + B cem Development Office 1 22,544,482 22,544,361
34% + B Chibuzor Human Resource Development Crganisation (CHIDO) 3 36,717,892 24,747,313
Cactics + IR Christian Extension Services - 5L 2 1,450,053 1,490,053
More Filters... + #&: Christians In Action Development Agency 3 23,201,360 15,382,625
+ B Community Action for Rural Development (CARD-SL) 55 46,149,412 39,155,797
TR + {8 Community Action for Rural Empowerment 16 67,541,601 60,638,719
Bl + = Community Programmes For Women 4 1,110,000 207,962
Projects by Location : |+ == Conservation Society of Sierra Lecne 7 24,558,408
|:| Projects by Sector * |+ EX Cotton Tree Foundation Sierra Leone 31 101,682,058 75,221,954
B ] i + EB Council for Human Ecal in Sierra Leone 6 45,937,920 29,801,872
Projects by Funding Source . . . = = = B
+ 3% Diakonia Interdenominational Services for Counselling, Evangelism and Teaching (DISCET) 55 3,484,124 3,484,124
) Eurcpean Unien (EU) 18 350,000
MY VIEWS . . .
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Total 636 2,333,092,807 1,499,737,451

Results 1 - 23 of 23
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Figure 12: List Module

7.1 Accessing the List Module

A list consists of at least one group and one column, but the actual quantity of groups and
columns is defined by the user’s choice of view. Please see Modifying the Current View for
more details on how to define groups / columns of a list.

In order to access the List module, click on the List tab. You will be navigated to the List
module. In this module, you can view data organized according to the selected groupings
and columns, modify the currently used list, save it as a pre-defined report, include it under
a definite group, print it, etc.

7.2 Expanding the List Item

It is possible to expand the list item level to view the information of the sub-level(s). In
order to expand the list item level, click on the “+” sign next to the name of the list item.
This will expand the list item group level displaying the first sub-level (Figure 13). This can
further be expanded unless there are no more sub-levels to be displayed.
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Note: You can expand only one group level at a time. If you expand the group level of
another list item, the previously expanded group level will get collapsed.
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Figure 13: Expanding the List Item Level
7.3 Sorting List Items

You can sort the list view by column by clicking on the name of the column. This will sort the
list alphabetically or numerically depending on the type of data entered into that column.
The red arrow that appears on the column can reverse the order of the list.

7.4 Browsing among List Items

You can browse among the list items by clicking on the number link of the page to navigate
to. The Previous and Next buttons can be used to move to the required page.

7.5 Hiding / Showing Images in the List

In order to make the list load quicker, you can choose to hide the images which are
displayed in the list. These images can be donor flags, sector icons, etc.

To hide the images in the list, click on the #® Hide Imag=s o0 Jocated at the top of the
screen. All the images in the screen will not display (Figure 14).
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Figure 14: Hiding Images in the List

&= Show Imagesz

Note: Clicking the button will show the images.

7.6 Modifying the Current View

It is possible to modify the list that is currently displayed in the List module. You can add
new groupings to it or remove the selected ones, (un-) select columns, re-order them, etc.
The steps described below provide for the necessary instructions for modifying the current
view.

1. Click on the Modify Current View link at the top right corner of the List screen. A

Modify Current View window (Figure 15) will appear presenting the administrator with

the groupings/columns selected and available for the list view.

In the Groupings section, add / re-order / remove groups.

In the Columns section, add / re-order / remove columns.

4. In the Cross Tab Groupings section, define add / re-order / remove column groupings
for the view.

5. Set the view as default, if necessary. Please, note that the view can appear as default
for a current user or for unregistered public users.

6. After finishing making changes in the view, click the OK button for the changes to
take effect. Or, click the Cancel button to discard the changes made.

w N
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7.6.1
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Figure 15: Modifying the Current View

Adding List Groups / Columns / Column Groupings

In order to add a group / column / column grouping to the list, follow the steps below:

1.

7.6.2

In the Available Groups / Columns panel, select the group / column / column grouping
to be added to the list.

Note: It is possible to select several groups / columns by means of the Shift or Ctrl
keyboard buttons.

Click the Ell} (Select) button. The selected group(s) / column(s) will appear in the
Selected Groups / Columns panel.

Re-ordering Groups / Columns / Column Groupings

In order to re-order the selected groups / columns / column groupings, follow the steps
below:

1.

2.

7.6.3

Select the group / column / column grouping that needs to be re-ordered in the
Selected Groups / Columns panel.
Click the Move Up /7 Move Down button.

Removing Groups / Columns / Column Groupings

In order to remove the selected groups / columns / column groupings from the list, follow
the steps below:

1.

In the Selected Groups / Columns panel, select the group / column / column grouping
that needs to be removed from the list.

Click the 4:' (Unselect) button. The selected group(s) / column(s) / column
grouping(s) will be removed from the Selected Groups / Columns panel.
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7.6.4 Setting a View as Default

After making changes in the view currently displayed in the List module, you can set the
newly created view as default. This means that the new view will be displayed when the user
accesses the List module.

In order to set a view as default, follow the steps below:

1. Make the necessary changes in the current view as described in the sections above.
2. After finishing, click the Set as Default button in the Modify Current View window.
Please note that the view will be set as default only for the current user.

Note: Clicking the Set as Default for Public Users button will display the view to those
who access the application as unregistered public user.

7.7 Sample Views

In the following chapters you can see several samples on list reports.

7.7.1 Sample View 1: Total Commitments and Disbursements by Sectors

%Groupings m %

Available Groups Selected Groups

Donor Agency Sector

Funding Source Sub-Sector

Conor Agency Type Project

Mational Partners @' oK
Province
District

Chiefdom (X cancel
Implementation Status
Donor Reference Number
UNDF Reference Mumber
Implementer Set as default
Implementer Type
Year

Manth/Year Set as default far
Aszistance Type public users

i

ﬂ‘ Mowve Up G Mowve Diown

Figure 16: Defining List View Groupings for Sample View 1
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KFI Progress

Y|

@ Cancel
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1L

[
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public users
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Figure 17: Defining List View Columns for Sample View 1

You will get the following result (Figure 18) if you have selected “Sector / Sub-sector /
Project” hierarchy as a grouping (Figure 16), and “Project Title / # of Projects / Committed
(USD) / Disbursed (USD)” as columns (Figure 17).
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Results 1 - 30f 3

Figure 18: Sample View 1
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7.7.2 Sample View 2: Projects Distribution by Geographic Location

i 3
I%,l!;rnupings m %
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Sector
Sub-Sector

Implementation Status
Donor Reference Number
UMDFP Reference Number
Implementer
Implementer Type

@ Cancel

]

Set as defaule

Year
Manth/Year
Acsiztance Type Set as default for
Acsziztance Type-Modality public users
ﬁ Mowve Up Ur Maowe Diown
Figure 19: Defining List View Groupings for sample view 2
i =
% chvlumns %
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Figure 20: Defining List View Columns for sample view 2

You will get the following result (Figure 21) if you have selected “Province / District /
Chiefdom / Project” hierarchy as a grouping (Figure 19), and “Project Title / # of Projects /
Committed (USD) / Disbursed (USD)” as columns (Figure 20).
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Results 1 - 2 of 2

Figure 21: Sample View 2
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8. CHART MODULE

The DAD application is equipped with a powerful chart designer that empowers you with all
necessary tools to create charts for professionally looking presentations and reports. A user-
friendly interface, great number of visual effects and pre-defined chart types, flexible chart
components selection, and on-screen real-time chart visualization make using the chart
designer an easy and delightful experience.

8.1 Key Features

You can make use of the following key features of the Chart tool in DAD:

¥v" Rich user interface that supports movable windows for arranging the screen as
desired.

v" The ability to resize the charts directly in the workspace.

The ability to show or hide the data labels and legends.

v" The ability to customize the coloring, or choose pattern-filled charts for black and
white printing.

AN

8.2 Accessing the Chart Module

As it has been stated above, the system provides for the opportunity to present data in the
form of different charts. In order to access the Chart module of the system, click on the
Chart tab. The Chart module appears where a pre-defined chart is displayed.
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8.3 Main Screen and Its Components
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Figure 22: Main Screen of the Chart Module

1. Category - allows selecting one of the options provided in the Category drop-down
menu located at the top of the Chart window. The selected category will define one of
the chart axes.

Note: Selection of a category for the chart report is required.

2. Series - allows selecting one of the options provided in the Series drop-down menu
located at the top of the Chart window. The selected series will define the chart
legend.

Note: Selection of a series for the chart report is optional.

3. Chart Types - allows defining the chart type. The following options are available:
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Chart Type Example
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Chart Type

Example

6. Stacked Column chart

7. Stacked 3D Bar chart EI

8. Stacked 3D Column chart

it S

9. Pie chart

10. 3D Pie chart @




DAD SIERRA LEONE ANALYTICS USER MANUAL 34

4. Show Top <Number> - indicates the maximal number of category items to be
displayed in the chart.

5. Show Top <Number> on Secondary AXxis - indicates the maximal number of

series items that should be displayed on the secondary axis in the chart. Becomes
available only if a Series is selected.

6. Char Count - limits the number of characters to be used to display the category item
names to the value set in this field.

7. Values - allows selecting a value from the list that will define the main chart criteria.
8. Update - loads the latest data from the database and displays them on the chart.

9. Workspace - the main working area in the Chart module where the chart designed is
displayed.

8.4 View Screen and Its Components
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Figure 23: View Screen of the Chart Module

1. Show - allows selecting one or several of the following options:
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e Data Table - presents the information contained in the chart in a grid or
matrix.

Data Label - shows the actual values of each chart cell.

Legend - explains the categories and data series displayed on the chart.
Pattern - allows choosing a pattern-filled chart for black and white printing.
Coloring Option - allows defining whether the chart should be displayed in
multiple colors or in one of the colors available.

2. Title — a text box to enter the chart report title.
3. Note - a text box to enter additional information about the chart report.

4. Footer - a text box to insert a portion of text that will appear in the bottom area of
the chart report.

5. Subtitle - a text box to enter a subtitle for the chart report.

6. Font - allows selecting the font the chart report title/subtitle/footer/note will appear
in.

7. Size - allows selecting the font size the chart report title/subtitle/footer/note will
appear in.

8. Workspace - the main working area in the Chart module where the chart designed is
displayed.

8.5 Sample Chart Reports

In the following chapters you can see several samples on charts.

8.5.1 Sample Chart Report 1: Commitments and Disbursements Distribution by
Top 10 Sectors

If you have selected the “Sector” as a chart Category, and “Committed (USA) / Disbursed
(USA)” as values to be shown on the chart, and click on the 3D Column chart button to
specify the chart type and activate the Data Table option in the View window, the following
chart report will appear (Figure 24):
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Figure 24: Sample Chart Report 1

8.5.2 Sample Chart Report 2: Total Commitments and Disbursements Distribution
by Province

If you have selected the “Province” as a chart category, and “Committed (USA) / Disbursed
(USA)” as values to be shown on the chart, and click on the 3D Pie chart button to specify
the chart type and activates the Data Table and Legend options in the View window, the
following chart report will appear (Figure 25):
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9. MAP MODULE

In the Map module of DAD, you can make use of an advanced GIS tool for data visualization,
mapping and analysis.

In this module, you can plot data directly on a map and then access that data through the
map. You can also query, aggregate, disaggregate, filter, and edit data on a map, visually
capture data at any desired level, from the most general to the most detailed, down to the
district level.

Moreover, the GIS tool offers an impressive array of state-of-the-art, advanced GIS features,
such as the ability to zoom freely; to select a point on a map and ask the system to display
any category of data within a given radius (“buffer zone querying”).
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Figure 26: Map Module
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9.1 Key Features of the GIS Tool

Below are the key features of the GIS tool in the DAD application:

Vector-based platform

Multi-layer mapping

Dynamic number of administrative territorial units

Category or Indicator data

Static Data (Borders, Cities, Rivers, Roads, Construction Sites, etc.)
Names and Labels

Any other type of layer

Data visualization features

Plotting Category or Indicator Data as icons/images/flags

Plotting data based on GPS coordinates

Any layer which contains data associated to a precise GPS coordinate can
be plotted on the map.

Coloring administrative territories based on dynamic scaling (e.g. level of
certain pollution)

Plotting graphs on maps

Attaching photo images to GPS locations (or conditional locations)

Reference features

Legend

Dynamic legends are displayed depending on the selection of layer(s).
Tooltips

Details of an administrative territories

Details on plotted categories and indicators

Navigation features

Free zoom-in/zoom-out

Mouse wheel-based zoom-in/zoom-out

Scaled zoom-in/zoom-out

Map Panning (mouse drag and buttons)

Mini Map Preview

The preview displays a small window of the entire world or country and is
used for quick navigation to a desired location with one click without
having to zoom out, find the new location and zoom in again.

GIS specific features

Distance Measurement
Buffer Zone Querying
Geocoding
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e Internationalization features
- User interface multi-lingual capability
- Map multi-lingual capability

e Export & Print
- Export to PDF, Word, or Excel
- Print

e Interoperability
- Map retrieval via web services

9.2 Accessing the Map Module

The system provides for the opportunity to present data on the map of the country. In order
to access the Map module of the system, click on the Map tab. You will be navigated to the
Map module where the map of the country is displayed.

In the Map module, you can choose to view different data sets displayed on the map, create
and display reports, save them as pre-defined reports, arrange them in the desired way,
print them, etc.

9.3 The Map Module Screen Components

The following figure describes some of the features available in the main screen of the Map
module (Figure 26):

1.

Zoom to panel - allows free zooming to the desired administrative unit (province,
district, etc.).

Chart type selector - allows defining whether the data should be presented in form
of a pie chart or a bar chart when plotting graphs on the map.

Navigation controls - a set of tools that provide common navigation functions, such
as panning and zooming.

Map - the map of the country.

Scale Bar - allows you to work out the distances on the map. The distances are
expressed both in the metric and English units of measure.

Mini Map - an overview map of the entire country displayed in a small window
allowing quick navigation to a desired location with one click without having to zoom
out, find the new location and zoom in again.
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7. Layers Panel - provides a variety of data to choose to display on the map.
8. Legend Panel - explains the categories and data series displayed on the map.

9. Location information section - displays the name of the administrative unit when it
is pointed on the map.

10. Cursor position section - displays the geographic coordinates (expressed as latitude
and longitude) for any point on the map.

9.4 Working in the Map Module

9.4.1 Zooming in / Zooming out

The GIS tool is equipped with the advanced zooming capabilities used to enlarge or reduce
the view of the map on the screen. The following zooming options are available:

Free zoom in / zoom out

This option allows you to easily explore the data through Intelligent Searching. You can enter
any combination of letters in the Zoom to panel and select the administrative territory to
navigate to from the list containing the search results (Figure 27). The selected item will be
magnified and displayed in the main screen.
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Figure 27: Intelligent Searching

Scaled zoom in Z zoom out

+
This option allows zooming in / zooming out using the scale tool available in the
Advanced GIS.
This means that when changing the zoom scales by clicking either on * or ~ , you —

can magnify or reduce the viewport according to the scale value.
Mouse wheel-based zoom-in/zoom-out

This option supports mouse wheel-based zooming in / zooming out. In order to enlarge or
reduce the viewport using the scroll wheel button of the mouse, you should click anywhere
on the map and use the wheel button in the backward motion to zoom in and in the forward
motion to zoom out.
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Zoom by Selection

This option allows magnifying the original viewport or a portion of it using the mouse. To be
able to enlarge an area on the map, you should activate the Zoom by Selection option by

clicking the ! putton then select a region on the map to magnify.

9.4.2 Measuring Distance

In the Map module, you can measure the distance between two points on the map.

To do this, click £ button, select the point on the map and drag the mouse to the second
point to trace a path to measure (Figure 28). The measured distance will be expressed both
in metric and English units of measure.

Note: Measuring is calculated using the latitude and longitude coordinates from point to
point and does not consider elevation.
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Figure 28: Measuring Distance
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9.4.3 Buffer Zone Querying

This feature in the Advanced GIS tool is used to select a point on a map and display any type
of data within a given radius. In addition, the tool is easily navigable through a Mini Map,
Navigation Bar and Intelligent Search Tools.

r=1

To be able to create a buffer zone to view data for, select the = button, and then select

the region on the map to highlight. The selected area will be activated while the rest of the
screen will be disabled (Figure 29). This tool may be useful for presentations on screenshots
to mark the selected area on the map.
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Figure 29: Buffer Zone Querying

9.4.4 Using Layers

The Layers feature in the Map Module provides a variety of data to select to display over the
viewing area. You can use the Layers feature to display the following information:

e Display categories;
e Choose to view data on a scaling map;
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e Plot data in the form of different graphs (pie chart or bar chart);
e Display map features such as province, district or chiefdom borders.

The following layers can be applied in DAD:

Categories

This option is used to plot category data on the map and to view them in form of different
icons / images. To enable this option, expand the Category section and selecting the
category(ies) listed.

Note: When pointing the mouse cursor on a respective icon/image on the map, you can view
the details for the selected category.

Scaling

This option is used to view the data on a scaling map. This means that the selected data
series will not be displayed in form of graphs, but the administrative territories will be
colored according to the selected scaling category instead. The scaling legend at the bottom
left side of the map prompts on the coloring pattern used.

To enable this option, expand the Scaling section in the Layers panel and select one of the
possible alternatives listed.

Chart

You can plot different data series on a map and view them in the form of different graphs,
such as pie charts or bar charts. You can turn on this option by expanding the Chart section
in the Layers panel and selecting the chart category(-ies) to be displayed on the map. By
default, the selected category(-ies) will appear in the form of a pie chart. However, you can
choose the view the data in the form of a bar chart by selecting the appropriate option from
the Chart Type drop-down (Figure 30).

Note: When pointing the mouse cursor on any of the chart constituents, you can view the
data that stands behind it. The details on plotted chart categories are displayed when clicking
the il button.
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Figure 30: Selecting Chart Type

Borders

You can turn on border information by expanding the Borders section in the Layers panel and
selecting one of the following options:

e Auto - displays border information for all territorial units when the zoom in is

selected. For example, if you zoom in to district level, the border information for both
provinces and districts will be displayed on the map.

e Province - displays the border information for all provinces.

e District — displays the border information for all districts.

e Chiefdom - displays the border information for all chiefdoms.

9.4.5 Viewing Legend

To explain the data series or categories on the map, the legend is used to identify the
patterns or colors that are assigned to the selected categories (Figure 31). It is worth
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mentioning that each data series or category is represented by a unique pattern or color in
the map legend, which is displayed in the following ways:

e In the Legend section if you have chosen to apply any category to the map.
e At the bottom left side of the map if you have selected to view data on the scaling

map.
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Figure 31: Viewing Chart Legend

9.4.6 Using Mini Map

The Mini Map window feature displays an additional view of the country map with a position
indicator that corresponds to the current view inside the main screen (Figure 32). One of the
main features of the Mini Map is that while the Mini Map window responds to position
adjustments in the main screen, you can also interact directly with it. Double-clicking any
area within the window or dragging the position cursor to the desired place will adjust
position both in the Mini Map and in the main screen to the point in the Mini Map window that
the user selects.
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Figure 32: Using Mini Map

9.5 Viewing the Data Displayed on the Map

The Advanced GIS tool is used to view the data referring to definite territorial units —
provinces and/or districts/chiefdoms when zoomed in to this level. In order to access the
data for a specific territorial unit, point the mouse cursor on the lil button (Figure 33). The
information that is displayed in the information window includes but is not limited to # of
projects, project cost, etc. If you have plotted any chart category on the map, the chart
category details appear in the information window as well.

Alternatively, you can choose to view the project information referring not to a specific
territorial unit, but to the whole country. For this purpose, you will have to point the mouse
cursor on the lil button in the Nation Wide section.

Note: Clicking the View Projects link at the bottom of the information window will take you
to the Details section of the application. For more information about the actions that can be
taken in this section, see DETAILS SECTION.
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Figure 33: Viewing the Data Displayed on the Map

9.6 Sample Map Reports

In the following chapters you can see several samples on maps.

9.6.1 Sample Map Report 1: Projects Distribution by Implementation Status

You will get the following map report if you have selected the “Status” as a map Category,
select “# of Projects” as a map Scaling and open the Legend panel (Figure 34):
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Figure 34: Sample Map Report 1

9.6.2 Sample Map Report 2: Projects Cost by District

If you have selected the “Project cost (USD)” as a map Scale, the following map report will

appear (Figure 35):
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10. REPORT MODULE

In the Report module of DAD, you can create and execute ad-hoc queries on the data, and
acquire results in the form of different reports.

10.1 Accessing the Report Module

As it has been stated above, the system provides for the opportunity to create different sorts
of list reports. In order to access the Report module of the system, click on the Report tab.
You will be navigated to the Report module of the application where the Report Designer
(Figure 36) will open.

In this module, you can create list reports, save them as predefined reports, arrange them in
the desired way, print them, etc.
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Figure 36: Report Module

10.2 Creating a Report

In order to create a report, i.e. to structure the report table and choose what information

should appear in the rows and columns of the table, add report components, which are:
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Text entries — title, subtitle, header, and footer. For these fields, the expected input
is a free text.

Report grouping - allows grouping data according to a specific category. Grouped
data appear in different tables. Each table contains data that fall under one group of
the category specified.

Rows - group data within the report table.

Columns - show details specific to each table row.

Sub-columns - divide the row details displayed under each column.

In order to add report components, follow the steps below: They provide instructions on how
to compose and submit queries.

N

Type the text that should appear as the report title in the ‘Title’ text box.

Enter a ‘Subtitle’, ‘Header’, and ‘Footer’ if needed.

In the Group Report by section, specify the category, which will be used to group data
into different tables. To add a report grouping, click on the Add Grouping link in the
Group Report by section and select the appropriate category from the menu that
appears (Figure 37).

Note: The report will be divided into as many tables as there are table groupings
selected.

Select table rows by clicking on the Add Row link and selecting the appropriate item
from the menu that appears. Please note that it is possible to select one row at a time
from the list of available rows.

Select table columns by clicking on the Add Column link and selecting the
appropriate item from the menu that appears. Please note that it is possible to select
one column at a time from the list of available columns.

Note: Once you have selected a report column, an Add Sub-column link becomes
available under the selected column. It allows indicating how the row details displayed
under each column will be divided.
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Figure 37: Selecting a Grouping for a Report

Note: At any point it is possible to remove all components selected for the report and design

“) Re=set

a new report from scratch by clicking on the | (Reset) button.

Note: If you have defined a report which has incompatible columns (columns over which
reports cannot be generated), they will be marked in red and an error message will occur. To
make your reports productive, use the link (as marked in red, Figure 37) to open the
Compatibility Matrix table (Figure 38). This is a table that displays the compatibility between
all categories and measures in the database to display them in the report.
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Compatibility Matrix

#» -indicates compatibility between Category and Measurs

g E f s885 3 383 3 ., 84 =2 5 bPEoZT oz,

Rowsz(Categories) / Columna(Measures) a8 22 £ - = g = € _ T T i e _ 5 & 2 2 © T 5 = T u &

sE2 Bf JEE .E O ED ERE R 43 EB T S £ 2 % w: &£ t3 ff £ 3

=88 R8¢ =8c =2 = 8B 32 5 5 8B 8238 & & E 52 52 & £ 22 & &
Assiztance Type - . . - - . -
Assistance Type-Modality - - - - - - -
Chiefdom . . . . . . .
District - - - - - - -
Donor Agency - - - - - - -
Donor Agency Type . . . . . . .
Donor Reference Number L] L] L] L] L] L] L]
Factor Causing Delay - L] L] - - - -
Funding Source . - - . . . .
Implementation Status . L] L] . . L] L]
Implementer - L] L] - - - -
Implementer Type . - - . . . .
Iz on-budget / off-budget? . L] L] . . L] L]
Key Performance Indicator - L] L] - - - - - -
Month/ear - - - - - . -
National Partners L] L] L] L] L] L] L]

Project - - - - - - . . - - - - - . - - . . - - -
Province - - - - - . -
Sector - . . - L] . .
Sub-Sector - - - - - . -
Thematic Marker - - - - - . -
UNDP Reference Number . . . . . . .
Year - - - - - - -

Figure 38: Compatibility Matrix
10.3 Previewing a Report

At any time during the process of creating a report, look in the Preview section at the bottom
of the page, in order to view the final structure of the report (Figure 39). The Preview will not
be ready for viewing unless the user has at least one table row defined.
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~ Support@synisys.com
Contact us: =

u
Y My Profile  About Help  Log O

M. )AD SIERRA LEONE

®® My Portfolio 57 Dashboard

Report B S& % - EE
]
Advanced Search i Subtitle *

FILTERS i Header ™
Remove Filters
View Criteria Choose and structure the information you wish to report on in the table below. Expand the Preview

section to view the final losk and structure of the report.

Filter by: Click here to view row/column compatibility matrix.
Funding Source
Donor Agency i Group report by
Implementer
District Add Grouping
Chiefdom

More Filters...
i Columns

DUELE FEET R Committed (USD) ~ | Disbursed (USD) ™

> i Rows Assistance Type ™ =nce Type~™ | Add Column
#. |¥] Financial Details by District
. Add Sub-column Add Sub-column

#. [ project Details by Donor and Sector

Donor Agency ™ e ais

Add Row o o

MY REPORTS
i Footer~
¥} Reset *| Submit

Committed (USD] Disbursed (USD]
Assistance Type 1 | Assistance Type 2 |Assistance Type 1 |Assistance Type 2
Donor Agency 1|Committed (USD) 1|Committed (USD) 1 |Disbursed (USD] 1|Disbursed (USD) 1
Donar Agency 2|Committed (USD) 2 |Committed (USD) 2 |Disbursed (USD) 2|Disbursed {(USD) 2

Denor Agency

CORYRIGHT 2011 SYNERGY INTERNATIONAL SYSTEMS, ING

Figure 39: Previewing the Report

All your added report components and structuring results will be displayed in the Preview
section which helps you to check whether the report matches the required output or not. This
section can be expanded in order to display whole of the information.

10.4 Generating a Report

The final step in the process of creating a report is report generation. By clicking the

= Submit (Submit) button, a request to the Reporting Engine is submitted in

order to access the database, gather the required data and present it in the manner
required. The Report containing all the real data appears in a new window.

10.5 Sample Reports

In the following chapters you can see several samples on reports.
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10.5.1 Sample Report 1: Total Commitments and Disbursements by Donor Agency
and Assistance Type

If you have indicated (Figure 40):

e “Donor Agency” as the report row and add the total value to be shown before data;
e “Committed (USA)” and “Disbursed (USD)” as columns, and “Assistance Type” as sub-
columns;

suppor@synisys.com

Contact us 5819

My Profile  About  Help

IS AD SIERRA L EONE
o

W® My Portfolio Dashboard

EEE  Report L e L TR
]

sdvanced Search i Subtitle =

FILTERS i Header~
Remove Filters
View Criteria Choose and structure the infoermation you wish to report on in the table below. Expand the Preview
- saction to view the final look and structure of the report.

Filter by: Click here to view row/column compatibilty matrix.
Funding Source
Donor Agency il Group repert by
Implementer
District
Chiefdom

il Columns

TS TERT T Committed (USD) ¥ | Disbursed (USD) ™

» il Rows tance Type ™ dd Column

#. ¥ Financial Details by District
#. ¥ project Details by Donor and Sector

Donor Agency ™ Data

Add Row e

MY REPORTS
i Footer~
¥) Reset * | Submit

Committed (USD) Disbursed (USD)
Assistance Type L | Assistance Type 2 |Assistance Type 1 |Assistance Type 2
Doner Agency 1|Committed (USD) 1 |Committed (USD) t|Disbursed [USD) 1|Disbursed (USD) t
Dener Agency 2|Committed (USD) 2 |Committed (USD) 2 |Disbursed (USD) 2|Disbursed (USD) 2

Coner Agency

COPYRIGHT 2011 SYNERGY INTERNATIONAL STYSTEMS, ING

Figure 40: Creating a Report 1

You will have the following result (Figure 41):
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(= DAD Sierra-Leone - Windows Internet Explorer

Fle Edt View Favortes Tools Help & snagtt =
& FEE
Committed (IUSD) Disbursed (USD]
Donor Agency
Unspecified Grant Loan Unspecified Grant Loan
Ansarul DE‘.E‘meEnt Serv 35,000,000 518 68,139,518
2rab Egyptian Aid Development Agency 46,601,815 31,745,445
mblies of God Relief and Development Orgznization (AGRADC] 278,627,411 241,602,425 210,253,445 177,801,199
ciation For Rural Development (ARD) 383,568,151 243,524,026
Ben-Hirsch Child Care/Women in Development Programme 68,918,417 131,970,933 50,746,367 64,100,053
Canzdiz International Development Agency (CIDA]
CEM Development Office 22,544,462 22,544,361
Chibuzor Human Rescurce Development Organisation (CHIDO) 8,575,892 41,308,519 11,244,429 24,011,783
Christizn Community Development Programme (CCDF)
Ch an Extension Services - SL 1,563,752 1,563,752
Christianz In Action De'.elcpmant Agency 4,187,500 15,013,860 3,426,278 13,315,147
Community Action for Rurz| Development (CARD-SL) 63,827,713 48,830,403
Coemmunity Action for Rural Empowerment 74,107,468 67,205,586
Community Empowerment for Rurzl Development (CEFORD)
Community Programmes For Women 1,110,000 12,087,412
Conservation Society of Sierra Lecne 24,559,405 425,000
Cotton Tree Foundation Sierra Leone 125,193,361 110,675,242
Council for Human Ecel in Sierra Lecne 60.120.813 51,592,876
Department for Intermationz| Development (DFID)
Dizkoniz Interdenominational Sar. for Counzelling, Evangelism and Teaching [DISCET) 4,080,624 5,106,004
Dizzbility Avaraneszs Action Group (DAAG) 813,759 819,759
European Union (EU) 350,000
Evangelical Fellowship of Sierra Leone 4,141,422 5,267,812
Handicap Intarnational - SL 3,595,000 5,435,000
Kenema District A iation - Restore Hope 5,860,369 28,644,167
Willamette Madical Tes (IMT) 69,532,345 65,603,946
World Hope International {WHI) 828,461 2,401,529
World Vision 9,034,774

Report generated on 07 Jul 2011 11:35

Done

%J Local intranet

H100% -

Figure 41: Sample List Report 1

10.5.2 Sample Report 2: Assistance Portfolio Report

If you have indicated (Figure 42):

e “Donor Agency” as the report table grouping;
e “Project” as the report row;

e “Implementer”, “Committed (USA)”, “Disbursed (USA)”, “Sector” and “Province”

columns;

as



DAD SIERRA LEONE ANALYTICS USER MANUAL 59

My Profile  About Help Log Off

EES== DAD SIERRA LEONE

M My Portfolio Dashboard

] Report i
]

Advanced Search

i Title ™

A= i Subtitle ¥
Remove Filters

View Crite il Header~

Filter by: Choosze and structure the information you wizh to report on in the tzble below. Expznd the Preview
Funding Source section to view the final look and structure of the report.
Donor Agency
Implementer Click here to view row/celumn compatibilty matrix.
District

il Group report by

Doner Agency ™

PUBLIC REFORTS

ZEE 5 i istri '
= Financial Details by District 1) Calumns
7 . .
#. % Project Details by Donor and Sector Implementer~ |Committed {USD)~ | Disbursed (USD) ~ | Sector~ Province ™

i Rows Add Column

a Add Sub-column Add Sub-column [ Add Sub-column |Add Sub-column
MY REFORTS :
g =o i Data Data Data Data Data
i Footer~
) Reset 2| Submit

Deonor Agency 1

Sroject | Implementer | Committed (USD) | Disbursed (USD) | Sector | Brovincs
Project 1|Implementer 1|Committed (USD) L d (USD) 1|Sector 1|Province 1
Project 2|Implementer 2 |Committed [USD) 2 [Disbursed [USD) 2|Sectar 2|Provinee 2

Donor Agency 2
oroject | Implementer | Committed (USD) | Disbursed [USD) | Sector | Brovincs
Project 1|Implementer 1|Committed {USD) 1 [Disbursed {USD) 1|Sector 1|Provines 1
Project 2|Implementer 2 |Committed [USD) 2 [Disbursed [USD) 2|Sectar 2|Provinee 2

Figure 42: Creating a Report 2

You will have the following result (Figure 43):
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/= DAD Siarra-Leona - Windows Intarnet Cxplorar

B Lt Yew Favetes Lok ek & s 31

|=e# Cavalcament cinice L

| ot [T Cormmnted (U301 | crabursed fuse) | Secter remeen |
N G lfaHec of faalsFducation [Horteeal Protocs) ; Frryr 32,844,361]003 - ucation Trarronwrioe |

Implemantar Duibursad (UST) tactor

UHCTAD 540677

Lmglementer lcemimnend {uso) Diabuirsed (USO)

1,490,087 1,500,083 084 - 1

B

WISTIAN

uUnspactied HATIGNWIDE

implamanter

Disbursed [USD} Sector

Christinng I Acticn Davwlopmenl Agency

aabarr run Pover Gan, Phade 11
In Vistar Supoly

5L00ILEL - Eupooet b CRemigtr: Dapgnmant FEC Mantreal Frotocal
= Babbililabinn s Extaoaian o toale Wikt Menteual Bictesol
S0 - Hanama Hoad (06 Km)

Cornenurity Acticn for Rusal Cuvalopant [CARD-5L)

Pragace Imalamanter ]l.amm:m.d s | Oiebirsad [us0) Sactar 1 [—

y A for Rural Cew ™
AR R T e R 3 v Adban far Aural Cavalsgmant

1,566.573 1.606.248 | 013 - Caparity Bullding of government agencies

SW/0U04TE - Eupgoet by Povesty Fedyctign Srogrammg

€.353.342 012 - Capacity Bullding of gavesnmant agendes

SL00ALTT - 4

2,853,923(013 - Tra

90173 - Siww Leaoe Biodioeaile Sty

3000180 - KSR Sunoyrl i Kenlestalan

Figure 43: Sample List Report 2

10.6 Customizing Reports

You can customize the reports by assigning font characteristics to report components, re-
ordering rows and columns, etc. The sections below will describe how to customize the
reports.

10.6.1 Formatting/Styling Report Components

You may format/style the text entries as well as main report table captions and values by
assigning to them value characteristics such as font, font size, font color, background color,
alignment (i.e. left, center, or right), etc. In order to format/style a report component, follow
the steps below:

1. Click on the report component that needs to be formatted / styled.
2. Select the Properties option from the actions list that appears (Figure 44).
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- Supporti@synisys.com
Contact us: My Profile  About Help Log Off

IS NAD SIERRA LEONE
e

W My Portfolio Dashboard

ESEE)  Report SE= Nea RS
]

Advanced Search

25 Properties

FILTERS i Subtitle ¥
Remove Filters
View Criteria i Header~
Itenbys . Cheose =nd structure the information you wish to report on in the t=ble below. Expand the Breview
Funding Source section to view the final look and structure of the report.
Donor Agency
Implementer Click here to view row/column compatibility matrix.
District
Chiefdom il Group report by

More Filters...
Donor Agency ™

FUBLIC REFORTS

2B R i i ictri
AL Financial Details by District 1) Columns
Vs - .
#. & Proiect Dctails by Donor and Sector Implementer~ | Committed (USD) = | Disbursed (USD) = | sactor = e ——

il Rows = n Add Column

Add Sub-column | Add Sub-column Add Sub-column | Add Sub-column | Add Sub-column
MY REPORTS
Project * o o e Dats Dats
Add Row HeE Hee mee ——— ——
i Footer™
¥} Reset + Submit

& PREVIEW

Donor Agency 1

Broject | Implementer | Committed (USD) | Disbursed (USD] | Sactor | Provinca

Project 1|Implementer 1 |Committed (USD) 1|Disbursed (USD) 1|Sector 1|Province 1
Project 2|Implementer 2| Committed (USD) 2 |Disbursed (USD) 2|Sector 2|Provinee 2

Donor Agency 2
Broject | Implementer | Committed (USD) | Disbursed (USD] | Sector | Province

Project 1|Implementer 1 |Committed (USD) 1 |Disbursed (USD) 1|Sector 1|Province 1

Project 2|Implementer 2 |Committed (USD) 2 |Disbursed (USD) 2|Secter 2|Provines 2

COPYRIGHT 2011 SYNERGY INTERNATIONAL SYSTEMS, INC

Figure 44: Reports Window with Properties Focus on the Title Field

The Properties window will appear. Please note that for text entries the Properties window
includes text formatting buttons and a text area (Figure 45). For other report components,
like rows, columns, etc., the Properties window also allows assigning additional
characteristics, e.g. sorting order, reference text, etc. (Figure 47).

& X

|Verdana V||12 V| B I UE Eéﬁ' &

Preview Text

Report

oK | Cancel

Figure 45: Formatting/Styling Text Entries
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3. Change the properties as needed.
Note: To prevent you navigating away from the section every time when modifying
the properties of a different report table component, the Properties window allows
selecting the next item to be modified. To do that, you need to select the appropriate
instance from the Items drop-down list in the Properties window. The list contains the
previously selected report table components.

4. Click the Apply button for the changes to take effect. Clicking the OK button will
close the window and navigate you to the Report module.

My Profile  About Help

IS DAD SIERRA LEONE
—

@ My Portfolio 5J Dashboard

= @ Y
Repois R SES e
Advancad Search
il Titla ™
ALTEES i Subtitle ¥
Remove Filters
View Criteria il Header~
Filter by: " - . . . . .
Choosze and structurs the information you wish to report on in the table below. Expand the Preview
Funding Source section to view the final look and structure of the report.
Donor Agency
Implementer Click here to view row/column compatibility matrix.
District
Chiefdom

1 G rt by
More Filters... R e S

Donor Agency ™

PUBLIC REPCRTS Add Grouping
»
#. ¥ Financial Details by District Show As . i) Enli mins
"
& Project Details by Donor and Sector i Sorting Order * v | Disbursed (USD) ™ | Sectar™

Total . Add Column
MY REFORTS
Move Right
Remove
il Footer~
¢+ Move To v
23 Replace v

52 Svitch Place with *

 Reset Properties

Donor Agency 1

Project | Implementer | Committed (USD) | Disbursed (USD) | Sector | Province

Project 1|Implementer 1 |Committed {(USD] 1 |Disbursed (USD) 1|Sector 1|Province 1
oroject 2|Implementer 2 |Committed (USD] 2 |Disbursed (USD) 2|Sector 2|Province 2

Donor Agency 2
Project | Implementer | Committed (USD) | Disbursed (USD) | Sector | Province
oroject 1|Implementer 1 |Committed (USD] 1 |Disbursed (USD) 1|Sector 1]Province 1
Project 2|[Implementer 2 |Committed {(USD) 2 |Disbursed (USD) 2|Sector 2|Province 2

COPYRIGHT 2011 SYNERCY INTERNATIONAL SYSTEMS, NG

Figure 46: Reports Window with Properties Focus on the Column
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& X
Item:
Committed (USD) v| Font |
Show As: [ Numeric Value |[¥|i append |Aﬂerthe valug V|
$isart By |Nune w5
Caption: |Committed (usD) | Font | =
Reference: = i
Ref, Text: | | Font | i

# Empression

Expr. Member 1: |C0rnrnitted (UsD) Vl
Operation:
Expr. Member Z: | -- Select & member -- Vl
OK | Cancel | Apply

Figure 47: Assigning Properties to Report Table Components

10.6.2 Re-ordering Report Table Components

This option enables the user to establish and modify the order of the report table
components, like rows, columns, etc. In order to re-order report table components, the user
should follow the steps described below.

1. Click on the component item that needs to be reordered in the report.

2. Select the respective Move Up / Move Down / Move Right / Move Left option from the
menu that appears. The report generated will maintain the order of the items that
was displayed in the Report Designer (Figure 48).

®  Exprezsion

Show As *
4L Sorting Order r
i
&
-+
=  Mowve Right
> Remoue
<>? Replace 4
£%  Switch Place with *
L properties

Figure 48: Reordering Report Table Components
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Note: If any of these actions is not available, the respective option will be disabled in the

menu.

10.6.3 Sorting Report Table Components

You may change the order in which the table components will appear in the final report. The
report table components can be sorted either in an Ascending (A-Z) or a Descending (Z-A)
order. In order to alphabetically sort the report table components, follow the steps below:

1. Click on the component item for which the sorting order needs to be changed.

N

Select the Sorting Order option from the actions list (Figure 49).

3. Define whether the report item values should be sorted in the ascending or
descending order. Please note that selecting the None option from the list removes

the sorting criteria.

Note: The sorting order for
Properties window.

i858 ¢ X & & &« » m: &

the report components can also be defined from within the

Show As ¥

Sorting Order B none

Totzl ' 2L Sort Asce ing
i Sort Des:gﬁ’):ling

Move Right

Remove

Mowve To k

Replace ¢

Switch Place With *

Properties

Figure 49: Defining the Sorting Order

10.6.4 Removing a Report Table Component

It is possible to remove a report table component from being included in the report, if this is
necessary. In order to remove a report table component, follow the steps below:

1. Click on the component item that needs to be removed.
2. Select the Remove option from the menu that appears. The selected grouping value

will be removed.
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10.6.5 Switching Report Table Components

The report table components may be switched between report grouping, rows and columns.
If there are sub-columns selected, switching between table groupings / rows and columns is
disabled. It is possible to switch between table groupings / rows and sub-columns.

In order to switch report table components, follow the steps below:

1. Click on the component item that needs to be switched.
2. Select the Switch Place with option from the menu that appears (Figure 50).

Show As *
4. Sorting Order r
T Total ¢
.
@
+n
& Move Right
> Remowve
:<}+ Mowve To k
Q? Replace 4
:;? Switch Place With E—
ﬁ" Froperties Project
Cols 2 @
Year/Quarter
Cols 2

Supervising Unit

Figure 50: Switching Report Table Components

3. Define what component item the selected instance needs to switch place with. The
selected component item will be removed from its current position and added as an
item to the specified component. For instance, if it is selected to switch between table
grouping and row, the selected table grouping item will be removed from table
grouping and added as the row item, while the row item will “trade” places with the
table grouping item.
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11. DETAILS SECTION

The DAD Sierra Leone application has a built-in Details section, where you can view detailed
project information, e.g. project financial information, the sector(s) of economy it supports,

the project location, etc.

The Details section can be accessed from the List, Chart, and Map modules. In the Details
section, you can view detailed project information, browse among other projects listed under
the same parent item, print project details, etc. Moreover, you are able to add a new project

and/or modify or delete an existing one.

Mew | Edit | Delete |Close

= ;CDI‘ItEEtUE E@Help ﬂ|

Title

Description

Approval Date

Start Date

End Date

Duration

Implementation
Status

Sectors
% distribution of funds

Locations
% distribution of funds

B GENERAL INFORMATION

Wilkingon Road Widdening Project

An infrastructural development project which invelves the construction of a 4&-Lane Dual Carriageway (5.2 km})

01-Jul-2010

01-Jul-2011

12 months 0 days

Ongoing
Sector %
Infrastructure | Road network 100.00
Unallocated 0.00
Geographic Target Areas b
WESTERN | Western Area Urban | Western Area Urban 100.00

Unallocated 0.00

Figure 51: Details Section
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11.1 Accessing the Details Section

In order to access the Details section, follow the steps below:

1. Access the Details section by clicking on the one of the following:

e In the My Portfolio module: Click the respective project. You will be directed
to the Details section (Figure 51).

e In the List module: Click the project for the details to be displayed. This will
open the Details section of the application where more detailed information
about the project will be displayed.

Note: Depending on the list representation settings, additional expanding the
list items may be required to reach the project.

e In the Chart module: Click the chart for the details to be displayed (e.g., click
on a relevant bar to see what it consists of). This will open the Details section
of the application where all items matching the selection will be listed. The first
item in the list will be displayed in an expanded mode.

e In the Map module: Point the mouse cursor on the object on the map. The

project information window will appear. In order to access the project details
section select the View Projects link. This will open the Details section. The first
item in the list will be displayed in an expanded mode.

Note: You can also choose to view the detailed information on all the projects
that are in progress in the given territorial unit by pointing the mouse cursor
on the lil button.

2. Take the necessary actions (review the provided information, update and improve as
needed). You may also want to print the project details, see Printing Project Details
for details. The Close button is used to return to the main screen.

11.2 Browsing Projects

In the Details section, you can browse among the projects. To browse projects, use
correspondingly Previous or Next buttons in the top of the Details window (Figure 51).

Note: In the Chart and Map modules, you can also scroll down to the bottom of the page,
find the appropriate project in the list presented and click it for the details to be displayed.

11.3 Printing Project Details

In the Details section, you can print out the details of the selected project. In order to print
out the selected project details, follow the steps below:

1. Click the (Print) button in the top toolbar. A window with printer settings
appears.
2. Choose the printer settings as needed and press Print.
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11.4 Editing an Existing Project

In the Details section, you may also edit those existing projects that have been either
created by yourself or you have permissions to manage.

In order to edit existing projects, follow the steps below:
1. Click the Edit button at the top of the Details window. The data input window appears

which is described in the Projects Application User Manual, see REFERENCES.
2. Make the appropriate changes in the input window and save.
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12. CUSTOMISED REPORTING IN LIST, CHART, MAP AND REPORT
MODULES

The DAD application allows you to customize the already-created reports in the List, Chart,
Map and Reports modules, i.e. to define the way the numeric values can be displayed, their
format, the number of the items to be displayed, etc. You may also re-organise the reports in
the desired way, i.e. include it into a group of reports or create a new report group for it,
rename the report, etc. The DAD application can also export the reports to the desired
format (Word, Excel, etc.) or print them out.

12.1 Setting Report Options (List and Report Modules)

In the List and Report modules, you can set the report options, i.e. define whether the
numeric values should be displayed in thousands, millions, etc.

In order to set the report options, follow the steps below:

1. Click the & (Set Options) button in the top toolbar. An Options window (Figure 52)
will appear.

2. Define the format in which the numeric values should be displayed, i.e. whether the
original values should be displayed or they should be shown in thousands, millions,
etc. This prevents large numeric values represented by many zeros from taking a lot
of space in the report.

3. For charts, indicate the number of items to be displayed on the chart by selecting the
appropriate value from the relevant pull-down list.

Show numeric values in: original v|

g’ Ok @ Cancel

Figure 52: Setting the Chart Report Options

4. After finishing, click the OK button for the changes to take effect. Or, click the Cancel
button to discard the changes made.
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12.2 Saving reports (List, Chart, Map and Report Modules)

After creating reports of different types, you can save them as pre-defined reports and
include them either in the Public Reports group and make them available for all users who
access application or in the My Reports group available to you only.

There are two ways of saving a report in DAD application. You can save a newly-created

report, or save a copy of an existing report with a different name, in a different location, or
with a different content.

12.2.1How to Save New Reports

From the List, Chart, Map, and Report modules, you can design an appropriate report and
save it. In order to save the report created, follow the steps below:

1. Click on the s (Save) button on the top right side of the screen. A Memorize Report

window (Figure 53) will appear.
2. Define the report name in the Memorized Name field.

Memorized Mame

Frojects|

Include under the following Group
PUBLIC VIEWS =

L[] 1nclude currenthy selected filters

g’ oK g Cancel

Figure 53: Memorizing a Report

3. Specify the group the report will be included in by selecting the appropriate value
from the Include under the Following Group combo box.

4. Check the Include currently selected filters checkbox to save filtering defined along
with the report.

5. Click on the OK button to save the report for future reference or click Cancel to
discard the changes made.
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12.2.2How to Save a Copy of the Report

In DAD application, you can save a copy of an existing report. The copy of the report can be
saved in a different location, with a different name or edited content.

In order to save a copy of a report, follow the steps below:

1. Click on the & 53¥=#5 putton on the top right side of the screen. A Memorize Report
window (Figure 53) will appear.
2. Save the report by the steps described in the section above.

12.3 Re-organising Reports (List, Chart, Map and Report Modules)

You can organise the reports in the desired way, i.e. rename the reports, create groups to
include reports under, etc.

From the List, Chart, Map and Report modules, you can design appropriate reports and
organize them in the preferred way. In order to organize the reports, follow the steps below:

1. Click on the respective k= (Organise Views / Charts / Maps / Reports) button at
the top right side of the Screen. An Organise Reports window (Figure 54) will appear.
You may perform the following actions:

Renaming Reports and Report Groups
Deleting Reports or Report Groups
Adding a Sub-group

Re-ordering Reports and Groups
Setting a Report as Default
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PUBLIC REPORTS
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Funding Type
MY REPORTS

[+ oK
@ Cancel

7 Set as Default
for Public Users

& Set as default
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. Delete

'i:fil. Add Group

‘ﬁ Mowe Up

G Mowe Dlown

Figure 54: Organizing the Reports

12.3.1 Renaming Reports and Report Groups

Highlight the report / group to be renamed.
Click the Rename button.
Fill in the desired name for the report / group.

rO NP

Click the Enter keyboard button to confirm renaming.

Note: Public Reports and My Reports groups cannot be renamed.

12.3.2 Deleting Reports or Report Groups

1. Highlight the report / group to be deleted.
2. Click the Delete button.
3. Click the OK button to confirm deletion.

Note: Public Reports and My Reports groups cannot be deleted.

12.3.3 Adding a Sub-group

1. Click the Add Group button.
2. Fill in the desired name for the sub-group.

3. Click the Enter keyboard button to confirm adding.
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12.3.4 Re-ordering Reports and Groups

1. Highlight the report / group the sorting order of which needs to be changed.
2. Click the Move Up / Move Down button.

12.3.5 Setting a Report as Default

1. Highlight the report to be displayed in the respective module when you access it.
2. Click the Set as Default button. The selected report will be marked with (default

for me) option.
Note: This option is available only in the Chart, Map and Report modules.

12.4 Exporting Reports (Chart, Map and Report Modules)

From the Chart, Map and Report modules, you can design appropriate reports and export
them in the PDF, MS Word and MS Excel formats.

In order to export the reports in the PDF, MS Word and MS Excel formats, follow the steps
below:

1. Click on the respective (Export in PDF Format) / (Export in MS Word

Format) / (Export in MS Excel Format) button. A separate window will open.
2. Make changes, if necessary.

12.5 Printing Reports (Chart, Map and Report Modules)

From the Chart, Map and Report modules, you can design appropriate reports and print them
out. In order to print out the selected report, follow the steps below:

1. Click the (Print) button on the top toolbar in the right side of the screen. A
separate window will open.
2. Select the Print option.
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13. FILTERING

The system allows for data filtration. Filtering is used to narrow down the information
displayed in the reports. The filtration works in the Step-by-Step technology, which is used
to implement new filtering over the results of the previous one. This option reduces the size
of reports and makes them easier to read. Filters can be added to new or existing reports.
Defined filtering is applicable for list, reports, charts, and maps.

The list of the most frequently-used filter categories is displayed under the Filter By: section.
The list of all available filter categories is displayed when you click on the More Filters link.

13.1 Creating Filtering Criteria

Follow the instructions below to create filtering criteria:

1. Click on the hyperlink under the Filters section that represents the Category according
to which the filtering will be carried out. A Filters window (Figure 55) will appear
having the Category Item pull down menu set to the selected Category. The first text
area holds a list of all the available Category items that the report could display,
whereas the second text area holds a sub-set list of the first one. You may only edit
the sub-set list in the second text area. At the end of the filtering, if the sub-set list is
empty, all the Category items will be included in the report. If, however, the sub-set
is non-empty, only the items in the sub-set list will be included in the report. At the
bottom of the pop-up window the selection criteria from all categories are presented.

This view is also available from the main screen under the hyperlink “View Criteria”.

Select a Category item from the list in the first text area.

3. Click on the downward-pointing arrow button to add the item selected to the list in
the second text area (Figure 56).

4. Repeat steps 2 and 3 to add more than one Category item.

Note: If a Category item needs to be removed from the second text area, select it
from the list in the second text area and click on the upward-pointing arrow button.

5. Click on the OK button to apply the filtering to the ad-hoc query and to the screen
that was active prior to the filtering alterations (i.e. List, Chart, or Map). The system
will regenerate and download, to the client’s side, an updated report that applies the
updated filtering criteria.

N
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Filter by Donor Agency w

Donor Agency

Unzpecified

Anszarul Development Services (AnDes)

Arab Egyptian Aid Development Agency

Azzemblies of God Relief and Development Organisation (AGRADQ)
Azegciation For Rural Development (ARD)

Ben-Hirsch Child Care/Women in Development Programme
Canadia Internaticnal Development Agency (CIDA)

CEM Development Office

Chibuzer Human Rescurce Development CQroanisation (CHIDG

T ]
|&| |ﬁj [ Exclude

Current Criteria:

[ ok
@ Cancel
% Reset

Figure 55: Creating a Filtering Criteria

Note: It is possible to exclude a Category item(s) from being included into the filtering
criteria to be created. In this case, tick the Exclude check box. All the Category items that
appear in the second text area will be excluded from the filtering criteria to be created.
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Filter by Sector w
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015
o0isa
051
053
054
055
034
035
128

Decentralisation

- lustice Sector Development

Private Sector Development

Agriculture, Rural development and Food Security
Infrastructure

Macroeconamic Management

Water and Sanitation

Environment

Humanitarian

O [43]

[l Exclude 4

052 - Youth Development
081 - Health

082 - HIV/AIDS

083 - Education

Current Criteria:

[ oK
@ Cancel
E Resst

Sector I= |052 - Youth Development

021 - Health

082 - HIV/AIDS

083 - Education

Figure 56: Sample Filtering Criteria

13.2 Sample Filtering Criteria

If “Sector” is selected as filtering category, and

“HIV/AIDS”, and “Health”

acquired (Figure 57).

“Education”,

“Youth Development”,

are selected as category items the following results will be
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Modify Current View
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Funding Source
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El Projects by Location
E Projects by Sector

El Projects by Funding Source

MY VIEWS

Figure 57: Filtered List
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14. SEARCH

The DAD application is equipped with a comprehensive search mechanism, which allows
searching for any relevant information.

14.1 Simple Search

The simple search interface is available to find any relevant information quickly and easily
within the integrated DAD content. Simple search implies that you can type search operators
directly into the search box.

14.2 Advanced Search

In addition to providing easy access to the content, DAD application has a nhumber of specific
features that is used to find exactly what is looked for. One of these features is advanced
search that allows setting different complex conditions using the Advanced Search Form. It
gives several additional fields which may be used to qualify searches by such criteria as
district, sub-sector, project title, etc.

Follow the instructions below to create search criteria:

1. Click the Advanced Search link under the Search section. The Advanced Search
Form appears (Figure 58).
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[ ok
Text to find

| | @ Cancel

Search in

E Reset

D Imlementer

[ secter

Project Title
Project Code

|:| Donor Agency
[ uational Partners
Ol provines

Current Criteria:

Figure 58: Creating a Search Criteria

Define the text to search for in the appropriate field.

Specify the fields to look in by selecting the appropriate checkbox(es).

Click the OK button to apply the search criteria to the ad-hoc query and to the screen
that was active prior to the filtering alterations (i.e. List, Chart, or Map).
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14.3 Sample Filtering Criteria

Filter by Advanced Search V|
[ ok
Text to find
|deue|opment | @ cancel
Search in

E Reset

[ imiementer
Sector

Project Title

|:| Project Code

[T ooner Agency
[ national Partners
[T Province

Current Criteria:

Figure 59: Defining Search Criteria

If you have selected to search for “development” among project titles and sectors (Figure

59), the following search results will appear (Figure 60).

nis:

IS )A]) SIERRA LEONE
-

W My Portfolio 53 Dashboard List

List B Hide Tmages
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+ %8 054 - Infrastructure 7 440,761,850 260,849,169
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+ ¥/ 082 - HIv/AIDS 1 15,070,561 14,890,561
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Results 1 - 3 of 3

Figure 60: Search Results

su m
ContactUs: 3 535 55 m3nassrg My Profile  About Help  Log Off



DAD SIERRA LEONE ANALYTICS USER MANUAL 81

15. LOGGING OUT

Once you have finished using the DAD application, it is necessary to log out. In order to log
out from the application, press the Log Off button in the upper right corner of the
application window.

16. REFERENCES

Please refer to the following DAD Sierra Leone related documents:

® DAD Sierra Leone Projects Application User Manual
® DAD Sierra Leone Administration Center User Manual
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