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Database Preparation

Country-Specific Needs

To facilitate the collection of quality data in a facility-based supply chain assessment, it is essential to
adapt the Logistics Indicators Assessment Tool (LIAT) so that it addresses the specific parameters
of a given country’s supply chain. Among other elements, this includes referring to the exact
products being assessed and corresponding logistics information (e.g., order interval), as well as to
the logistics management forms that are in use. Table 1 summarizes key adaptations that should be

considered.

Table I. Country-Specific Adaptations That Should Be Considered When Using the LIAT

Elements

Location

Instructions

Country name and year

Form I:
LIAT Background Data

Enter the name of the country and
the year in which the assessment is
being conducted.

Products and units

Form I:
LIAT Background Data

Enter the names and units of count
for products to be surveyed for
Table |: Stock Status.

If a subset of products will be used
for tables 3-5, check the sample
box for those products. Enter the
maximum stock level, minimum
stock level, and order interval for
each product at each level of the
supply chain.

Form labels for question 102,
responses A and B

Form B:
Questions 101-126

Rename the labels for A and B so
that they correspond with the
country-specific form names.

Additional variables

Forms A-G

See page 4, Adding and Deleting a
Skip, for an overview of the steps to
add additional variables.




Modifying your Microsoft Access Database

Most modifications made to your Access database will require you to open tables or forms in Design
View. To do this, select the form or table so that it is highlighted on the screen, and then click on the
Design button.

Microsoft Access - [LIAT_Database_Test3 : Database (Access 2000
Objects [ Mame
1 Tables E]  create form in Design view
_ﬂ Querics @J Create form by using wizard
: B 1:LIAT Background Data
3  A: Fadiity_Information
@ Reports B 8: Questions 101- 126
®3 Pages E3 C:Table 1 - Stock Status
B M ZH D: Table 2: Storage Conditions
3
@i Moddes || g . 7oble 4: Difference Bebween Ordered and Received
Groups =3 G: Table 5: Order Fil Rate
(31 Favorites || =4 Products Subform

Limit to List

The Limit to List function is activated for many fields in the database to ensure that data entry
personnel do not accidentally enter an incorrect response as they are tabbing through the forms. If
an incorrect response is entered, a prompt comes up and stops the user from moving forward. If
Limit to List blocks a user from entering a response the way it is recorded on the questionnaire, it is
possible to disable the function:

1. Go to Design View.
2. Click on the field you wish to edit.

3. Right-click on the field to go to the Properties menu.
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Look-Up Fields

Some fields in these forms are linked to drop-down menus that draw from /ok-up tables. You may
need to make edits and additions to these tables during data collection. Most look-up tables are
numbered either in the order they appear in the database or to correspond to a specific question in
the LIAT. Some tables are used multiple times, such as those that contain the responses Yes, No, and
Missing. These tables are not numbered.

To add a response to a Look-up table—
1. Close the form.

2. Go to the Objects menu and choose Tables.

ed— =]
——— -

I X125 % s3]

Create table in Design view
Create table by using wizard
Create table by entering data
Background Data Country_and_Year
Background Data Products

Data Table 0 Fadlity Information
Data Table 1 Stock Status.

Data Table 2 Storage Conditions
Data Table 3 LMIS Data Quakty
Data Table 4 Ordered v Received
Data Table 5 Order Fil Rate
Lockup_1_Warehouse_or_SDP
Lookup_2_SDP_Type
Lookup_3_Warehouse Level
Lockup_4_Operating_Authority
Logkup_5_In_Charge
Lockup_Q104

Lodkup_Q106

Lookup_Q110

Lookup_Q112

Lockup_Q114

Lockup_Q115

Lookup_Q116
Lookup_Yes_No_DontKnow
Lockup_Yes_No_Mssing
Lookup_yes_no_NA

|

i
K
§
7

0 g* 8 [0

%iggigsm

uuuuuuuuuuuuunuuuuuuuuuﬁ&ﬁg




3. Open the appropriate Look-up table.

4. At the bottom of the list, write the response as a new record on this list. You must enter both a
number in the ID field and a text description in the Nae field. Enter the wording exactly as it is
recorded on the survey (unless it is only a minor spelling mistake).

] Fle Edt Vew Insert Fomat Records I
RAN" R WS AR e YA
D | Name

Never received

2 Within the last month

3 1-3 months ago

4 3-6 months ago

5 More than 6 months ago
L] 9 Other (specify)
fa 0

5. Save the table and close it to go back to the form.

|

Adding and Deleting a Skip

Data entry forms can be programmed so that the cursor moves to the next appropriate field based
on skip instructions in the questionnaire. When new fields are added, the steps below should be
taken before data entry begins to maintain the skip pattern. If there are questions in the paper-based
forms that do not appear in the database, contact your survey administrator for help including them
in the database.

1. Add a variable for the question in the appropriate table. Make sure that the variable is named in
such a way as to make it clear where the question falls in the survey. Renumber the variables
following your new variable, in order, in the table.

2. Include the variable in any queries that populate the database data entry forms (for standard
LIAT databases, forms B—G are populated by queries).

Add the variable to the data entry form in Design 1 iew.
4. Renumber the other variables in the form to match the new order.
5. Add Skip patterns as Macros to the new variable if needed.
Sometimes this programming stops working and interferes with data entry. The Data Analyst should
decide when a skip needs to be deleted. To delete a skip—
1. Go to Design View.

2. Go to the Properties menu for the field in question. This is done by selecting the field by left-
clicking on it, and then right-clicking to bring up the pop-up menu where you can choose
Properties (it is the last entry on the menu).



3. Under the Event tab, find the row with an entry (there is normally only one entry). On the far
right side of that row, click on the three dots (...) that appear next to the row. A new window
will then open.

OnBMt o i GotoQ123 % v (=

4. Delete the commands in the new window, then click the “save” icon on the top left toolbar.
Close the new window, and then close the properties menu. Save the form in design view and go
back to form view to continue entering data.

B2 Microsoft Access - [GotoQ123 : Macro]
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Guidelines for Training Data
Entry Personnel

Training is centered on hands-on practice in entering data collected with the LIAT. If possible, use
data from the pretest facilities that the data collectors visited during data collection training.

It is best to supervise data entry personnel during the practice data entry session, providing
immediate feedback (instead of a review at the end of the session) to help resolve misunderstandings
and errors. Similarly, personnel should be urged to ask questions before entering data. All efforts
should be made to ensure that decisions on how to enter data for particular questions are clear to
every member of the data entry team so that uniform databases are achieved.

Overview of the LIAT Questionnaire

Using table 2 below, explain to participants how the LIAT questionnaire is divided into seven
sections for entry into the database: form A-G.

Table 2. LIAT Questionnaire Sections

Paper-based LIAT Section Corresponding Database Form Optional?
Facility Services and Infrastructure, A: Facility Information No
Questions 01-05

Questions 101-126, including optional | B: Questions [01-126 No (except
cold-chain questions | 17-122 Ql17-122)
Table I, Stock Status C: Table I, Stock Status No

Table 2, Storage Conditions D: Table 2, Storage Conditions No

Table 3, LMIS Data Quality E: Table 3, LMIS Data Quality Yes

Table 4, Percentage Difference F: Table 4, Difference Between Ordered and Received | Yes
Between Quantity Ordered and

Quantity Received

Table 5, Order Fill Rate to Be G: Table 5, Order Fill Rate Yes
Calculated at Issuing Warehouses

Remind trainees that it is important to check the paper copy of the survey completely to be sure they
have entered «// data before starting a new record.

Using Microsoft Access for LIAT Data Entry

Review the database structure and data entry forms, and go through several examples of how to
enter sample data.



Begin by downloading a pre-prepared Microsoft Access database to your computer for display
(preferably using a projector) to the trainees. The file will have a name like
LIATdatabase_2008.Cotelvoire.mdb. Edit the year and country name as needed.

A security warning will pop up when you open the file. Select Oper in response to the warning,

Security Warning @

Opening "G:\DELIVER II\Technical
Services\CPT_PPMR _PipeLine\CPT_PipeLine \LIAT database for
MnELIAT Database_Test3.mdb"

This file may not be safe if it contains code that was intended to harm your

computer,

Do you want to open this ‘cancel the opera

i_ Cancel ﬂ I Open ] [ ‘ More Info
AN V4

N~—_

Database Structure

Use the table below to explain to the participants that the data from the questionnaires will be
entered into the MS Access database using seven different fors. There is one form for each section
of the survey. Double-click on the form to open it, and then enter data from the paper survey on the
form. The data they enter will be stored in seven different zzbles, one for each section of the
questionnaire.

Data entered in Form: ...is stored in table:

A: Facility Information Data Table 0 Facility Information
B: Questions 101-126 Data Table 0 Facility Information
C: Table 1, Stock Status Data Table |, Stock Status

D: Table 2, Storage Conditions Data Table 2, Storage Conditions
E: Table 3, LMIS Data Quality Data Table 3, LMIS Data Quality
F: Table 4, Difference Between Ordered and Received | Data Table 4, Ordered v. Received
G: Table 5, Order Fill Rate Data Table 5, Order Fill Rate

Note that two additional tables, Country_and_Year and Products, will be populated by the data analyst
before you begin entering data. Participants do not need to open or edit these tables unless the data
analyst instructs them to do so.

Display the tables in Design 177ew to view the labels for each field and to show how to toggle between
the database and design views. However, do not alter data. If necessary, the data analyst should do
this.

Entering Data

Participants should keep a copy of the Data Entry Quick Start Guide (see page 21 of this document)
nearby to help remind them of the steps for entering survey data from the LIAT.

For practice, each participant will enter data for one facility at a time. Do not split up the sections
for one facility between participants. When each trainee has finished entering all of the



information for a facility into his or her database, the trainee should write his or her initials in the
top left corner of the first page of the survey form. This will signify that the form is ready to be
passed to another participant. Subsequent trainees should also initial at the top left corner after
finishing data entry.

Data will be entered into the database forms using a data field for each question. Many fields have
drop-down menus from which you can select a response that matches the response written on the
questionnaire. In most cases, the drop-down menus have two columns: one on the left with
numbers and one on the right with words. Participants should select the response that matches what
is marked on the questionnaire. It may be easiest to type the marked numeric response from the
questionnaire directly into each field. Although the drop-down lists include both numbers and
descriptions, only the numbers will be displayed in the field and stored in the data tables.

Advise trainees that—

1. The numbers they enter in a field remain posted if they use the Tab key to toggle to the next
field. It is always best to use the Tab key to move to the next field and next record, not the
mouse. This is the fastest way to enter data and will allow the database to move the cursor
automatically to the next appropriate field. If you use a mouse, it will take longer, and there is a
greater chance for data entry errors. Furthermore, it is also advisable to avoid using a mouse
with a rolling wheel in between the buttons because the wheel can sometimes scroll a user to the
next blank record, increasing the possibility that data will be entered in the wrong field.

2. To go back to a previous field, use the arrow keys or press the Shift and Tab keys together.

3. There are automatic skips programmed into the database. After entering a response to a
question with a skip and hitting the Tub button, the cursor will automatically go to the correct
tield and will gray out any unneeded fields.

When participants have completed data entry in one section of the database, they should use the Go
to... button at the top of each form to open the next form. If you need to go back and edit data
from a previously entered survey, finish the survey you are working on first, then go back to the
appropriate form and edit the data from the previously entered survey. Open the form and click on
the Find Record button to bring up the survey you wish to edit.

e ——

B Find Record @

Enter Unique ID to edit: |

(o ) [ o]

Other rules for trainees to keep in mind when entering data:
e Enter data exactly as they appear on the questionnaire.

e Dates should be entered using numbers. For example, write in 15, 2, 2007 for February 15, 2007.



e If you notice cases where other (specify) fits in one of the precoded categories, check with the data
analyst.

e Ifa skip/filter is not followed in the questionnaire, record responses exactly as they appear on
the questionnaire and make a note of this issue at the bottom of the form in the field called Daza
Entry Comments. 1f possible, go back to the data collectors to ask why the responses were
recorded this way. In general, the Data Entry Comments tield should be used to enter any
explanations of problems encountered with the database, questions about the data themselves
from the questionnaires, or actions taken that do not follow established guidelines. This
information will be stored in the database and will be very helpful in the analysis phase.

e If you cannot understand a response written on the questionnaire, consult the data analyst. If
necessary, circle the question in pencil and go back to the data collectors to ask what the
response is.

e Finish entering all of the data for a particular form before taking a break.

e In the paper survey and the database, go all the way through tables 3, 4, and 5 (forms E, F and
G) to ensure that any data that exist for those tables are entered.

Creating Unique ID Numbers

The data collection team leader should already have written a unique ID number on each survey
packet and questionnaire. To explain how unique ID numbers are formulated, tell the participants—

1. Characters #1-2 of the unique ID should be ID. Each ID must begin with these two letters.

2. Characters #3-5 of the unique ID are the region code. This code is three digits long. Examples
of region codes include 100, 003, and 025. Always enter the code as three digits, using zeroes
where needed.

3. Characters #6—9 are the three-digit district code. This code is also three digits long. Always enter
the code as three digits, using zeroes where needed.

4. Characters #10-12 of the unique ID are the three-digit facility code. Always enter the code as
three digits, using zeroes where needed.

Summarize by saying that each completed survey should have a unique ID with the following
structure: “ID” 4+ Region Code + District Code + Facility Code, such as in the following examples:

e 1D006001025 (ID + Region 006 + District 001 + Facility 025)
e 1D055148003 (ID + Region 055 + District 148 + Facility 003)
e 1D290014889 (ID + Region 290 + District 014 + Facility 889).

Types of Questions

Provide the examples below of all question formats found in the LIAT questionnaire and review the
related guidelines on how to enter responses.

For single response questions, like #117 and #118 below, enter the number that corresponds to the
response (e.g., 1 for Yesin #117).



Did your last supervision visit include drug management Yes
117 (e.g., stockcards checked, reports checked, expired stock No

removed, storage conditions checked)? Don’t know

Never
Within the last month

When was the last time you sent an order/report for
2 months ago

18 products at this facility?

3 months ago

A W DN —O|v0 O —

More than 3 months ago

For multiple response questions, like #109 below, there is a field for each of the letter options. None of
these fields should be left blank: enter a 1 to indicate yes for every item that is circled and a 0 to
indicate 7o for items not circled. Enter 9 in all fields for missing when the entire question appears to
have been overlooked.

In the particular example of #109 below, IVis offered for responses not otherwise listed. If a
respondent circled IV, data entry personnel would enter a 1 (yes) for I and record the written
response from the questionnaire in the text field called ozher (specify). If W is chosen, but nothing is
written, zothing written should be typed into the oher (specify) field.

During a logistics A
How did you learn to complete the forms/records used at | workshop B
109 this facility? On-the-job training C
(Circle all that apply.) Never been trained w
Other (specify)

For numeric response questions, such as #107, write the number that is recorded on the questionnaire. If
nothing is recorded, make a note under Data entry comments and request instructions from the data
analyst. Do not write 00 if the question is blank on the questionnaire.

How many facilities are supposed to send LMIS reports to

107 | this facility?

For open-ended response questions, type the response exactly as it appears on the completed
questionnaire.

Saving Data

Advise the participants that the Microsoft Access file will automatically save most changes as they
are made (however, when prompted, users must choose whether to save).

At the end of each day, close all the forms you have been working in and back up the database file
onto a separate external flash drive. To back up the file, go to Fil menu and select Backup Database
ot, if you are using a version of Windows without the Backup command, use Save as, making sure to
back up to an external drive and not the computer’s hard drive.



When you are finished backing up the file on the external drive, remember to remove it immediately
afterward and store it in a safe place. Be sure to work on the hard drive version every day when you
start again.



Checking Double Data Entry

To reduce the likelihood of errors, information from completed surveys is entered into two separate
Access databases. The databases are then cross-checked to identify discrepancies, and to facilitate
the creation of a single, final version of the database. The survey administrator is responsible for the
double data entry checking and reconciling process.

When organizing an assessment in which data will be collected from more than 100 facilities, it is
recommended that four data entry personnel be hired to work in teams of two. For smaller
assessments, it is usually sufficient to have two data entry personnel working separately. In both
cases, a double data entry data approach should be used. Sufficient office space should be secured to
enable members of the same data team to sit together and work from the same set of completed
LIAT forms, and a proper place should always be reserved to store all forms after they have been
entered.

Cross-checking is performed using Excel; tasks can be automated by using macros. Commands for
macros are written in a programming language called Visual Basic for Applications (VBA). Macro
for Data Cleaning.xls is a macro that has been programmed in VBA to check whether the
information in a cell on one database sheet (called First Try) is the same as in a second database sheet
of the same type (called Second Try)." Discrepancies are automatically listed in a third sheet (called
Errors Explained). 1t is therefore essential that double entry databases be structured exactly the same
and contain all information in the identical order.

Getting Started
Step |. Exporting Tables from Access to Excel

The following steps must be repeated for every table.

1. Open the table you wish to export by clicking on Tables in the Object start-up screen, and then
double-clicking on the table.

2. Right-click on the Sumwey ID column and left-click on Sort Ascending. (It will be very important for
comparison that the two tables are sorted alphabetically either A—Z or Z—A but not both.)
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I At this time, we are unable to identify the origin of the macro.



3. Go to: File > Export.

Format  Records  Tool
Chrl+n
Ctri+0

Crri+s

Ctri+f

4. In Save as type, select Microsoft Excel 97-2003. The file name will automatically be the current table
name. It is essential to recognize which table is from which database. It may be useful want to
add dataclerkl ot dataclerk?2 as a suffix to the file name.

Export Table 'A: Facility Information’ To...

Save i L) My Documents ~ @ @AQ X [u[E - Teds~
D AcoessAH B adatabase_2008Fclowp. Liganda,mdb
\ )Downioads 2] JoyandTrish.mdy
MyRecent | Ay Music 2w ARV Quantmed Q210 QMed_be.mdb
Documents My Petres

My
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5. Select Export All.

6. Repeat steps for all tables that you are checking so that you now will just be working in Excel.

Step 2. Preparing Excel

1. Make sure Excel is set to Medium Security so that the macro can run (this only needs to be done
once). Do this by opening any Excel workbook and going to Tools>Macro>Security.
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¥ ﬂ wisual Basic Editor At+F11
@B | Microsoft Script Editor  Alt+Shift+F11




2. On “Security Level” Tab select Medium and click OK.

Security @g|

Trusted Publishers

_J Wery High. Only macros installed in trusted locations will be allowed to run. all
other signed and unsigned macros are disabled.

(:" High. Only signed macros from trusted sources will be allowed to run. Unsigned
macros are automatically disabled,

(®) Mediurm, You ran choose whether o mat to run potentially unsafie macros.
() Low (not recommended). You are not protected from potentially unsafe

macros. Use this setting only if you have virus scanning software installed, or
you have checked the safety of all documents you open.

oK l [ Cancel

3. Close Excel by going to File>Exit.
Step 3. Ensuring that the Macro File Is Clean

Warning

Viruses can be transmitted through macros. Changing your settings to Medium will mean that unsigned macros
are not automatically disabled. Although Macro for Data Cleaning.xls is unsigned, its source is known and is

safe. If you do not change your settings back to High or Very High following this exercise, you should be very
careful opening up any files you receive, especially those with macros.

1. Open the “Macro for Data Cleaning.xls” file.
2. Select Enable Macros when security warning appears.

Security Warning B

"C M\Docurnents and Settingsi\abock\Desktopymacro for data cleaning.xls" contains
macros.

Macros may contain viruses, It is usually safe to disable macros, but if the macros are
legitimate, you might lose some functionality.

| Dssbemsoos | [ eblemaces | | Wore Infio ]

3. Check in the lower left-hand portion of the screen to ensure that the file has three sheets: First
Try, Second Try, and Errors Explained.

L
33 |
M4 4 » M \First Try ,{ Second Try ,{ ErrorsExplained /

Bl




4. Make sure that all three sheets are clean (empty) before you paste in the data. Click on cell Al
and, while holding down the left button, drag your mouse, highlighting all cells, until the last
column and row with information inside. Do not click the cell in far upper left-hand corner
of the spreadsheet to delete information because this will also delete the programming in
the macro.
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2 |1z015201% CHAKE CICH 1 1 S 1 1 2 2 2 2 3

3 [12025201% DODOMA DO 1 1 HHBHIHE 2 1 2 2 2 2 3

4 [120252026 DODOMA DO 1 1 HHBAHHH 1 1 2 2 2 1 2

5 |12045201% MPWAPW MP q 1 S 3 3 2 2 2 2 1

6 _|12055201% RUBYA RU 1 % T 1 1 2 2 1 2 1
7_[12055202 RUBYA RU 1 i) HHBHIHE 2 1 2 2 2 2 3

8 [120652016 TUMBI TU il 1 HHBRHHH 1 1 2 2 2 2

9 |1z075201% MAFIA  UT | 1 T i i 2 2 2 2 g

10 [T7025203%6 DODOMA DO 1 1 PrErTTE 1 1 2 2 2 7 2

11 |TZ035201% BUKOBA BU 1 1 HHBHIHE 1 1 2 2 2 2 1

12 [TZ025204

13

14

15

16

17

18

19

20

Cross Checking Data

Step |. Adding Data to a Macro File

Open the first exported table (e.g., TableA-dataclerk].xls) and paste into the First Try sheet of the
Macro file. Copy data from the second table and paste it into the Second Try sheet. If data were not
sorted previously in the Access database based on “unique ID,” this must be done before
copying and pasting data into the Excel macro.

Step 2. Running Macro
At this point, complete tables should be in the Firsz Try and Second Try sheets.

1. Click on Tools>Macro>Macros. .. (or Alt+FS).

TIoocls | Data Window Help

‘.,‘.? Speling... F7 | ® = ~2) %18 43 wox

’,}J‘ Research..,  Alt+Click E = §| $ o 9 0 003
= -3 (] .00 .0 |

H*% | Error Checking...

1 Shared Workspace... F | @& | H ‘ | ‘
Share Workbook. .. prshi  date q2_1 q2_2 q2_|
Frotection » i 1 L
Online Callaboration » e siaca ?I) 1
Formula Auditing » I 1 1
Macro Ml b Macros. Alt+FB
Customize.. @  Record New Macrao. ..
options... Security..

¥ ¥ visual Basic Editor Alb+F11
1 BU N " @5 Microsoft Script Editor  Alb+Shift+F 11




2. Select Search for Errors and click on Run.

Macro @Igﬂ

Macro name:

SearchForErrors
DisplayErrars
T

Macros in: All Open Warkbooks v

Description

3. Enter the number of columns and rows into the Hz/dah’s Error Detector dialog box and click Okay.

The workbook will automatically be directed to the Error Explain, where discrepancies between
tables 1 and 2 will be shown. If the two tables are identical, the sheet will be empty and no
message will be displayed. An empty sheet could also mean that the macro was deleted
from the workbook (possibly during step 3 of Getting Started). If you think this might
have happened, close the Excel sheet without saving and start over.

Hildah's Error Detector g|

Please Enter In The Field Size

Columns 200

Rows 200

Okay Cancel

Step 3: Understanding the Error Explain Sheet

Column A identifies the cells in which there is a discrepancy between the Firsz Try and Second Try
sheets.

Column B provides the “UniquelD” of records with discrepancies (or the data listed in column
A in the First Try sheet).

Column C shows the question numbers containing discrepancies (or the data listed in Row 1 of
the First Try sheet).

Column D lists corresponding data from the Firsz Try sheet.

Column E lists corresponding data from the Second Try sheet.



Consult the “Troubleshooting” section of this document (beginning on the next page) to resolve
common problems with the sheet that may be preventing you from easily understanding
discrepancies that were identified.

2 Microsoft Excel - macro for data cleaning Q@@
@J Ele Edit ¥ew Insert Format Tools Data Window Help Type aquestionforhelp = - & x
NEHRERVE LR T8 5] A 0n @
: Arial -0 -|B I U = 5.8 % 2 %8 .0 = .
c21 - &
A ] B | B | D I E [ F [ & | H J K@
| 1 |[R2 Subject ID = TZ015201 |Field Value = g2_11 2 7 i
2 Q3 Subject ID = TZ025201 Field Value = g2_10 2 5
3 |R3 Subject ID = TZ025201 Field Value = q2_11 2 8
4 Q4 Subject ID = TZ025202 Field Value = g2_10 2 6
| 5 R4 Subject ID = TZ025202 |Field Value = g2_11 2 6
| 6 Q5 Subject ID = TZ045201 Field Value = g2_10 2 5}
| 7 [R5 Subject ID = TZ045201 |Field Value = g2_11 1 5
| 8 |G6 Subject ID = TZ055201 Field Value = q2_10 2 6
| 3 RSB Subject ID = TZ055201 |Field Value = q2_11 1 5
10Q7 Subject ID = TZ055202 Field Value = g2_10 2 6
|11 |R7 Subject ID = TZ055202 |Field Value = g2_11 2: 5]
12)as Subject ID = TZ065201 Field Value = q2_10 2 6
| 13R8 Subject ID = TZ065201 Field Value = q2_11 1 6
14 1Q9 Subject ID = TZ075201 Field Value = g2_10 2 5}
|15 |R9 Subject ID = TZ075201 |Field Value = g2_11 1 6
16 |Q 10 Subject ID = TZ025203 Field Value = g2_10 2 5}
| 17 Q11 Subject ID = TZ035201 Field Value = gq2_10 2 6
18 |
EEl
(20
1] — 1
| 22 |
(23]
(24
25
{5}

Correcting Errors

1. Determine whether the First Try sheet or Second Try sheet has fewer errors by looking at the
discrepancies and determining the correct information that should appear (this often requires
consulting the hand-written surveys from which data was entered). It is best to make corrections
to the sheet that contains fewer initial errors, and then save that version as the final database that
will be used for analysis. Make sure that all corrections in all sections are made to the same
database sheet.

2. Click inside the #nignel D box as if you are about to enter a new facility.

3. Using your mouse, click on the Find Record button in the Form view (located on the right-hand
side of screen).

4. Enter the survey ID you wish to edit in a given space.

Locate the question and make corrections as needed.

Troubleshooting

Common Problem |: Numbers Appearing as Dates
If a date (e.g., 1/21/2010) appears in column D or E when it should be a number:

1.

Left-click on the column heading, and then right-click, selecting Format Cells in the pop-up
menu.
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PA]Me B Yew Foet Fgmat Tock Data Wrdow ben -.#x

AT RN TN 4 Y S R R 1 T R e 1 |
i wadl =0 =B I 1 "i“*'“-’i‘i’_')'d‘:‘
K
1 N ED |
<J| Copy
B8] e
21900 Pirste Special
et
Dokt
1900 Clear Coptents |
B VG Comnwian. |
e
e

211900

2. In the Format Cells dialog box, go to the General tab and select Number. Then click OK.

Format Cells

Nurmber | Alignrment Font Border | Patterns | Protection

Cateqgory: Sarple
2

Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

General format cells have no specific
nurmber format,

[ oK I [ Cancel l

Common Problem 2: Discrepancies Caused by Typographical Errors
(and the like)

It is important to remember that the macro has been programmed to check whether the information
in a cell on the first sheet is the exactly the same as that on the second sheet. Therefore, it will still
report a discrepancy for identical responses that have been entered differently. For example, line 23
in the figure below shows the same response for both sheets, but a discrepancy is shown because the
words No and Comment are capitalized in the second response, but only the word No is capitalized in
the first. Similarly, discrepancy reports will occur as the result of spelling mistakes, missing words, or
extra spaces between words.
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P Ee B Yew [wat Fumat ook Data Window Hep
INEHRELVE S DB S 9> F 8] E] 4 00w - !‘(!
: ard +10 +|B I U|EEBG S % > Wl EA B
D47 - &
2 | € [ € . D E [ F B

13|26 Subject 1D = TZ055201 Field Value = q2_14a 1

14 AB 6 Subject ID = T2055201 Field Value = q2_14c 1

i_5__"’ 7 Subject ID = TZ055202 Field Value = g2_14a 1

18 (1K & Subject ID = TZ085201 Field Valus = g2_4 2 4

17)L9 Subject 1D = TZ075201 Field Value = g2_5 2 3

1829 Subject ID = TZ073201 | Field Value = q2_14a 2

18 K 10 Subject ID = TZ025203 Fiald Value = q2_4 2 3

20210 Subject ID = TZ025203 Freld Value = g2_14a 1

21 K 11 Subgect 10 = TZ035201 Field Value = g2_4 1 3

221Z11 Subject ID = T2035201 Field Value = g2_14a 1

23 AW 11 Subject ID = TZ035201 Field Value = g2_21 Mo coment M Cormmant

2|

25 |

Common Problem 3: Hidden text

When text cannot be seen because it extends beyond the end of a cell, such as in cells D11 and E11
in the image below, can be adjusted to “wrap” inside the cell.

A | B c D I E F c H T
| 1 K2 Subject ID = TZ015201 Field Value = q2_4 2 1 B
| 2 a2 Supject ID = TZ015201  Field Value = q2_10 § ) |
| 3 R2 Supject ID = TZ015201 Field Value = g2_11 2 §
| 4 |22 Subject ID = TZ015201 Field Value = q2_14a 1
| 5 Q3 Supject ID = TZ025201 Fisld Value = q2_10 2 6
| 6 [R3 Subject ID = TZ025201 Field Value = g2_11 2 §
| 7123 Supject ID = TZ025201 Field Value = g2_14a 1
| & K4 Supject ID = TZ025202 Field Value = q2_4 2 4
| 9 |24 Subject ID = TZ025202 Field Value = q2_14a 1
| 10|Z5 Supject ID = TZ045201 Field Value = q2_14a 1
11 AKX S Subject ID = TZ045201 |Field Value = DATA ENTRY | 2.13, 2.14 The expression 12 13, 2.14 The expression entered has a function name that Access can finc
| 12 KB Supject ID = TZ055201 Field Value = q2_4 2 3
| 13|26 Subject ID = TZ055201 Field Value = q2_14a 1
14 |AB 6 Supject ID = TZ055201  Field Value = g2_14c 1

To wrap text inside a cell—

1. Highlight column(s) in which the cells appear by left-clicking on the column heading.

2. Go to Format > Cells in the main menu.

3. In the Format Cells dialog box, go to the .A/gnment tab and select Wrap Text. Then click OK.

Adjust the row width if it does not change automatically at this point.
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Format Cells

Murrber ‘ Alignment ‘ Font Border Patterns Protection

X

Text alignrment

Horizontal:

Left (Indent) ~ Indent:

Wertical: ‘EI = |

‘Bnmm vL

Text confrol
Wirap Ue;{t:

D Merge cells

Right-to-left

Text direction:

Qrientation

Degrees

Ok 1 [ Cancel




Common Problem 4: An Unusually Large Number of Reported Errors

In surveys where data are collected from numerous facilities, it is common to find a large number of

discrepancies in double-entered data. However, in particularly long lists of reported errors, you may

notice certain patterns, such as repeating records (see column B in the figure below) or repeating
question numbers (see column C in the figure below). In this case, you should check whether the

same number of records is included on each sheet. If not, identify the missing records. You should
also check that sorting by UniquelD was done before pasting data into the Excel macro. If not, go

back to each sheet and sort by UniquelD. (See the next page for directions on sorting in Excel.)

B Micrasaft Excel - macra for data cleaning x|
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-0 2B S U EBEA S %o H SR04
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A B | = D & c] H | J =l
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Sutsct ID = Field Value = DATA ENTRY COMMENTS can not find
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BU R
1 2
1172212007
) 1 2
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2 ] 2
1
1
1
1
. 1
211AB 11 Subgwct ID = Fisld Vah 1
12{AC 11 Subyect ID Field 1
213{AL 11 teact IO = 1
214[AM 1 1D =T2 1
21514R 1 tgact ID 1
216, A0 11 Subgect ID 1
Ganaraly is
L
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o Gsposal
Meed to introduce
217 AW 11 Subgect ID = TZ035201  Field Value = q2_21 Mo coment remindes aid
218
219
Other Useful Information
Sorting in Excel
1. Click on cell A1.
2. Go to Data >Sort in the menu.
El Micrasoft Excel - SectionZ_data r:_lrﬁ_lﬁ‘
‘3] ge EAt Vew [msst Format ook i for e 02
RN NSNS NGV d Y] L1
{15 Sars Senf = 1] o™ Py e g;w»:hfnvl
A1 x & ‘uruguel Ir"""'
___ IR S O 2 H oL K [ M | N Q =
1 [uniguelD Jdist fname  cod | Vakdabon, 21 w2 @8 grd 25 N W28 I
2 TZ015201 6 CHAKE CICH i:ﬂ, 1 1 2 2 2 2 3
8 TS0’ DODOMADO| I 2 1 2 2 2 H 3
4 TS0 DODOMADQ| | Teed o Coumrs.. 1 1 H 2 2 1 2
5 T2045201 MPWAPWMP| | Comoidate 1 1 2 2 2 2 1
6 TS RUBYA  RU| | Group s cutine ¥ 1 1 2 2 1 2 1
7 T2055202% RuBvA R | 2 1 2 2 2 2 3
& 120657015 TUMEI T |l EreotTabie and PrectChart Report. 1 1 Fl F] 7 ]
9 12752016 MAFIA  UT Import External Qata ’ 1 1 2 2 2 2 2
10 TA25203%5 DODOMADO| 1t b 1 1 2 2 2 2 2
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3. In the Sort dialog box, select Header row and Ascending. Then click OK. If sorting does not
occur, or if only certain rows are sorted, check whether all row numbers are highlighted in blue
at the left edge of the sheet.

S Microsoft Excel - SectionZ_data : 2
IS He Edb Vew [mert Formot Took Data Window Hep e 3 uestor: for ety
YT TV BENEZ A Y S IR SR R 0] T Rt ) |
ipsswesef 0 3| B LU MEBES v A EE O]
A2 - & TZ018201
T s 5 S | ) [ 3 ) e Oy
1 uniquell)  dist fnamea code L] ownarshi data g2 1 e 2 i 3 g2 4 e 5 > 6 g 7 e & e
TZ015201 CHAKECICH 1 7 2 2 7 2 3
Teoots  oovowsco 1 1 LN 2 3
20252026 DODOMADO 14 ..., 2 2 2 1 2
1045201 MPWAPWMP 1 7 = 2 2 2 2 1
12055201 RUBYA RU 1 7| CETHNNNNNN . © Lo 2 2 3 2 1
170552026 RUBYA RU ) 2 = e ? 2 ? 2 3
TAIGES201E TUMBI  TU 1 | il N 2 2 2 2
20752016 MAFIA  UT 1 4] | ©ccxha 2 2 2 2 e
T2025203% DODOMADO 1 1 O pescendng 2 2 2 2 2
12035201 BUKOBA BU 11 7 [ ooty 2 2 2 2 1
1025204 5 ® oo
(") Descending
My data range has
(5} Haader paw (Z) N headsr row
l Opilres., J [ ok ] [ Cancnl ]
.
Data Analysis

SPSS is recommended for data analysis. After data entry is complete—

1.
2.
3.

Transfer data to SPSS using Stat/ transfer.
Run frequencies of each variable using the SPSS syntax files that were provided to you.

Review the SPSS outputs to identify any areas of the data that need cleaning and proceed to
clean them.

Backup Access and SPSS files in a secure place.
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Data Entry Quick Start Guide

1. Start in the Forms section of the database.

Microsoft Access - [LIAT_Database_TestZ : Database (Access 2000 file format)]
) He Edt Yen [msert Tods Window Heb AdopePOF
BEE” R NI B AN 2Bl 3 3-efl
Ftiew | X |2 T
Objects Name: Descrption
O] Tables E] create form in Design view
_;] 2 é_] Create form by usng wizard
53  1: LIAT Badground Data Enter data nto this form before the survey begns.
3 _Foms =3 [a: Fadity_information This s the frst data entry form,
& Reports E8  B: Questons 101 - 126 This is the second data entry form.
%3 Pages 3 C:Table 1-Stock Status This is the third data entry form.
2 Macros S D: Table 2 Storage Conditions This is the fourth data entry form.
S E: Table 3: LMIS Data Quality This is the fifth data entry form.
- S F:Table 4 Difference Between Ord.,.  This & the sth data entry form,
Groups S G: Table 5: Order Fll Rate This is the seventh data entry form.
E Favorites 3 Products_Subform Do not enter data here. Data are automatically populated
=1

2. Open the first form, 7: LLAT Background Data and ensure that data have been entered. If not,
contact your survey administrator before proceeding. The survey administrator should populate
this table before the survey begins.

3. Each form in the database corresponds to a specific section of the paper-based LIAT. Begin
entering data on form A: Facility_Information. Fach survey that you enter must have a unique
identification number. This a/ways begins with the letters ID, and is followed by three sets of
numbers. These numbers correspond to the region code, district code, and facility code, each of
which is three digits long.

Facility Services and Infrastructure = [sotoQuestons w126 | | Fodiecod

Fadility Identification | Questions 01-05

must begin with ﬂ{%ethers D%): ID1111111 Country-specific ID:  |[USA
i z Lattitude:

Fadlity Name: I

4. After entering the survey ID, fill in any other fields being used at the top of the form. These
tields are optional, and may also be left blank.

a. If using the Longitude and Latitude fields, the standard used is WGS84 (World Geodetic
System 1984, updated in 2004). Data should be entered as Positive or Negative (POS =
Positive, NEG = Negative), followed by two digits and a period, then followed by five digits
(e.g., POS_12.15555 or NEG_12.15555).

b. If you need to make changes to a survey 1D, do so in form A: Facility Identification. The
changes will automatically update to all other tables. Similarly, after you create the survey ID
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on form A, the products used for tables 1, 3, 4, and 5 will automatically be entered for you
into forms C, E, F, and G.

After you have completed data entry on form A: Facility_ldentification, you will find a button on
the last tab that will automatically take you to the next form in the survey, Forz B. At the end of
form B, you will find a button that will take you to form C, and so on through the end of the
forms.

Note that forms A and B have multiple tabs. Ensure that you have entered data on all the tabs
before proceeding to the next form.

Once you have entered all data in the survey, look for the button on form F (the last form) that
will begin a new record for you in form A.

SPSS is recommended for data analysis. After data entry is complete—
a. Transfer data to SPSS using Stat/transfer.
b. Run frequencies of each variable using the SPSS syntax files that were provided to you.

c. Review the SPSS outputs to identify any areas of the data that need cleaning and proceed to
clean them.

d. Backup Access and SPSS files in a secure place.
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