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INTRODUCTION

This document provides step-by-step directions for transferring data from SurveyCTO outputs into a
Microsoft Excel-based template to calculate Key Performance Indicators (KPIs) that are uniquely
collected a the ‘central’ (e.g., national) level. The template is designed for use with the SurveyCTO form
“KPI data collection Central”. The template can take results from the SurveyCTO data collection and
automatically calculate KPI metrics and produce a limited number of summary outputs and graphics. If
SurveyCTO is not used to collect Central KPIs, the template also provides data entry sheets for data
collected via other platforms. The KPI outputs and graphics were determined to be ‘standard’ NSCA 2.0
outputs based on consultations with stakeholders and based on the experiences piloting the NSCA 2.0.
However, individual assessment may require different analyses, deeper dives or outputs; the template
may serve as a basis for developing further analyses and outputs.

The KPIs and supporting indicators to those KPIs calculated in this template include:

Forecast accuracy

Supply plan accuracy

Source of funds

Percent of international reference price paid

Percentage of orders placed as emergency orders

Procurement methods employed

Vendor on-time and in full delivery rate

Supplier fill rate

Percentage of health products procured listed on the National Essential Medicines List or similar
document for other health products

Customs clearance time

Stock turn per annum

Staff turnover rate

Percent of supply chain positions vacant

Facility reporting rates on-time

Facility reporting rates —complete reports
Percentage of incoming batches tested for quality

Percentage of product batches tested that meet quality standards

This document:

® Describes the overall structure and contents of the Central KPI Analysis Template (hereafter
‘the template’).
Provides guidance for moving data from Survey CTO into the template.
Provides guidance on entering data from a platform other than SurveyCTO.
Describes the additional data (beyond what is collected in the KPI data collection Central tool)
that is needed to complete the analyses (for some KPIs) and the adjustments and inspections
that may be needed to ensure accurate results.
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e Briefly describes the output generated by the template.
e Provides some guidance for modifying the template to suit the particulars of each individual
assessment.

The template is designed to be used for one source of data for each indicator. The source of the data
for each indicator may be different — for example, procurement related data may be collected from a
different entity than data on human resources, but these two different sources for two different KPIs
can both be entered into the template. This template cannot calculate results for more than one source
of data for one KPI. For example, if there are two central warehouses in a country (e.g., government
and non-governmental organization), then separate templates will need to be filled in for each of the
warehouses and the results combined as needed for presentation.

Use of the template requires knowledge and comfort with using Microsoft Excel. Basic functions of
Excel are not described in this document.

LIMITATIONS OF THE TEMPLATE

The pre-programmed calculation sheets have set limitations; assessments that exceed these limitations
will need to modify the template to accommodate their needs:

The template is designed to analyze data from one entity for each KPI.
The template can analyze up to 20 commaodities for forecast and supply plan accuracy.
The template can analyze up to 20 different sources of funding.

The template can analyze up to 30 commodities, and up to 12 different procurements for each
commodity, for the price paid.
® The template can analyze up to 20 orders, and within each order up to 10 commodities, for
vendor on-time and in full delivery rate and supplier fill rate.
The template can analyze up to 30 consignments for customs clearance time.
The template can analyze data for up to 30 job positions for human resources indicators.
The template can separately analyze data on facility reporting rates for up to five different types
of health facilities.
e The template can analyze up to 50 different commodities for product testing KPIs.
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STRUCTURE OF THE TEMPLATE

The template is divided into seven parts, each part marked by different colored tabs for the individual
worksheets within overall template workbook (Table I).

TABLE |. OVERVIEW OF THE TEMPLATE

across the KPIs, presented in
different ways and at
different levels of detail in

TAB COLOR FUNCTION INDIVIDUAL WORKSHEETS NOTES
The boxes at the top of this
worksheet need to be filled
in whether d i
Entry sheet used to enter in whether data entry s
done from SurveyCTO or
relevant background data Ent . .
about the assessment ntry directly into the template.
Bright yellow Yellow cells within th;: The box at the bottom of
Lo Entry .4 the worksheet should be
worksheets indicate where _—— ]
data should be entered filled out only if one or more
’ of the other worksheets are
being processed using output
from SurveyCTO.
Outputs and results Dashboard

High level results across
core NSCA 2.0 KPIs.

for all worksheets on the
“FC Calc” worksheet or on
each individual “XX Calc”
worksheet.

-Most worksheets require
that you review the data
and/or enter additional
information necessary to
calculate the KPIs (see
italicized information for each

Need to review data to ensure
accuracy.

Source of Funds

SoF Calc

May need to enter exchange
rates.

Prices Paid

(@]
range the different tabs. Users will Tables
need to modify these sheets Provides results for all KPIs
in terms of formatting and T — in tabular format.
presentation. =
Worksheets for Forecast Accuracy
calculating KPlIs. These E
FC Calc
worksheets process data —_——
entered on the blank data . .
Need to ensure quantities are in
entry worksheets or from the same units
SurveyCTO. )
ly Plan A
-Each sheet requires that you Supply Plan Accuracy
specify which data source
. SP Calc
you are using for that Each of these worksheets
Blue worksheet. This can be done calculate the KPI reflected in

their long name.
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TABLE |. OVERVIEW OF THE TEMPLATE

TAB COLOR FUNCTION INDIVIDUAL WORKSHEETS NOTES

sheet). PP Calc

-The bottom of each
worksheet presents the
results of the calculations.

Need to ensure quantities are
entered in the same units, enter
exchange rates, and enter the
international reference price.

Number of emergency orders
placed on vendors, as a
percentage of total orders
placed, and procurement
methods employed

VO Calc

Ensure data are entered
accurately; adjust number of
orders if not entered accurately.

Vendor on-time and in full
delivery rate and Supplier Fill
Rate

VOTF Calc

Need to ensure quantities are in
the same units and adjust data if
it is not accurate.

Pharmaceutical products
procured listed on the
National Essential Medicines
List

MEML Calc

No additional data review or
entry needed.

Customs clearance time

CC Calc

No additional data review or
entry needed.

Stock turn per annum

ET Calc
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TABLE |. OVERVIEW OF THE TEMPLATE

TAB COLOR FUNCTION INDIVIDUAL WORKSHEETS NOTES

May need to enter exchange
rates.

Staff turnover rate and
Percentage of supply chain
positions vacant

HR. Calc

Review data to ensure that it is
accurate.

Facility reporting rates on-time
and complete

RR Calc

Review data to ensure that it is
accurate.

Percentage of product batches
tested and meeting quality
standards

PT Calc

Review data to ensure that it is
accurate.

Enter data on forecast
Blank data entry sheets Forecast results and
for data not collected via
SurveyCTO. These Accurac
worksheets are designed to

look like the KPI data

FC blnk consumption/issues data for
up to 20 selected
commodities.

collection Central paper- Enter data on supply plan
: Supply Plan

based data collection forms. results and orders data for
Each worksheet reflects one SP blank up to 20 selected

. Accuracy——————"— .
section of the paper-based commodities.

Medium yellow KPI Central data collection
forms. Users employing Enter the total value of
Source of .

these sheets need to enter commodities and total value
the data directly on these Funds-—o0F blank of commodities provided by
worksheets - this can be up to 20 different funders.
done during the interview or
by transcribing data from the ‘ _ Enter the amount ordered
paper-based data collection Prices Paid and the amount paid for up
forms. Yellow cells within to 30 commodities. For each
the worksheets indicate o PP blank - commodity, up to |12 orders
where data should be may be entered separately.
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TABLE |. OVERVIEW OF THE TEMPLATE

TAB COLOR

FUNCTION

INDIVIDUAL WORKSHEETS

NOTES

entered.

-Each of these worksheets
includes at the top a box
providing detailed
instructions on data
collection; these are
abridged versions of the Key
Performance Indicator
reference sheet.

-On each sheet, various cells
contain definitions of terms
and tips for data collection
and entry. Users familiar
with the paper-based data
collection forms or the
definitions and data collected
in the SurveyCTO
application should be able to
enter the data into these
sheets without further
instruction.

Number of emergency orders
placed on vendors, as a
percentage of total orders
placed, and procurement
methods employed

WO blank

Number of orders placed
and the number of different
types of orders for the 12
months in the year prior to
the assessment.

Vendor on-time and in full
delivery rate and Supplier Fill
Rate

VOTF blank

Amounts ordered, amounts
received, promised delivery
date, and actual delivery date
data for up to 20 orders. For
each order, data for up to 10
commodities can be entered.

Pharmaceutical products
procured listed on the
National Essential Medicines
List

MEML blank

Total number of products
procured and the number of
products procured that are
on the National Essential
Medicines List or similar
document.

Customs clearance time

CC Blank

Date order shipment
(consignment) received by
Customs and date released
to agent for delivery for up
to 30 consignments (20 are
recommended).

Stock turn per annum

ST blank

Value of products issued
and, by month, the value of
products held in stores.

Staff turnover rate and
Percentage of supply chain
positions vacant

HR blank

Number for positions filled
and vacant (now) and filled
(at beginning of year prior to
the assessment) and vacated
(in the year prior to the
assessment) for up to 30
supply chain positions.

Facility reporting rates on-time
and complete

RR blank

Number of reports
expected, submitted, and
complete for up to five
different types of reporting
facilities.

Percentage of product batches
tested and meeting quality

Batches received, tested for
quality, and passing quality
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TABLE |. OVERVIEW OF THE TEMPLATE

data from SurveyCTO. All
data, across all indicators,
should be pasted into this
worksheet.

CTD 41

TAB COLOR FUNCTION INDIVIDUAL WORKSHEETS NOTES
standards testing for up to 50
products.
PT blank
Worksheet for pasting
data exported from
SurveyCTO inco the comma s vriie e
template. This worksheet SurveyCTO data entry sheet
exported from SurveyCTO
Pale yellow allows you to copy and paste

and paste it here. No other
work should be done on this
worksheet.

Gray

Worksheets for
processing data entered
on the CTO worksheet.
These worksheets are
designed to look like the KPI
data collection Central
paper-based data collection
forms. However, they auto-
populate with the data
entered into the CTO
worksheet in the format of
the KPI data collection
Central paper-based data
collection forms. Users can
review these sheets to
ensure accuracy of data in
the cells with yellow/gray
striped fill. However, altering
any data on these
worksheets will limit their
functionality and thus
checking should be done
once final SurveyCTO data
have been entered.

Forecast Accuracy

FC CTO

Supply Plan Accuracy

SP CTO

Source of Funds

SoF CTO

Prices Paid

FP CTO

Number of emergency orders
placed on vendors, as a
percentage of total orders
placed, and procurement
methods employed

VO CTO

Vendor on-time and in full
delivery rate and Supplier Fill
Rate

VOTF CTO

Pharmaceutical products
procured listed on the
National Essential Medicines

Each of these worksheets
will display the data from
SurveyCTO in the format of
the paper-based data
collection tools and the
Medium Yellow tabs (i.e., the
“Blank data entry sheets for
data not collected via
SurveyCTO.”).
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TABLE |. OVERVIEW OF THE TEMPLATE

TAB COLOR

FUNCTION

INDIVIDUAL WORKSHEETS

NOTES

List

NEML CTO

Customs clearance time

CCCTO

Stock turn per annum

ST CTO

Staff turnover rate and
Percentage of supply chain
positions vacant

HR CTO

Facility reporting rates on-time
and complete

RR CTO

Percentage of product batches
tested and meeting quality
standards

within the workbook

PTCTO 4
Black -Background information Lists Should not be modified;
to enable other functions typical users never need to
[ Lists use these sheets.

INFORMATION FLOWS THROUGH THE TEMPLATE

The data entered in the Entry worksheet provides the basis for the overall calculations and, for the
blank data entry sheets, provides the necessary contextual information about the assessment to
accurately enter the data (Figure 1). The Entry worksheet must also be updated to reflect the options
used for SurveyCTO data collection if data from SurveyCTO are to be used. Data should be pasted into
the CTO worksheet for any / all indicators collected in SurveyCTO. Note that the template cannot
process data that is not standard to the SurveyCTO data collection survey (although if additional

questions have been added to the SurveyCTO code, it will not affect the functionality of the template;

the template, however, will not be able to process the additional questions. Another way of saying this is
that the order of the questions imported from SurveyCTO do not matter — the template operates
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based on the names of the questions not their order. Thus, altering the names of the variables in the
pre-programmed SurveyCTO code will affect the functionality of the template).

Figure 1: Flow of information through the template

CTO ——> Survey CTO
processing
sheets

Entry Outputs
Blank entry

Once the data have been entered, the user must review and update the calculation worksheets. Note
that data from sheets with corresponding names are shared across the workbook. For example, data
from either the ‘FC blank’ or the ‘FC CTO’ worksheets are processed in the FC Calc worksheet.
Further, no data from other ‘XX blank’ or XX CTO’ worksheets should be necessary for the ‘FC Calc’
worksheet to function properly.

Data from the calculation worksheets are then passed to the output worksheets for overall
presentation.
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DESCRIPTION OF INDIVIDUAL WORKSHEETS IN THE TEMPLATE

LisTs "

The ‘Lists’ worksheet contains options for answering text-based questions in the data entry worksheets
(Figure 2). The data entry worksheets require some questions to be answered in ‘text’ format, but Excel
requires that answers all have consistent spelling. Thus, these types of answers are constrained to the
choices listed in this worksheet. The lists correspond to answer choices provided in the SurveyCTO
data collection tool.

Figure 2: Example of the contents of the List worksheet

A
1 Yes
2 Mo

ENTRY - ENETY

Only cells colored yellow should be altered in this worksheet. Bright yellow cells need to be checked
and/or updated by users doing manual entry and users importing data from SurveyCTO. Pale yellow
cells need to be checked and/or updated by users importing data from SurveyCTO. The information
that needs to be updated reflects the time parameters used for the assessment and response codes used
in SurveyCTO (Table 2).

Table 2: Description of the contents of the Entry worksheet

Row(s) Content Contents
3 Year prior to the In Cell C3, enter the year prior to the year the assessment is
assessment taking place. Since several of the KPIs are collected for an entire
year, typically the year prior to the assessment is used for these
indicators.
5 through || The six months Enter the six months prior to the assessment. Typically, NSCA
prior to the 2.0 will assess the six months immediately preceding the month
assessment in which the assessment collects data for the facility reporting

rates on-time and complete KPIs. These months reflect, e.g., the
six months for which historic data are extracted for these
indicators. (Note, the months listed here have to match those in
the SurveyCTO data collection tool if the SurveyCTO data
collection tool is used for these indicators.)

I3 through 25 | Months in a year The template operates based on the Gregorian calendar-.
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The template should work for non-Gregorian calendars by
changing the names of the months. (Note, the months listed
here have to match those in the SurveyCTO data collection tool
if the SurveyCTO data collection tool is used.)

The template can accommodate a maximum of |12 months.

30 to 51

Units used for the
tracer commodities
used in the
assessment

The data entered here should reflect the answers to the “unit”
response category used in the SurveyCTO data collection tool.
These answer choices should reflect the possible answers for the
answer category ‘unit’ on the “Choices” worksheet in the
SurveyCTO codebook. Typically, numeric code | corresponds
to the first tracer commodity used in the assessment, and the
text answer corresponds to the unit of this commodity. Note
that the spelling must match exactly that used in SurveyCTO for
the template to function properly; it is recommended to copy
and paste these answers from the SurveyCTO codebook into
the template to ensure they are the same. Up to 20 tracer
commodities can be accommodated.

53 through 59

Possible currencies
for which data
entry was allowed
in SurveyCTO

These answer choices should reflect the possible answers for the
answer category ‘currency’ on the “Choices” worksheet in the
SurveyCTO codebook. The numeric code should match that
used in SurveyCTO. As above, the spelling must match exactly.

60 through 63

Possible choices for
whether packs or
units have been
entered for a
commodity

These answer choices should reflect the possible answers for the
answer category ‘pu’ on the “Choices” worksheet in the
SurveyCTO codebook. The numeric code should match that
used in SurveyCTO. As above, the spelling must match exactly.

64 though 70

Possible choices for
the reasons that
the quantity of an
order was modified

These answer choices should reflect the possible answers for the
answer category ‘reason’ on the “Choices” worksheet in the
SurveyCTO codebook. The numeric code should match that
used in SurveyCTO. As above, the spelling must match exactly.

INTRODUCTION TO THE BLANK AND CTO WORKSHEETS

The two worksheets with the same prefix (such as “FC” or “SP”) that end in “blank” and “CTO”
contain the same layout and information. Instructions are provided for both sheets under one heading.

However, the “[prefix] blank” worksheets are intended for manual data entry, so data need to be
entered by users who are doing manual data entry. The “[prefix] CTO” worksheets are intended for
users entering data captured in SurveyCTO; data do not need to be entered, but these worksheets
should be reviewed for accuracy. These worksheets will automatically process data entered on the
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“CTO” (with no prefix) worksheet (see below for instructions on entering data into the “CTO”
worksheet).

Data in the cells with yellow and gray striped fill on the “[prefix] CTO” worksheets can be altered, but
this will destroy the ability of the template to pull data form the “CTO” (with no prefix) worksheet
(because the new data will replace the formulas in those cells). Before data from SurveyCTO have been
entered into the “CTO” worksheet, the cells with yellow and gray stripped fill will either be blank or
show error messages and should NOT be modified before all data from SurveyCTO is input into the
“CTO” worksheet. Thus, before altering data, it is recommended to (1) ensure that the final data from
SurveyCTO have been loaded into the “CTO” worksheet so that users are checking the final data for
errors on the “[prefix] CTO” worksheets, and (2) to save the template, and then re-save the template
with a new name, so as to preserve the original data entry and functionality of the template.

For “[prefix] blank”, yellow cells indicate where users should enter or alter the workbook. Altering
other parts (not colored yellow) of the worksheets is not recommended and may affect the functionality
of the template (and similarly, for the “[prefix] CTO” worksheets, only cells with yellow and gray
stripped fill should be modified, and then only under the conditions specified in the previous paragraph).
On some sheets, individual cells contain conditional formatting that will indicate data should be entered
in the cell (or not) based on the answers to other questions.

The “[prefix] blank” worksheets contain spaces for notes or observations at the end of data entry.
Details provided in the notes may help in data interpretation. The “[prefix] CTO” worksheets also
contain spaces for notes or observations; by default, these will pull in notes/observations that have been
entered in SurveyCTO. Entering additional notes will destroy the template’s ability to pull in the
notes/observations that were entered in SurveyCTO (because the formulas in those cells will be
replaced). Instructions are not provided for these cells, except for special cases.

FC Blank — <22k . d Fc cTo FECTO

Forecast Accuracy:
Rows | through 23 contain general instructions for collecting data for this KPI.

Rows 24 through 47 ask if the entity from which data are being collected conducted forecasts, for up to
20 commodities.

Rows 53 through 72 ask if the entity from which data are being collected has calculated forecast
accuracy, for up to 20 commodities, and, if so, the results of the calculation. Note that if there was no
forecast done for a particular commodity, no name will show in the first two columns of the table.

Row 73 provides space for any notes about how the entity calculates forecast accuracy.

Rows 88 through 109: Lists out the qualities in the forecasts and the quantities issues / consumed for up
to 20 commodities. Note that spellings in the 'units’ columns (Table columns B and D, or Excel columns
E and G) do not need to be exactly the same for the template to work properly, but ensuring consistent
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spelling in the two columns at this stage saves time in later data cleaning processes on the “FC Calc”
worksheet.

SP BLANK 5P PRk ANp sp BLANK - 5P €TO

Supply Plan Accuracy:
Rows | through 23 contain general instructions for collecting data for this KPI.

Rows 24 through 47 ask if the entity from which data are being collected had a supply plan for up to 20
commodities.

Rows 53 through 72 ask if the entity from which data are being collected has calculated supply plan
accuracy, for up to 20 commodities, and, if so, the results of the calculation. Note that if there was no
supply plan done for a particular commodity, no name will show in the Table Columns A and B (Excel
columns B and C).

Row 73 provides space for any notes about how the entity calculates supply plan accuracy.

Rows 88 through 109: Lists the quantity in the supply plan and the quantity ordered for up to 20
commodities. Table Columns A and B (Excel columns B and C) will automatically reflect the names
entered in rows 28 through 47.

SOF BLANK - 29FbRnk . A Np soFcTo - SOFCTO

Source of Funds:
Rows | through 20 contain general instructions for collecting data for this KPI.
Rows 21 to 26: Enter (or, for the SoF CTO sheet, check) the answer to the questions as asked.

Rows 28 to 50: Fill in (or, for the SoF CTO sheet, check) the table for each funder. Note that the rows
colored yellow correspond to the number of funders listed in the answer to the question on row 26.
Rows that are not shaded yellow should not be filled in. Up to 20 different funders can be entered.

PP BLANK < PPDbEnk . ANp ppcTO _PPCTO
Prices Paid:

Rows | through 24 contain general instructions for collecting data for this KPI.

Row 26: Enter (or, for the PP CTO sheet, check) the number of commodities for which data are
collected.

Rows 28 to 46:

Row 30: Enter (or, for the PP CTO sheet, check) the name and dosage for the first commodity
for which you are entering data.

Rows 32 and 34: Answer (or, for the PP CTO sheet, check) the questions as asked.

15 | INSTRUCTIONS FOR USING THE KPI CENTRAL ANALYSIS TEMPLATE FOR CALCULATING KEY PERFORMANCE INDICATORS USAID.GOV



Rows 38 to 44: If the answers to both questions in rows 32 and 24 are yes, enter (or, for the PP
CTO sheet, check) the data requested in this table for the first commodity. You can enter (or,
for the PP CTO sheet, check) data from up to 7 orders. Entering data for fewer than seven
orders will still maintain functionality of the template, but data for at least one order should be
entered.

Rows 47 to 595: These rows repeat rows 28 to 46 in blocks for each of up to 30 commodities.

vo BLANK —YOPEk £ ANpvo cTo VO CTO
Number of emergency orders placed on vendors, as a percentage of total orders placed,

and procurement methods employed:
Rows | through 22 contain general instructions for collecting data for these KPls.

Rows 24 through 48: Enter (or, for the VO CTO sheet, check) data for the twelve months specified in
the first column. Each column has a header specifying what data should be entered in that column (for
each month). Each month has two rows; the second row (products included in order) is optional.

VOTF blank VOTF CTO

VOTF BLANK AND VOTF CTO
Vendor on-time and in full delivery rate and Supplier Fill Rate:

Rows | through 37 contain general instructions for collecting data for these KPls.

Row 39: Enter (or, for the VOTF CTO sheet, check) the number of orders for which you have data. Do
not enter more than 20.

Rows 44 through 63: Enter (or, for the VOTF CTO sheet, check) data from the first order

Row 47: Indicate if data from this order are available and the delivery window (in days) for this
order.

Rows 53 to 62: Enter (or, for the VOTF CTO sheet, check) the data as specified in the column
headers for the table for each of up to 10 commodities. The template will function properly if
fewer than 10 commodities are entered. However, data for at least one commodity should be
entered if the answer in Row 47 indicates that data are available.

Rows 64 to 444 repeat the data entry (or, for the VOTF CTO sheet, checking) process from rows 44
through 63 for each of up to 20 orders. Yellow shading will appear automatically to indicate data entry is
appropriate based on the answer given in row 39. Ensuring that the same commaodity is spelled exactly
the same will help with the data processing.

MEML blank NEML CTO

NEML BLANK AND NEML CTO
Pharmaceutical products procured listed on the National Essential Medicines List:

Rows | through 21 contain general instructions for collecting data for this KPI.

Rows 23 and 24: Enter (or, for the NEML CTO sheet, check) the data as prompted by the questions.
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CCBLANK  CCBRnk - ANp cccTO - CECTO
Customs clearance time:

Rows | through 19 contain general instructions for collecting data for this KPI.
Rows 21 and 22: Answer (or, for the CC CTO sheet, check) the questions as specified.

Rows 25 to 55: Fill in the second and third column (Excel columns D and E) of the table (or, for the CC
CTO sheet, check) based on the table headers for up to 30 consignments.

STBLANK 128" C \ND ST cTo - ST CTO

Stock turn per annum:
Rows | through 20 contain general instructions for collecting data for this KPI.
Rows 21 through 27: Answer (or, for the ST CTO sheet, check) the four questions (as applicable).

Rows 32 to 43: Enter (or, for the ST CTO sheet, check) the total value of stock held in the stores for
each month.

Row 44: Enter (or, for the ST CTO sheet, check) the currency used for the answers in rows 32 to 43.
Note that all months must be entered in the same currency.

HRBLANK —ARBBENk = ANp HR cTO “HRETO
Staff turnover rate and Percentage of supply chain positions vacant:

Rows | through 21 contain general instructions for collecting data for these KPls.

Rows 24 to 41: In the first column, enter (or, for the HR CTO sheet, check) the supply chain position.
These should reflect cadres of workers (i.e., job title or similar), and not individual people. It is expected
that there may be more than one person / posting for each position. Fill in the remaining columns
according to the table headings. Up to 30 different cadres can be processed, but entering fewer than 30
will not affect the functionality of the tool.

RRBLANK 1 2B1K  AND RR cTO - RRCTO
Facility reporting rates on-time and complete:
Rows | through 33 contain general instructions for collecting data for these KPlIs.

Rows 37 to 43: Enter data (or, for the RR CTO sheet, check) as specified in the table headers. Data can
be entered (or checked) for up to five different types of health facilities. Note that the KPIs will be
calculated for each type of facility and overall for all facilities.

Row 37: Enter (or check) the names (e.g., health center, health post, hospital) of the different
types of facilities for the first five columns (Excel columns F through ]) in the table only; the
other columns will automatically update based on the data entered in the first five columns of
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the table. It is not necessary to enter all five types of facilities; any number (one through five)
can be entered without affecting the functionality of the template.

Rows 38 through 43: Enter (or check) the data as appropriate.

PT BLANK _PT0RK o ANp pT cTO PTCTO 4

Percentage of product batches tested and meeting quality standards:
Rows | through 22 contain general instructions for collecting data for these KPls.
Rows 25 through 31: Answer (or, for the PT CTO sheet, check) the questions as appropriate.

Rows 34 to 83: Enter (or, for the PT CTO sheet, check) data into the table as specified in the table
headers. Data should be entered for the number of products specified in answer to question |.2a (row

30).

CTO BLANK
CTO 1
SurveyCTO data entry sheet:

This sheet is entirely blank. It is the intended destination for the data exported from Survey CTO. More
details on this sheet are provided in the section “Transferring data from SurveyCTO to the template”.

INTRODUCTION TO THE CALC WORKSHEETS

The “[prefix] Calc” worksheets have features in common. First, in Cells B2:D2, the user must enter the
source of the data to be used in the specific “Calc” worksheet. If data should come from the “[prefix]
CTO” worksheet (i.e., data were collected using SurveyCTO), then “SurveyCTO input” should be
selected/entered in these cells. If data were entered in the “[prefix] blank” worksheet, then “Manual
input” should be selected/entered in these cells. As designed, the type of entry for all sheets can be
modified by changing the value on the “FC Calc” worksheet. However, this only works if the value for
Cells B2:D2has not been altered in any of the other “[prefix] Calc” worksheets. Once this cell has been
changed in another worksheet, then that sheet (the worksheet where cells B2:D2 have been changed)
will not update based on the value entered in the “FC Calc” worksheet. Thus, users should carefully
check each worksheet to ensure the correct value has been specified for that worksheet, especially if
both methods have been used to collect data.

Second, the first part of the “[prefix] Calc” worksheets contain a “Work Table”, with Work Table
instructions highlighted in grey. There are exceptions: the “NEML Calc” and “CC Calc” worksheets do
not have a work table. The “SoF Calc” worksheet has two, sequential, work tables. For sheets with a
work table, these work tables require that the user review, modify, and/or enter data. Instructions for
what modifications are needed are provided at the top of the work table in a gray box. Note that
updating these work tables may, at times, require a fair amount of work and/or collection of data,
depending on the data entered elsewhere. Note that changes in the worktable may mean that the
template will not accurately calculate results if it used again in another assessment; users should save
changes under a different name (and use a blank/unmodified template for future assessments).
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Some of the work tables employ ‘conditional formatting’. That is, they appear as yellow or white
depending on the values entered in other cells. Some cells will not appear as yellow until at least some
data entry has been done. Thus, users should review the “[prefix] Calc” worksheets after all data entry
has been completed, or risk missing some areas where data need to be reviewed, modified, and/or
entered.

Third, following the work table (or at the top of the worksheet for the “NEML Calc” and “CC Calc”
worksheets) is a table which displays the results of the KPI calculations. These results will only be
accurate once the work tables have been completed.

FC Calc

"FC calc
Forecast Accuracy:

The work table is in Rows 5 through 26. The function of the work table is to ensure that the quantities
listed in the forecast and the quantities listed for the issues or consumption data are in the same units
(i.e., they are comparable). The last two columns of the table allow the user to modify one or the other
(or both) of the quantities entered so that they are in the same units. A row in the last two columns will
be highlighted in yellow if the “Unit of forecast” and “Unit of consumption (or issues)” columns are not
and another unit is “bottle of 1000”, then one of the
last two columns should be adjusted (by either multiplying or dividing one of the numbers by 1,000, as

In

exactly the same. For example, if one unit is “pil

appropriate). In other cases, no adjustment may be necessary. For example, if one unit is “pill” and the
other unit is “pills” or “pill ’, the unit is the same (but not spelled exactly the same). The user can chose,
in these cases, to not modify the last two columns and the results will be accurate (provided, of course,
that the two units are in fact the same). To modify the last two columns, the user can either directly
type in the correct number (overwriting the formula in the cell) or adjust the formula in the cell so that
it is correct (for the example above, the user might enter “=E7/1000” if the data are entered in row 7).

Cells with #N/A displayed indicate that data are not available. The template will not calculate results for
rows that have #N/A in any of the columns.

The results table is in Rows 30 through 55. Rows 31 through 50 display the results for individual
products. Rows 51 through 55 display overall results (the number of products included in the
assessment and the number for which forecasts were done, and the range of results for forecast
accuracy).

SP CALC
SP Calc

Supply Plan Accuracy:

The work table is in Rows 5 through 26. If all data have been collected and entered into the template
correctly, then there should be no action necessary for this work table. However, the work table
provides the user an opportunity to review the data that has been entered to assess if any mistakes have
been made. While it is recommended that the user adjust the data on the appropriate data entry sheet
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(especially if “SP blank” was employed), users can also modify the worktable by typing over the formulas
in the worktable. The results table is based on the data presented in the work table; if the data in the
work table are correct, then the results table will be accurate.

The results table is in Rows 30 through 55. Rows 31 through 50 display the results for individual
products. Rows 51 through 55 display overall results (the number of products included in the
assessment and the number for which supply plans were done, and the range of results for supply plan
accuracy).

SOF CALC
SoF Calc

Source of Funds:

The first work table is in Rows 5 through 26. The purpose of this table is to ensure that all entered data
is in the same currency, and the fifth column of the table (“Exchange rate”) may need to be modified by
the user.

Total value of ‘
commodities for 2018 Currency of Ifcolumncis ExcNange

. Final amount
from funder in column column b other, specify: rate

Name of funder

a
1.3a|Usaid 54000 Local Currency 1 54000
1.3b|Un 3000 Local Currency 1 3000
1.3c|Govt 1000 Local Currency 1 1000

If all figures are reported in the same currency (as listed in the third column of the table), then no
for all rows with data. However, if not all

uln

adjustment is necessary, and the exchange rate should be
data are reported in the same currency, then a different exchange rate will need to be entered in the
fifth column of the table for at least some of the data. The instructions at the top of the work table
suggest some potential sources for finding exchange rates. Analysts should use, to the extent possible,
the same exchange rates that were used to calculate the “Total values of commodities” (question I.l on
the SoF data entry worksheets). For example:

e if one funder listed the amount in US dollars,

o all other donors/ governments listed their data in the currency of the country of the assessment,

e the exchange rate is 1,000 local currency units equals one US dollar, then

e users should enter “1,000” in the fifth column of the table in the row for the donor that listed
amounts in US dollars (the number in the “Final Amount” column should change).

Typically, data will be adjusted to the currency of the country where the assessment is being done, but it
is not important what currency is used as long as all the data are presented in the same currency.

The second work table is in Rows 28 to 35. While the first work table ensures that the amount of funds
for each individual entity is in the same currency, this table ensures that the currency used in the work
table is the same as the currency used to enter the “Total values of commodities” (question |.1 on the
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SoF data entry worksheets) reported. If they are in different currencies, then the exchange rate should
be entered in the fourth row of the table. If they are in the same currencies, then the fourth row of the
table should have a ‘I’.

The second work table also presents the total amount of funds as entered in question |.l. on the SoF
data entry worksheets, and the total amount of funds as reported in the first worktable. These two
figures ideally would be the same; if they are not the same then the KPI calculation will not add up to
100%. The figure in the last row of this table (Cell D35) should be adjusted to reflect the total value of
funds that should be used for the final calculations, and typically should match the total reported in the
first work table if complete data are available from all sources of funds. This may not be the case if, for
example, data from some sources of funds were not available; using the results from the first work table
may not be appropriate when data is missing as it would distort the total amount of funds, in which case
it may be better to report the gaps in the data. On the other hand, on occasion there may be minor
discrepancies between the two numbers due, for example, to the use of different exchange rates when
calculating the number for question .1 and in the first work table. In these cases, it would be preferable
to use the results from the first work table to ensure that the KPI calculations add up to 100%.

The results table is in Rows 37 through 58. Results are presented for each source of funds.

PP CALC
PP Calc

Prices Paid:

The work table is in Rows 5 through 576. Rows 7 through 24 are the portion of the work table for the
first product. This work table is then repeated for up to 30 products. Instructions are given for the first
product, but need to be repeated for each of the products.

Row 7 lists the commodity number in the assessment (for example, numbers | — 30); the
number corresponds to the commodity number on the “PP blank” and “PP CTO” data sheets. It
has no other meaning. Next to the product number (above the second column of the table),
the message “Data are not available” will appear if data were not available. In these cases,
adjustments to the work table for that product are not necessary.

/]

Data are not
Commodity number 2 available

Row 8 lists the product name and dosage.
Row 9 lists the tables column headers.

Rows 10 through 16 lists the data for each order for the product. The last three tables of the
column may need adjustment to ensure that (i) the final quantity are all in the same units, and (i)
the final prices are all listed in the same currency.
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Product 1

1E

E

1

13

Amount in

column Ais

packs [P] or
Amount ordered units [U]?

..IFcolumnBis

packs, number
of units per

pack

Amount Paid Currency

Name of Vendor

Verified with
primary data?

(v/N)

Final

Quantity  Exchange rate

Final
Price

1]

5 Packs

20

1 Local Currency

100

1.00

1

2]

52 Units

o

5 Local Currency

R

52

1.00

5

The eighth column of the table (“Final Quantity”’) may need to be adjusted. Typically, the Final
Quantity should be listed in units — the units should match the units used for the international
reference price. If some orders were entered in “packs” and the number of units per pack (in

the third column of the table) are accurate, then no further adjustments will be necessary. To

modify the “Final Quantity” column, the user can either directly type in the correct number

(overwriting the formula in the cell) or adjust the formula in the cell so that it is correct (for the

example above, the user might enter “=E10/1000” if the data are entered in row 10)

The last two columns of the table (“Exchange rate” and “Final Price”) ensure that all data are

entered in the same currency. The “Exchange rate” may need to be modified by the user. If all

figures are reported in the same currency (as listed in the fifth column of the table), then no

adjustment is necessary and the exchange rate should be

ul”

not all data are reported in the same currency, then a different exchange rate will need to be

entered in the “Exchange rate” column of the table for at least some of the data. For example:

o if one order is listed in the local currency of the country,
e all other orders are listed in US Dollars,

o the exchange rate is 1,000 local currency units equals one US dollar, then
o users should enter “0.001” (1/1000) in the fifth column of the table in the row for the order
that listed amounts in the local currency of the country (the number in the “Final Price”

column should change).

The instructions at the top of the work table suggest some potential sources for finding exchange

rates.

Row 18 presents the total from the “Final Quantity” column and should not be changed.

Row 19 presents the total from the “Final Price” column and should not be changed.

for all rows with data. However, if

Row 20 presents the chance to adjust the data presented in Row |9 to match the currency used for

the international reference price. For example, the international reference price is typically reported

in US Dollars. If the data in Row |9 were calculated in another currency (such as the currency of

the country where the assessment took place), then the exchange rate should be entered here, per

the instructions above. If the data in Row 19 are already in the currency of the international

reference price, then this row should list ‘I’

Row 21 represent the total amount paid for the product in the currency to be used to compare to

the international reference price and should not be changed.
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Row 22 takes the final amount reported in Row 21 and divides it by the total units procured (from
Row 18). This is the cost per unit and should be comparable to the international reference price.
This row should not be changed; if it is not accurate, review the steps done above to ensure they
are all correct.

Row 23: In this row, enter the international reference price. Potential sources for the international
price are listed in the work table instructions. The source of the international reference price
should, to the extent possible, be consistent across products.

Row 24 presents the percentage of the international reference price paid for this product.

The results table is in Rows 580 through 61 1. Rows 581 through 610 present results for each product
included in the assessment. Row 61 | summarizes the range of results.

VO CALC
VO Calc

Number of emergency orders placed on vendors, as a percentage of total orders placed,
and procurement methods employed:

The work table is in Rows 5 through 34. Each month of the year is presented as two rows as the top
part of the table. The work table functions to ensure that the orders by type add up to the total number
of orders placed for each month. This work table may not be necessary if the optional KPI
“procurement methods employed” is not being used for the assessment, although the user must still
check the accuracy the total number of orders in each month for the calculation of “Number of
emergency orders placed on vendors, as a percentage of total orders placed” (and adjust the total
number of orders if there is an error).

The third to last column of the table (“Total number of orders listed under types of orders”) sums the
number of orders by each type (the fifth through eighth column of the table; shaded in pale yellow).

$§ 3 3 3 4

Total number Total number Total number Enter
different
of orders of orders of orders  Total number
Total number of total number
placed by placed by placed by of orders orders listed Does this match the  of orders
framework Requestfor Requestfor placedby undertypesof  totalnumberof placed (if
contract Proposal fuote Direct order orders orders placed? needed)

1 0 1 0 2 Yes

For the data to be accurately processed, this sum of the order by type should match the total number of
orders (listed in the third column of the table). The second to last column of the table (“Does this
match the total number of orders placed?”) reports if the sum of the order by type should match the
total number of orders, and will display “Yes” if they match. In this case, no further adjustment should
be necessary for this month. If this column displays “Some data is missing / cannot assess” this indicates
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that some data are missing for this month and results for this month cannot be calculated. Adjustments
to the VO entry sheets used may be necessary if data actually were available. Finally, if this column
displays “No” then an adjustment will be needed. The adjustment(s) can be done either by modifying the
number of orders by type of order (the fifth through eighth column of the table; shaded in pale yellow)
or by adjusting the total number of orders in the last column of the table (“Enter different total number
of orders placed (if needed)”).

Row 33 reports the number of months for which completed data are available as reported in the second
column (“Are data available for this month?”) of the table above it.

Row 34 reports the total number of orders available for the entire year; this is the sum of total orders
for each month. Typically, this figure should not be adjusted. However, it is the number that is used in
the calculation of the final KPIs, so users should ensure that it is correct.

The results table is in Rows 36 through 44. It presents the number and percentage of orders by type.

VOTF CALC
WVOTF Calc

Vendor on-time and in full delivery rate and Supplier Fill Rate:

The work table is in Rows 5 through 414. Rows 7 through 213 perform background calculations
necessary for the work table and should not be changed. In the default template, these rows are hidden.

Rows 214 through 414 present the data entered in the VOTF data entry sheet sorted by product. Since
the VOTF data entry sheets allow up to 20 orders and 10 commodities per order, this table allows
display of data for up to 200 (20 x 10) commodities. The table presents the data sorted by commodity
(rather than by order as in the VCOTF data entry sheets) to enable comparison of units of the
commodity. The first step is to examine the names of commodities, listed in the first column of the table
(“Commodity”) to ensure that a single commodity is spelled consistently the same. It may also help the
user of the template to look at the results table at this point. In the results table, commodities with
exactly the same spelling are combined, and it may be easier to spot some spelling differences. For
example “Paracetamol” may look the same as “Paracetamol ” in the work table [note the extra space at
the end of the second] but will be reported separately in the results table. If there is a spelling error
or incongruity, the data on the VOTF entry sheet must be adjusted. The calculation sheet will
not be able to adjust for incongruities in spelling (due to the background formulas in use).

Once the spelling of commodities has been harmonized, the user can inspect the amount ordered and
the amount received to ensure they are correct. The corrected amounts can be entered in the eleventh
and twelfth columns of the table (“Corrected amount ordered” and “Corrected amount received”). By
default, the template will use the amount ordered (and not the adjusted amount) when calculating the
KPIs unless the reason for the correction is listed as “Incorrect calculations”. Based on NSCA 2.0
guidance, “Incorrect calculations” is the only reason (among the given options) that is considered a
reasonable or justifiable reason for vendors to adjust the quantities orders. The delivery window (in the
thirteenth column of the table) may also be adjusted if it was entered incorrectly.
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The last two columns of the work table present the results for the KPIs for each product and order.
These should be correct if the data have been adjusted correctly, but the calculations can be over-
ridden by the user if they are not correct.

§ 4 3 3 3

Corrected Corrected On-time
amount amount Delivery andin Supplier
ordered received Window full? fill rate
100 a0 4 MNo 50%
250 250 10 Yes 100%
LR ] 11N A Bl = L

The results table is in Rows 417 through 620. It presents the results for each commodity (note that
commodities that are spelled exactly the same in the work table will be combined in this table). Row
620 presents averages across the commodities.

NEML CALC
MEML Calc

Pharmaceutical products procured listed on the National Essential Medicines List:

The results table is in Rows 5 through 7. No adjustments are needed for this KPI.

CC CALC
CC Calc

Customs clearance time:
The results table is in Rows 5 through 8. No adjustments are needed for this KPI.

ST CALC
ST Calc

Stock turn per annum:

The work table is in Rows 5 through 20. The purpose of the worktable is to ensure that the total value
of product issued is in the same currency as the value of inventory at the end of each month (which
must be entered in the same currency). Thus, if the total value of product issued is NOT in the same
currency as the value of inventory at the end of each month, the exchange rate in row 8 must be
changed OR all of the exchange rates in rows 9 through 20 have to be changed. If the total value of
product issued IS in the same currency as the value of inventory at the end of each month, then all
exchange rates should be listed as ‘I’ (the default). For example:
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e if total value of product issued is listed in US dollars,

e the value of inventory at the end of each month is listed in the currency of the country of the
assessment,

e the exchange rate is 1,000 local currency units equals one US dollar, then

e you should enter “1,000” in row 8 under the heading “Exchange rate” (the number in the “Final
Value” column should change).

The instructions at the top of the work table suggest some potential sources for finding exchange rates.
The results table is in Rows 24 through 27.

HR CALC
HR. Calc

Staff turnover rate and Percentage of supply chain positions vacant:

The work table is in Rows 5 through 22. If all data have been collected and entered into the template
correctly, then there should be no action necessary for this work table. However, the work table
provides the user an opportunity to review the data that has been entered to assess if any mistakes have
been made. While it is recommended that the user adjust the data on the appropriate data entry sheet
(especially if “HR blank” was employed), users can also modify the worktable by typing over the
formulas in the table. The results table is based on the data presented in the work table; if the data in
the work table are correct, then the results table will be accurate.

The results table is in Rows 25 through 28.

RR CALC
RR Calc

Facility reporting rates on-time and complete:

The work table is in Rows 5 through 14. If all data have been collected and entered into the template
correctly, then there should be no action necessary for this work table. However, the work table
provides the user an opportunity to review the data that has been entered to assess if any mistakes have
been made. While it is recommended that the user adjust the data on the appropriate data entry sheet
(especially if “RR blank” was employed), users can also modify the worktable by typing over the formulas
in the table. The results table is based on the data presented in the work table; if the data in the work
table are correct, then the results table will be accurate.

The results table is in Rows |7 through 25.

PT CALC
PT Calc

Percentage of product batches tested and meeting quality standards:
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The work table is in Rows 5 through 57. If all data have been collected and entered into the template
correctly, then there should be no action necessary for this work table. However, the work table
provides the user an opportunity to review the data that has been entered to assess if any mistakes have
been made. While it is recommended that the user adjust the data on the appropriate data entry sheet
(especially if “PT blank” was employed), users can also modify the worktable by typing over the formulas
in the table. The results table is based on the data presented in the work table; if the data in the work
table are correct, then the results table will be accurate.

The results table is in Rows 60 through 64.

TABLES

The Tables worksheets compiles results across the different KPIs to display the final, summary results
for all of the KPIs calculated in the template. The first four tables and Table 6 present results by
commodity, funder, or order type and contain multiple rows. All other KPIs are presented as a single
summary number. Note that not all KPIs may be calculated or relevant for all assessments. Thus, some
tables may not be relevant for some assessments, and some tables will need further formatting before
final presentation.

DASHBOARD

The dashboard contains one table of summary outputs in the form of a heat map.
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Figure 2: Heat Map

A B C D E F (€} H | J K L
1 Heat Map
Performance |Performance
2 KPI standard standard
= Farthest from
4 | performance standard Forecasting
5 Forecasting accuracy >75% and <125% 25% Core
6 Supply plan accuracy >90% and <110% 10% Optional
7 20+to 30% from standard Procurement
5 |10 to 20% from standard Vendor on-time and in full delivery rate =85% 85% Core
9 |0 to 10% from standard Percentage of international price paid i B <105% 105% Core
10 Percentage of procurement orders that were emergency orders <5% 5% Optional
1 Meets/exceeds Percentage of orders through frameowork contracts =60% 60% Optional
12 (SR Supplier fill rate >95% 95% Optional
13 Percentage of procurements that are made based on the NEML >95% 95% Optional
14 Average number of days for customs clearance <0 Optional - need to enter assessment specific target
15 ‘Warehousing and storage
16 Stock turn per annum =4 4 Optional
17 Human Resources
18 Staff turnover rate <15% 15% Core
19 Wacancy Rate =90% 90% Optional
20 Reporting
21 Facility reporting on-time rates 100% 100% Core
22 Facility reporting complete 100% 100% Optional
23 Testing
24 Percentage of batches tested for quality =0% Optional - need to enter assessment specific target
25 Percentage of batches tested that meet quality standards >95% 95% Optional
26
27

No specific performance standard is available for source of funds

The heat map (Figure 2) is presented for core (and optional) KPIs included in the KPI Central Analysis Template. The
heat map converts numbers to colors in 10% increments based on performance standards. The darkest
red indicates, for example, a result of more than 50% from the performance standard, moving to yellow
(within 10% of the performance standard) and then to green, where the performance standard is met or
exceeded. Focusing on presenting results as colors rather than numbers emphasizes looking for large
differences between KPIs. It is intended as a complementary presentation for KPIs calculated in the KPI
non-Central Analysis Template.

In order for the heat map to reflect local goals or standards, analysts can change the default
performance standards in Column G. Note that Column F converts the numeric goals/standards entered
into Column G into text values for presentation; this conversion should be automatic based on what is
entered in Column G. It is recommended, first, that the performance standards be discussed with
critical stakeholders in the formation of the assessment and, second, that the performance
standards/goals be presented along with the heat map so as to aid the interpretation of the findings.
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TRANSFERRING DATA FROM SURVEYCTO TO THE TEMPLATE

The first step in transferring data form SurveyCTO to the template is to download the data from the
SurveyCTO website:

I. First, log into the SurveyCTO server specific to your assessment, and then click the export tab:

SurveyCTO

1. Design 2. Collect 3. Mo 4 Export ~

2. Find the KPI data collection central section of the export tab and click the ‘download’ button:

KPI data collection Central
Form ID: kpi_data_collection_central, Complete submissions:

[ Lol

Download Explore

3. Click the “Download Data Now” button:

KPI data collection Central

ok el data collection_central, Con

x Lant

Download Explore

X Download data now Close

4. In the lower left-hand corner of your screen (depending on the browser), click on the

downloaded form:

ﬂ_data_culledicn....cw -~
e —

5. The data should open in Microsoft Excel as a .csv (comma separated variable) file:

i B C D E
1 Submissicstarttime endtime deviceid subscri
2 | HUEHSHHE SHSEHESHY HEEEEEEE BA:74:43:C4:64:99
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6. Select Cell Al.

7. Select all columns and rows (which should just be rows one and two) with data at the same time
— you should have highlighted all the cells that have data on the worksheet.

8. Open (or select) the Central KPI analysis template:

9. On CTO worksheet Al:
A E C

2£1

10. Paste the copied data into the template. Tip: You may want to ‘wrap’ or ‘unwrap’ text by

==y
clicking the ‘Wrap Text’ button in the Excel ribbon: =*Wrap Text
I'l. Save the Excel workbook — use a different name than what it was previously saved as (if you
have not already done so).

Tip: The template can handle only one header column (i.e., row one has to list the variable names used
in SurveyCTO) and one row of data (row 2). If data have been collected from multiple sources for
different indicators (i.e., there are data on rows 3 or below), the data has to be consolidated on row 2.
The user will have to perform this consolidation by hand.
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GUIDANCE FOR MODIFYING THE TEMPLATE TO SUIT THE
PARTICULARS OF EACH INDIVIDUAL ASSESSMENT

While the template will automatically calculate and produce results based on the steps outlined in the
previous section, some additional steps are needed to enable presentation of the results.

HIDING THE NUMBER OF ROWS OR ENTIRE TABLES

The template is set up to handle multiple commodities, etc. for several of the KPIs. Individual
assessments may choose to include fewer commodities in their assessment than can be processed by
the template. In this case, having empty rows in results tables may be distracting or otherwise not
desirable. This, in particular, may apply to the “Calc” and Tables worksheets.

Unnecessary rows can be hidden by clicking on the gray borders representing the rows that you want to

hide.

20| 13
21| 14
22| 15

|

Then, right click on the gray area with the row numbers, and then select “Hide”. Entire tables (e.g., for
optional KPIs that have not been included in the assessment) can be ‘hidden’ in the same way. This may
need to be repeated across several tables and worksheets.

TRANSFERRING TO PRESENTATION FORMATS OR WORD PROCESSING SOFTWARE

Some of the tables are very large, and not easily transferable to other software in a way that preserves
and/or optimizes the presentation of the results. One solution is to format the output in Excel to
satisfaction/needs, and then copy and paste ‘as a picture’ in other software.
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