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About the training manual

The objective of this manual to correct all data related errors and invalid data uploaded in 2013.

This training manual will provide a clear step-by-step user guide that will help ensure clean 

data capture activities in line with the expected outcome of 2014 Reach Out Nigeria.

You can also refer to the online user manual to familiarize yourself with the entire user operation of the portal.



What is new 2014.

Real-time data capture score cards: We are introducing online real-time 

data capture report on the portal to enable all churches monitor their data 

capture activities performance.

Mobile apps: The Mobile application will enhance data capture experience.  

It is targeted at members who are very busy but still want to participate in the data capture 

activities while on the go. 

Admin access to pastors nationwide: Project coordinators nationwide will be 

provided access to data uploaded by their various churches during and after the data 

capture activities for the next one year.

Data Verification and Validation: Due to bulk invalid data uploaded in 2013, data

validation and verification is now fully introduced for this year’s data capture

activities to ensure clean and valid data.



How to Register on the portal.

STEP 1 : Ensure you have a valid email account and phone number before you commence on the portal.

STEP 2 : Ensure you type in a correct email address and phone number in the boxes provided.

STEP 3 : Provide your username, password, firstname, lastname, gender and phone.

STEP 4 : select your correct region, zones, church group and cell name if available. Please, note

That this fields are very important in order to ensure your zone gets accurate data uploaded report.

STEP 5 : Check your mail for validation mail in order to activate your account. You can always find 

the message in your inbox or spam mail otherwise contact support@rondatacapture.org to activate

the account for you.

mailto:support@rondatacapture.org


How to retrieve your password.

STEP 1 : Provide your email address to validated  before you receive your password.

STEP 2 : Click on the submit button.

Please, note if you receive a message that more than one email found or exist, kindly contact 

the support@rondatacapture.org , for quick assistance to reset your password.

mailto:support@rondatacapture.org


How to upload data .

STEP 1 : Login to your profile and click on upload data link to select your option.

STEP 2 : Add your data, please refers to the user manual for importance field(s) 

Please, note that you do not need to enter your member ID for this column, this is done automatically for you.  You are only

Required to insert member ID  only when you are doing bulk upload.



Excel Template Format Guidelines

Guidelines

You are to conform to the following guidelines in the screen shots below

The above is the original blank format excel template for batch data 

upload.



Sample valid excel data file

• Name column must not be empty

• Phone number column must not be empty

• Email column must not be empty

• Member ID column must not be empty

• Gender Column must not be empty

• Marital status column must not be empty

Please, note if you receive a message that multiple email addresses exist for that username, kindly contact 

the support@rondatacapture.org , for quick assistance to reset your password.

mailto:support@rondatacapture.org


Sample Invalid excel data file

The screen shot above represents a sample of invalid data received last year, this will not be acceptable for this year’s data upload.  

It will be classified as invalid data.



Importance of member id 

The above represents a sample format of the excel template

1. A valid record without member id is classified as orphan records.

2. An invalid records with member id is classified as invalid.

3. For any record to be valid, you must collect name, phone, email, gender, marital status, nearest bus stop and member id.

4. Ensure you provide all data for the compulsory columns.



Batch upload with excel file

EMAIL : support@rondatacapture.org

Phone: support@rondatacapture.org

Online Interactive chat: support@rondatacapture.org



Support Services Contact Information

EMAIL : support@rondatacapture.org

Phone: support@rondatacapture.org

Online Interactive chat: support@rondatacapture.org


