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Chart......ccccevvrnniinnsnnns Graphical representation of M&E project data (indicators, targets,
financial data, etc.) that is used by site visitors for analytical and
information purposes.

Data Table ...........cccuun. Tabular representation of M&E project data (indicators, targets,
financial data, etc.) that is used by site visitors for analytical and
information purposes.

Dashboard................... A custom-developed web part enabling the addition of charts, data
tables and various WYSIWYG (html) elements to a dashboard.

M&E.......cccrirrcrerrenaens Monitoring and Evaluation system that is built in MENARID web site.

M&E web site.............. A SharePoint web site under MENARID site collection with relative

URL ‘/MAE’ containing all projects and indicators data as well as
financial data of M&E system.
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How do | add a country to the M&E system?
To add a new country:

1. Navigate to M&E web site clicking ‘Monitoring & Evaluation Database’ link in the top menu:

Menand Admin -

Site Actions ™

Strengthening and scaling up Integrated Natural Resource Management across MENA _

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS

2. Click on 'Site Actions’ menu link and in expanded menu click on 'View All Site Content”;

Menarid Admin -

[=t Edit Fage
| ’} Edit the contents of this page.

=t New Page
L Create a page you can

customize.

| New Document Library ) T i
'D Create a place to store and a eW

hare d ts. .
Flire CocUmsn Integrated Natural Resource Management across MENA

New Site 3
@ Create a site for a team or IE ABOUT INNOVATION IN PRACTICE BLOG MEETIN MONITORING & EVALUATION DATABASE Frangais
project.

More Options Evaluation Database

Create other types of pages,
lists, libraries, and sites.

AR ) MON IRING AND

View All Site Content
View all libraries and lists in
this site.

you will find us eful information about Monitoring & Evaluation process for Integrated Natural Resource Management.

V.
£ Edit in SharePoint Designer J CAN SELECT SPECIFIC PROJECT TO SHOW DATA FOR:
4 Create or edit lists, pages, and

waorkflows, or adjust settings. cts: » Select one or more projects
Site Permissions
< Give people access to this site. Export to PDF ] E‘_j Export to Word J

Site Settings D
{c§“> Access all settings for this site. ~ Nber of households covered by the project

3. Under Lists’ table click on ‘Countries’ link:
nrengmemng dana Sl:alll'lg up IH{BQFHIEG Natural Kesource Managemen[ across NIENA

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS MONITORING & EVALUATION DATA

Francais

MEMARID Homepage = Monitoring & Evaluation Database

" ; ) R Displays all sites, lists, and libraries in this site

i Create @ Site Workflows View: | All Site Content »

Items Last Modified

DOCUMENT LIBRARIES

FyDashboards 2 3 weeksago
stem library was created by the Publishing feature L

=Pages = pages that are created in this site. 2 5 weeksago

|S4Reports 14 3 weeks aao

FLL | UKE LIBRAKIES

ck Create above.

There are no picture libraries.

LISTS

Use this list to track upcoming events, status updates or
) . 2 weeks ago

wlannouncements SEheT basrr A 1 2 weeks ago
l endar list to keep infor of upcomi

E¥calendar Use .t!m Calendar I\jt to keep ||?fc.n1§d of upcom 0 13 months ago
meetings, deadlines, and other important even
Category 5 2 weeks ago
Countries 7 2 weeks ago
Expenditures 1 2 weeks ago
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4.  When in ‘Countries’ list, click ‘Add new item’ link:

HOME ABOUT

MEMARID Homepage = Monitoring & Evaluation Database

‘Search Database ] Cormmaty
: -_~. Atk A o : Algeria
Report Iran
‘ ‘ _ Jordan
Data Entry Form
g Morocco
Tunisia
Yemen
Regional

(#Add new item ]

5. On opened form populate country name and press Save button:

Countries - New Item

HE O, DY

Save Cancel Paste Attach  Spelling
File -

Commit Clipboard Actions  Spelling

Save Cancel

=
 S—

6. Done. Watch video tutorial @&



https://www.youtube.com/watch?v=mCCGEBKJ5fE
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How do | edit existing Country used in M&E system?

To edit existing country:

1. Navigate to ‘Countries’ list (see chapter ‘How do | add a Country used in M&E system?’).

2. When in ‘Countries’ list, select respective checkbox against a country item you want to edit, and then press Edit Item but-
ton in the ribbon:

List Tools

Site Actions > B Browse

Mew Mew View
Item~ Folder Item

Version History

#
Attach
X Delete Item File

Actions  Shan

@Item Permissions

Mew

Strengthening and scaling up Integrated Natural

HOME ABOUT

MEMARID Homepage = Monitoring & Evaluation Database

Shared M&E Documents
Search Database [7] Country
Schedule Automatic [E' Algeria ]
Report - : Tran
- : o Jordan
Data Entry Form
Morocco

3. On opened form edit country name and press Save button.

4. Done. Watch video tutorial (&3

How do | add new Indicator Unit?

Refer to chapter "How do | add a Country used in M&E system?’ but instead of ‘Countries’ list use ‘Units’ list.

How do I edit existing Indicator Unit?

Refer to chapter 'How do | edit existing Country used in M&E system?’ but instead of ‘Countries’ list use ‘Units’ list.

How do | add new Indicator Type (output, outcome, etc.)?

Refer to chapter 'How do | add a Country used in M&E system?’ but instead of ‘Countries’ list use ‘Indicator Types’ list.

How do I edit existing Indicator Type?

Refer to chapter ‘How do | edit existing Country used in M&E system?’ but instead of 'Countries’ list use ‘Indicator Types’ list.


https://www.youtube.com/watch?v=5b7dmW8Xpg4
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How do | add new Category (output, outcome, etc.)?

Refer to chapter "How do | add a Country used in M&E system?’ but instead of 'Countries’ list use ‘Categories’ list.

How do I edit existing Category?

Refer to chapter 'How do | edit existing Country used in M&E system?’ but instead of ‘Countries’ list use ‘Categories’ list.

How do | add or edit Indicators?

To add a new Indicator:

1. Navigate to ‘Indicators’ list (see chapter ‘How do | add a Country used in M&E system?’ to learn how to navigate to lists).

2. When in ‘Indicators’ list, click ‘Add new item’ link:

Site Actions * B NI

MENARID Garen

Strengthening and scaling up Integrated Natural Resource

HOME ABOUT INNOVAT

MEMARID Homepage = Monitoring & Evaluation Database

Search Database [] Title
Schedule 2 i : ‘I-_' Nurmber of INRM operations coordi
: Number of communities who deve

Number of participants to Climate
project areas)

Number of rural communities cove

Area under climate change adapta

( g8 Add new item )

3. On opened form populate fields:
e Title - title for new indicator;

e (Category — indicator category. Note: you cannot create an indicator if no categories are entered into the system. To
learn how to add a category see chapter ‘How do | add a new category”

e Unit - indicator unit of measure. The field can be empty (in this case no unit will be displayed for indicator).
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e Data Collection Period — defines how frequently indicator data should be entered into the system (1 — once a year,
2 —once a quarter, 3 — once a month).

e Type — indicator type. Note: you cannot create an indicator if no indicator types are entered into the system. To learn
how to add indicator type see chapter ‘How do | add a new Indicator Type?’

Indicators - New Item

H - e @j ?

T |._._. U '3 Copy

Save (Cancel  Paste Attach  Spelling
File -

Commit Clipboard Actions  Spelling

Strengthening and scaling up Integrated Natural Resource Management across MENA

TITLE * My sample indicator]
CATEGORY * Biodiversitv -
UNIT '('None) -
DATA COLLECTION PERIOD * 1

1-Year, 2-Quarter, 3-Month
TYPE * Cutcome »

~
( I Save | | Cancel
"

4. Press Save button.
5. Done. Watch video tutorial (&

Editing existing indicator

To learn how to edit list items refer to ‘How do | edit existing countries..." The mechanism of editing indicators is the same, you
just need to use Indicators list instead of Countries list.

How do | manage list of projects?

To learn how to add and edit list items refer to ‘How do | add a country...” and ‘How do I edit existing coun-
tries...", but use Projects list instead of Countries list.. To create a project the following fields should be filled
on project form:

*  Project Name — compact version of project name. It is displayed in left menu (green), in tabular data containing
project names and other places where long name would be inappropriate.

*  Project Full Name — full version of project name.
e Overall Budget — project budget for entire project period.

e Country — defines the country that the project is related to.

NOTE:

You cannot create an indicator if no categories are entered into the system. To learn how to add a category see
chapter "How do | add a new category”

1


https://www.youtube.com/watch?v=3G7EELBitZs
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e Project ID — optional project identifier.

*  Project Managers — defines list of users having managerial access to the project. It could be actual project managers,
donors and other stakeholders.

e Stakeholders e-mail addresses — comma-separated list of e-mail addresses where project-specific scheduled reports
and other notifications should be sent.

Empty project form looks similar to this one:

Projects - New Item

=n fct g
= 23 Copy j %

Save Cancel Paste Attach  Spelling
File -

Commit Clipboard Actions  Spelling

Strengthening and scaling up Integrated Natural Resource Management across MENA

PROJECT NAME *
OVERAL BUDGET *
COUNTRY *= Algeria

PROJECT ID

PROJECT MANAGERS * |

Enter users separated with semicolons. &/ILLJ

STAKEHOLDERS E-MAIL ADDRESSES

FULL NAME *

Save

——%
 —

I Cancel

Notes on projects creation:

1. Once a project gets created, a new project web site is created under M&E web site (‘/MAE’). The users specified
in Project Managers field upon project creation (and after each further editing) get full control permissions on
that project web site. All other users (including public users) can read the information on all project web sites.
Project web site thus acts as a project-specific workspace and sharing point that can be configured by its project
managers as desired.

1. When a project web site gets created (right after project is created itself) the link to the project web site appears
in the left menu (green) under ‘Projects’ menu item.
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How do | create a dashboard?

Creating and managing dashboards is one of the advanced yet flexible and powerful features in M&E sys-
tem. Dashboards are represented by custom-developed Dashboard web part that can be placed in unlimited
number of pages within M&E web site and its sub sites.

To create dashboards you need to have at least Design permissions on the M&E site.
To create a page and a dashboard on it from scratch, follow these steps:

1. Navigate to M&E web site by clicking ‘Monitoring & Evaluation Database’ link in top navigation menu:

Menarid Admin -

Site Actions ~

Strengthening and scaling up Integrated Natural Resource Management across MENA :

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS MO Francais

[=L Edit Page
| } Edit the contents of this page.

= New Page
Create a page you can

customize.

7 New Document Library
ij Create a place to store and
share documents.

\RI atenwe

caling up Integrated Natural Resource Management

New Site
@ Create a site for a team or HOME ABOUT INNOVATION IN PRACTICE
project.

onitoring & Evaluation Database

More Options...
Create other types of pages,

lists, libraries, and sites. ts
=k ‘fE v Al _'te ;cntent s . Here you will find useful information about Monitoring & Ev|
View all libraries and lists in
this site.
Edit in SharePoint Designer YOU CAN SELECT SPECIFIC PROJECT T
44 Create or edit lists, pages, and
workflows, or adjust settings. Projects: ¥ Select one or more projects

Site Permissions > —
=y Give people access to this site. k| Export to PDF B Export to Word

- Site Settings
" i R setfings For this site; Number of households covered by 1

13



14

USER MANUAL / ADMINISTRATOR ROLE MENARID Gateway Monitoring and Evaluation Tool

3. In opened popup page specify some page name and press Create button:

Strengthening and scaling up Integrated Natural Resource Management across MENA

This page will be created in the Site Pages library.

New page name

My dashboard pagel

[ Create | Cancel

4. When redirected to newly created page, ensure that the cursor is located in main content field area.

5. InRibbon click on Insert tab and press ‘Web Part’ button:

Site Adtions ™ _ T Rl Format Text

Table Picture Video and Link Upload
- - Audio - File

Tables Media Links Web Parts

Pick a web part to insert from the
full list of available web parts,
Web parts can display data from

other sources, such as list data,

search results, forms or another
e web page.

Strengthening and scaling up Integrated Natural Resource Management across MENA i

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS MOHNITORING & EVALUATION DATABASE

MENARID Homepage = Monitoring & Evaluation Database
Shared M&E Documents |
i CURSOR
Report
Data Entry Form

6. At the left of the appeared panel locate ‘Menarid’ web part category and click on it.
7. Inthe Web Parts list select Dashboard and press Add button at far right of the page:

e o E 3 .

o E S N 5
Table Picture Wideoand  Link Upload  Web Existing  Mew

- - dardio - File Part Lisk Lisk

Media Link
Web Parts About the web Part
iyt | Dasrkosed Fier
Fond A Vet Parl w
Add 'Wab Far to]| Rich Coetent s
[ Add ] Cancel
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8. At the top right corner of the just added web part locate a small arrow and click on it. Then, after menu opens, click ‘Edit
Web Part’ menu item:

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS MONITORING 8 EVALUATION DATABASE Frangais

MENARID Homepage > Monitoring & Evaluation Database

e DASHBOARD -

":‘j Export to PDF @__] Export to Word Himers
Close
x Delete

| —

9. Now that the dashboard is created, tables and charts could be added to it via the tool pane:

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS MO JALUATION DATAB * Dashboard
MENARID Homepage > Monitoring & Evaluation Database = Appearance
e 3 Title
s Dashbeard
- ashboar
- - DASHBOARD Ed]
Search Database Height
S_ .!.V _ﬂ_'l ..!: tor |i= : S-h‘f:ld the Web ;;\;gzve a fixed height|
Boorce G| B T - ouzlles @ mdi = Font Micne Ml a- - @MNo. Adjust height to fit zone.
Data Entry Form Width
Shaould the Web Part have a fixed width?|
@es Pixels -
@No. Adjust width to fit zone.
Chrome State

10. To save any changes made to dashboard markup click Save button on the tool page or Save button in the ribbon's Page tab:

" Browse IOl | FormatText  Insert |

Options
1 1 = |54 Page History SN R I ‘1] o : @ j}
m ) ‘ﬁ =7 .@ Page Permissions ‘J 'é 'ﬁ g _{@ . =
; Edit Rename E-mail a Alert Make Incoming  Library Library  View All
o E:CIUSE Ch“f 2k Properties - Page )( Delete Page Link Me - Homepage  Links Settings Permissions Pages
A Edit Manage Share & Track Page Actions Page Library

MENARID Garerd, |

Strengthening and scaling up Integrated Natural Resource Management across MENA

HOME | ABOUT INNOVATION IN PRACTIC

~UEsRIREaRsaaaallonitoring & Evaluation Database
Shared M&E Documents

&

“Search Database
S DASHBOARD i
Search Database

Projects Profiles | @ Source |E| B T Ell= = @ M0 di 5| Font ~ || size ~|| Ar B~
L e

\ata Entey Eorm.

Watch video tutorial @&

To learn how to add charts and tables to the dashboard refer to the chapters ‘How do | add new chart? * and ‘How do | add new
data table?’

15


https://www.youtube.com/watch?v=I314x0dGeVo
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How do | edit existing dashboard?

To create dashboards you need to have at least Design permissions on the M&E site.
To edit existing dashboard follow these steps:

1. Navigate to a page where the dashboard you want to edit is located. Switch to page edit mode either clicking Edit icon at
the top left of the page or selecting ‘Edit Page’ menu item under site actions menu:

Site Actions ™

Edit Fage
Edit the contents of this page.

Mew Page

Create a page you can
customize.

7] Mew Document Library
ij Create a place to store and
share documents.

and scaling up Integrated Natural Resource Mana|

Mew Site
@) Create a site for a team or HOME ABOUT INNOVATION IN K
project.
MG BpiORS..: age = Monitoring & Evaluation Database
Create other types of pages, _
listz, libraries, and =ites. ycuments.
ey, iew All Si 2 e 2 : .. S .
= 3 !E iz _'tE (_:':”tent — i Here you will find useful information about Monit
View all libraries and lists in :
this site. matic
Edit in SharePaint Cesigner YOU CAN SELECT SPECIFIC PRO]
&) Create or edit lists, pages, and b
workflows, or adjust settings. Projects: P Select one or more projects
™ Site Darmiceinne 15

2. At the top right corner of the dashboard web part locate a small arrow and click on it. Then, after menu opens, click ‘Edit
Web Part’ menu item:

MAIN INDICATORS IN THE PROGRAM =¥
rZE Export to PDF |-=:tj Export to Word Minimize
x Delete
Number of households covered by the project B Edit Web Part

Desertification and Poverty Reduction (Morocco)— 79
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3. Now when the dashboard is in edit mode, tables and charts could be added and edited via the tool pane:

MAIN INDICATORS IN THE PROGRAM - B | ®No. Adjust ne
Chrame State

[E Sowce || B T = B M E | Font - || sze ~|| A~ B ] g::_

A Chrame Type
None =
tion and Poverty Reduchicon (Morocco)— 79 | A

+]  Advanced

Toolpane _ ok | Caneat || Apgly |

Institutzonal Strengthening (Irsn) = 5
0 20 40 60 8

< &.Cl Check Out Edit Rename E-maila Alert Make Incoming  Library Library  Wiew All
HE i Ec, " properties - Page 7 Delete Page Link Me- Homepage Links  Settings Permissions Pages

Bes & o o2 @4am$d

A Edit Manage Share & Track Page Actions Page Library

HOME ABOUT INNOVATION IN PRACTICE MEETINGS

DASHBOARD

s Beource |H| B I = || = Ea A =] || Font ~|| Size - || A- B3-|

Watch video tutorial (&

To learn how to add charts and tables and how to edit charts and tables to dashboard refer to chapters ‘How do | add a new
chart/data table" and "How do | edit an existing chart/data table’ respectively.

17


https://www.youtube.com/watch?v=7ZeoO2DKEpU
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How do | add new chart?

To add a new chart to a page follow these steps:

1. Create a dashboard or edit existing dashboard and switch to its edit mode (refer to previous chapters to learn how do add
or edit a dashboard).

2. When dashboard is in edit mode click ‘Chart’ icon on the tool pane (icon text is visible on mouse hover).

DASHBOARD - B

source BB I g | &= 4 AR - Font - size ~ | A~ B~

3. (Clicking 'Chart’ button opens so called ‘Chart Builder’ in modal dialog window.

Build Chart

ar

MENARID Gsza

Strengthening and scaling up Integrated Natural Resource Management across MENA

Sau-ai Cam&li
CHART TYPE showhide
Foint =) Show advanced charls b 1az)
1400 b
AXIS X DISPLAYS showhhide 1200
Prajects =l 10
&001 =
AXIS Y DISPLAYS showhide
! [B1E-1 A win m
400
200 B % m ol g
. 8
; 71 1 N84T 451 I OO
AXIS Z DISPLAYS showhide g!xi. 203 3 1 g 1#dH i
s ar = b} T = F1=t
Indicators =l i M oa A L T R O
U
Aty 11 &R
AGGREGATION FUNCTION showhide F i o L 1
Sum =l ] & 3 k
INDICATORS showmhice
{Land degradation) Humber of households covered by thik] T4
N
COUNTRIES * showhide
I Ageria [iran Jordan MMorocco




The 'Chart Builder’ consists of configuration pane on the left and preview pane on the right. Once you change a parameter in
configuration the preview is updated so that the changes are visible immediately. In the ‘Chart Builder’ there are various con-

figurations of a would-be chart. Let's describe those one by one:

Chart Type — there are various types of charts that could be built in Chart Builder. On below picture there are the most
popular ones. Clicking on ‘Show advanced charts’ link extends the list of available chart types.

showhide Select type of the built chart. You can select from
a wider list by clicking "Show advanced charts

LA BT TV

Point =] Show advanced charts

Bar
Column
Coughnut showihid
Line showhid
Pie
Radar
StackedBar

StackedBarl00 showhide
StackedColumn
StackedColumni00
Stock

e Axis X Displays — this axis configuration specifies what values should be displayed as series.

showfhide

AXIS X DISPLAYS
Specify what data should be displayed on X axis

Projects B
Projects

Projects grouped by country showrhide
Countries .
Years

Example: let's assume that the user selected five random projects in Projects section (see later in this chapter):
o Each of FIVE values along horizontal axis in column, line or stock chart represents a single project from the FIVE
selected projects;

Each of FIVE values along vertical axis in bar chart represents a single project from the FIVE selected projects;
Each of FIVE sectors of a circle in pie and doughnut chart represents a single project from the FIVE selected proj-

ects;
o Each of FIVE axes on radar chart represents a single project from the FIVE selected projects.

e AxisY Displays — as could be seen the textbox in this configuration is disabled.

The Y axis always displays values that vary upon
AXIS ¥ DISPLAY S HHOWIACE what is selected for Z axis
You can also specify:
- whether the values in chart/table should be
compared to targets, and
-whether to show legend (works only for charts)

The textbox is disabled because the Y axis always accounts for indicators data. As a result any number on charts and
data tables always reflect the indicators data. How this data is aggregated and filtered depends on other configuration
parameters (discussed in in sections Indicators, Countries, Projects and Year range).
Alongside the textbox there are two flags (checkboxes):
o Compare to targets — if selected, additional series displaying target indicator value is added to each displayed
series;
o Show Legend - specifies whether to show legend in the chart.

19
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e Axis Z Displays — this axis configuration specifies where aggregate data should be taken from.

Specify what data should be displayed on Z axis
Example: how many indicator columns
(Z=Indicators) to display for each year (X=Years)

AXIS Z DISPLAYS showhide
indicators =l

For example, selecting FIVE Projects for X Axis and TWO Indicators for Z Axis means that:

o In column chart, there are TWO vertical bars with indicator value for each of the FIVE selected projects:

o In bar chart, there are TWO horizontal bars with indicator value for each of the FIVE selected projects:

F 4 f
l i §
— i T

o In line chart, there are TWO lines with indicator values on the chart across FIVE selected projects:

e Aggregation Function — specifies what Math function should be used to aggregate data. Recommended default value
is Sum, which means: indicators data for Z axis will be summed up. Avg function would give average value from the
Z axis data.

¢ Indicators — specifies what indicators data should be taken to chart.

1t is not recommended to leave the list of indicators empty as it would make the chart engine sum all
the indicators in the system, thus giving no meaningful picture for analysis.
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e Countries — specifies what countries data should be taken for.

COUNTRIES X €&——— (lear = Select All showihide

) What countries should be taken into account.
CAlgeria [iran ™ Jordan I"torocco (1) Leaving all checkboxes unchecked equals
[ Tunisia [CYeman " Regional selecting all of them

When no countries are selected the data is taken for ALL countries (same as when all countries are selected).

*  Projects — specifies what projects data should be taken for.

PROJECTS X =—————— Clear = Select All showihide

w Conservation of Biodiversity (Algeria)

[T Institutional Strengthening (Iran)

[¥ Sustainable Land and Water Management (Jordan)

[ Desertification and Poverty Reduction (Morocco) What projects should be taken into account.

[TAgro-biodiversity Conservation (Morocco) (!) Leaving all checkboxes unchecked equals

[TSustainable management (NWSAS) selecting all of them

[T Land Management (Tunisia)

[TLand and Water Optimization (Tunisia)

[~ Ecotourism and Conservation of Biodiversity (Tunisia)
[T Adaptation to climate change (Yemen)

When no projects are selected the data is taken for ALL projects (same as when all projects are selected).

*  Year range — specifies what year range the data should be taken for.

vear rance Drag the buttons to change year range snowmice

2010 - 2017 é,_-—-"—_- '\ Specify the years range to take data for

By default all years for which data is available in the system are selected (full range).

e Select Color Scheme — specifies the color palette that should be used to colorize the chart.

SELECT COLOR SCHEME show/hide
Pastel =

INone |
Bright

|Grayscale

|Excel

iLight

|Pastel
|[EarthTones
SemiTransparent
[Berry

{Chocolate

Fire

SeaGreen
BrightPastel
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e Width/Height — specifies width and height of the generated chart image.

WIDTH 600 (= HEIGHT 500 |+ showide T?le t:har_t will be generated as an image. What
size the image should be?

The dimensions can be tailored according to desired level of graphics detail.

4.  After having configured the chart and checked that the preview chart corresponds to desired configuration press Save but-
ton, and after dialog closes press Save button in ribbon’s Page tab:

Editing Tools | Web Pa
?‘S‘?

LU Page | Format Text  Insert Options

1 1 =] | Page History T Y e — =

| 1= = 1 - y 1 r
. z @ Page Permissions ah @ L=

save & Close |Check Out Edit Rename E-mail a  Alert Make Incoming  Library Library ~ View All

% Properties » Page }(DeletePage Link Me - Homepage  Links Settings Permissions Pages

Manage Share & Track Page Actions Page Library
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DASHBOARD

i [ source EI B I = | = & B dil || Font v|| size ~|| A- -]

5. Done. Watch video tutorial (3



https://www.youtube.com/watch?v=PqucMtXo7q0
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How do I edit existing chart?

To edit existing chart you need to follow these steps:

1. Switch dashboard with target chart to edit mode (learn how to do it in ‘How do | edit existing dashboard?’ chapter).
2. When in dashboard'’s edit mode, you can open existing chart for edit these two ways:
e double-click target chart image

e select target chart and click Chart icon on tool panel

DASHBOARD
Blsowse EH | B I = - _. Fom - || Sts. ~j| A~ B3~
[ =g : : Or | - g
Double-click the image ...or select image and
809 \jess Chart icon
&004 L 3
400 <
[ 2000 [
Ly
5 7 s e = i
o Y ok
= 3% I OEE 4% 2@ 3 313 13 13
g 2 B!
5= gF 13 44 3 §E = 3= = e
i 071 31 4 %: c1 i 3§ & it
25 B S | & £3
4 P s 13 T o3 F -1 i o1t
- 2 332 ] FF 2 f° 3
g i 53 1+
2 & i I
[= > =}

The above actions open ‘Chart Builder’ with configuration of the target chart.

After making necessary changes in chart configuration, press Save button. Dialog closes.
Press Save button in ribbon’s Page tab.

Done. Watch video tutorial (E8

IS A e

How do | add a new data table?
To add a data table to a page follow these steps:

1. Create a dashboard or edit existing dashboard and switch to its edit mode (refer to previous chapters to learn how do add
or edit a dashboard).

23
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2. When dashboard is in edit mode click ‘Data Table" icon on the tool pane (icon text is visible on mouse hover).

DASHBOARD - ¥

Blsouwce EH B I | &

3. Clicking ‘Data Table’ button opens ‘Chart Builder’ in modal dialog window:

Build Table
IVIENARIV Gaenwdy W ¥ s

Strengthening and scaling up Integrated Natural Resource Management across MENA

AXIS X DISPLAYS showhide

Projects grouped by country =]

AXIS Y DISPLAY S

AX1S Z DISPLAY S

Indicatars =]

AGGREGATION FUNCTION afiwhide

4. Configuration of data table is the same as for chart. To learn how to configure a chart, refer to chapter "How do | add new

chart?’

5.  After having configured the data table press Save button, and after dialog closes press Save button in ribbon’s Page tab.

6. Done Watch video tutorial (&



https://www.youtube.com/watch?v=CZGN0FIgXbw
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How do | edit data table?

To edit data table perform these steps:

1. Enter dashboard web part edit mode (refer to chapter ‘How do | edit existing dashboard?’ on how to do it).
2. Put mouse cursor in any place within existing data table.

3. Press ‘Data Table' icon in the tool pane — as a result the ‘Chart Builder' opens in modal dialog corresponding to current
data table configuration.

4. Change configuration as needed and save it.

5. Done.

How do | add user filters to dashboards?

Dashboard Filters is a custom developed web part that allows site visitors to filter dashboards on the
same page by the following optional parameters:

e Projects

e Countries
e Indicators
e Years

To add user filter to a page perform the following steps:

1. Follow paragraphs 1-6 of the chapter "How do | create a dashboard?’ and instead of Dashboard web part select Dashboard
Filters web part, press Add button.

2. When the web part is added, switch to web part edit mode to see its properties:

DASHBOARD FILTERS B

Minimize

Close

Delete

(-5.)‘ Edit Web Part ]

— — — - - !
HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS MONITORING & EVALUATION DATABASE Francais f

|[E] Appearance

* Dashboard Filters

Homepage = Monitoring & Evaluation Database

! Title
DASHBOARD FILTERS - & Dashboard Filters

Height

Should the Web Part have a fix
BYes Pixels |
@MNo. Adjust height to fit zone
Width

Should the Web Part have a fix

@Yes Pixels -
@MNo. Adjust width to fit zone.
Chrome State
@ Minimized
@nNarmal
WEB PART PROPERTIES Chrome Type
Default -
|# Layout

i:.*f Advanced

|+ Miscellaneous
|

| =

25
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3. In web part properties expand ‘Miscellaneous' properties group (at the bottom).

‘ Dashboard Filters x

[+] Appearance
(+] Layout

[+] Advanced

(—._: Miscellaneous)

I show Indicator Filter

Show Country Filter

Show Year Filter

OK I Canoell Apply |

4. There are four filters that could be either shown or hidden depending on whether respective checkboxes are selected. Select
filters that should be displayed on this page and press OK button.

5. Save the page by pressing Save button in the ribbon's Page tab.
6. Done. Watch video tutorial (&

How do | edit dashboard filters?

The dashboard filters are edited very much the same way as they are created. Refer to chapter ‘'How do |
add user filters to dashboards?’ to learn more about it.

How do | import content from csv files?

The import tool implemented in M&E system allows importing of content to SharePoint lists.

NOTE:

To be able to import content through this functionality you need to be SharePoint site collection administrator (ultimate
administration role on Menarid site).

To import specific content to M&E system follow these steps:
1. Navigate to M&E web site clicking ‘"Monitoring & Evaluation Database’ link in the top menu of the MENARID home page:

Menarid Admin -
Site Actions ~

Strengthening and scaling up Integrated Natural Resource Management across MENA
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2. Click on 'Site Actions’ menu link and in expanded menu click on ‘Site Settings':

Browse

Edit Page
Edit the contents of this page.

MNew Page
Create a page you can
customize.

Mew Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissicns
Give people access to this site.

\IAng‘G‘é’té’v‘v

| and scaling up Integrated Natural Re
HOME ABOUT |

age = Monitoring & Evaluation Database

m:

1 1\

se j . :
i Here you will find useful informa

YOU CAN SELECT SPE

Site Settings
Access all settings for this site.

n
&l Projects Profiles il

'“3 Export to PDFJ | e

Number of househo|

On ‘Site Settings’ page under ‘Monitoring & Evaluation Administration’ section click ‘Import Tool' link:

On ‘Import Tool’ page press Browse button and select csv file containing import data from the file system:

When the file is selected, its name is displayed beside Browse button:

Tase

USERS AND PERMISSIONS E
People and groups |
Site permissions

GALLERIES

Site columns
Site content types

s
Master pages l"ﬁ'

REPORTING SERVICES

Manage Shared Schedules
Reporting Services Site Settings

SITE COLLECTION
ADMINISTRATION

]

Go to top level site settings ~D—?—

Y
LI

LOOK AND FEEL
Title, description, and icon
Tree view

Site theme

Mawigation

SITE ACTIONS

Manage site features

Sawve site as template

Reset to site definition
Delete this site

Site Web Analytics reports
Site Collection Web Analytics
reports

SITE ADMINISTRATION
Regional settings

Language settings

Export Translations

Import Translations

Site libraries and lists

User alerts

Search and offline availability
Sites and workspaces
Workflow =ettings

Related Links scope settings
Term store management
Content and structure
Searchable columns

Content and structure logs

MONITORING &
EVALUATION
ADMINISTRATION

Manage Project Indicators
Import Tool
Manage Scheduled Reports
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6. If the target list where the data should be imported should be emptied before import, select respective checkbox ‘Remove

Gateway |

Strengthening and scaling up Integrated Natural Resource Management across MENA

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETINGS

MEMNARID Homepage = Monitoring & Evaluation Database
IMPORT LISTS DATA

Please select”zip™, "tt" or ".cav" filg: o file selected.

[FIRemove all items before import

Projects Profiles
Organize ~  New folder = T
3 Name - Date modfied Type sae If
@Ca'hega\- 2/13/2014 11:02 AM Micresoft Excel Com... KB
o Librarees B countries 1/5/2014 5:52 PM Microsaft Excel Cam. ., 1KB
= 2 014 12:44 PM aua K]
el ) projects 2/13/2014 1:10PM  Microsoft Excel Com... 28
@ Network ) Units 213/2014 1:11PM  Microsoft Excel Com... 1¥8
File name: |Indicators =] JauFites =
[ open | canca |

MENARID Grend

Strengthening and scaling up Integrated Natural Resource Management across MENA

HOME ABOUT INNOVATION IN PRACTICE BLOG

MEMARID Homepage = Monitoring & Evaluation Database

IMPORTLISTS DATA

Please select”zip™ "td” or ".csv” file:
[TRemave all items before import
[mpnnl

Browse_ nndicators.csv)

all items before import'.

7. To start import press Import button. Wait until import finishes. If there are errors or warning arising during import, they will
be displayed on the same page.

8. Done. Watch video tutorial



https://www.youtube.com/watch?v=VUQRh5uy23M
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IMPORTANT:
There are certain rules the imported files should follow for import to succeed:

e Theimportis possible in batches, i.e. several files with import data could be packed in Zip archived and imported
at once. All the files within such archive should conform to THESE rules.

e The name of the file that is being imported (or contained in archive) should be exactly as the name of the list
where the data should be imported. On the above screenshot the file name is ‘Indicators” meaning the data is
imported in ‘Indicators’ list.

e The first row of the file contents must contain comma-separated list of list columns that are affected during
import.

e The other rows must contain comma-separated text values for each of the respective columns. Empty values are
allowed (i.e.”,.).

e The file content should strictly conform to .csv file format, i.e. comma-separated values. Example of such file
could be as follows:

= Plruadsmwr]
Title, ProjectFullName, ProjectOveralBudget, ProjectCountry, ME ProjectId,ME ProjectMembers
Conservation of biodiversity in cultural parks (Algeria),Conservation of Globally Significant Biodiversicy and Susctal
Insticuctional Strengchening and Coherence for INRM (Irxan),Inscicucicnal Screngrthening and Coherence for Integrzaced N
Mainsctreaming INRM practices (Jordan),Mainscrezaming Sustainable Land and Water Management Practices,0,Jordan,2631,
Control of Desertification in the High Plateaus ([Morocco),Participatory Control of Desertification and Poverty Reduci
Circular Economy project (Morccco),h circular Econcmy Approach to Agro-biodiversity Conservation in the Souss Massa [
Reducing risks to the NWSAS (Regional),Reducing risks to the suscainable management of the NorthWest Sahara Aquifer
Sustainable Land Management in Siliana (Iunisia),Support to Sustainable Land Management in the Siliana Governorate,0,
Land and Water Hanagement (Tunisia),Second Nactural Rescurces Management Project - Land and Water Cpcimization Project

10 Eco-tourism and Conservation (Tunisia),Ecotourism and Conservation of Desert Biodiversicy,0,Tunisia, 4035,

11 Adaptation to climace change us=ing bicdiversicy (Yemen),Adaptation to climate change using agro-biodiversity resource

As could be seen from the file contents above, the import data is aimed to be imported in ‘Projects’ list and affects six list
columns (first row) and creates ten list items with respective data.

NOTE: .

csv files are easier to work with via spreadsheet applications, for example Microsoft Excel. This is how the above file looks
like when opened in MS Excel:

A B C D E F
1 [Tit.te |Projec1 FullName  ProjectOveralBudget ProjectCountry ME_Projectld ME_ProjectMembers
2 Conservation of biodiversity in cultural parks (Algeria) Conservation of Glo 0 Algeria 3952
3 | institutional Strengthening and Coherence for INRM (lran)  Institutional Strengt 0 Iran 2732
4 Mainstreaming INRM practices (Jordan) Mainstreaming Sust 0 Jordan 2631
5 Control of Desertification in the High Plateaus (Morocca) Participatory Contro 0 Morocco 2632
6 Circular Economy project (Morocco) A circular Economy # 0 Morocco 3989
7 Reducing risks to the NWSAS (Regional) Reducing risks to the 0 Regional 3645
8 Sustainable Land Management in Siliana (Tunisia) Support to Sustainal 0 Tunisia 2709
9 Land and Water Management (Tunisia) Second Natural Resc 0 Tunisia 3669
10 Eco-tourism and Conservation (Tunisia) Ecotourism and Con 0 Tunisia 4035
11 Adaptation to climate change using biodiversity (Yemen) Adaptation to clima® 0 Yemen 3267

It simplifies data edition and could be afterwards saved as a valid .csv file.
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How do | configure scheduled report for a project?

Scheduled reports are automatically generated by M&E system, includes all indicators data for specific
project (or entire Program) and are sent annually or with custom schedule.

Note: To manage scheduled reports you must be included in ‘Menarid Admins' or ‘Menarid Owners’ groups.

To setup scheduled report for a project perform the following steps:
1. Navigate to M&E web site clicking ‘Monitoring & Evaluation Database’ link in the top menu of the MENARID home page:

Menarid Admin -
Site Actions ~ - I

por Tﬁj

Strengthening and scaling up Integrated Natural Resource Management across MENA
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2. Inleft menu click ‘Schedule automatic report’ link:

Browse Page

Strengthening and scaling up Integrated Natural Resource Manager

HOME ABOUT INNOVATION IN PRA/

MENARID Homepage = Monitoring & Evaluation Database

Here you will find useful information about Monitorin

¥YOU CAN SELECT SPECIFIC PROIJE

Data Entry Form

"3 Export to PDF ] @J Export to Word J

Projects: ¥ Select one or more projects

3. When on 'Schedule automatic report’ page, select desired project from ‘Current project’ dropdown list:

Strengthening and scaling up Integrated Natural Resource Management across MENA w : - AR £ » . ‘ Ay

HOME ABOUT INNOVATION IN PRACTICE BLOG MEETING S MONITORING &8 EVALUATION DATABASE Francais

MEMNARID Homepage > Monitoring & Evaluation Database

‘Search Database Current project: Entire mae e
le Automatic Whaii e ogicraied rgmSu.;l:aina_l:nle_ Land and Water Management (Jardan)

I

Next report for project ‘Monitoring & Evaluation Database will be generated and sent on
FH 124M + 00~

Url of the image that would be used as header
http://ezhelinsky.dyndns-web.com:7070/menarid/images/TopAreaBG.jpg
Current headerimage:

Url of the image that would be used as footer
http:ffezhelinsky.dyndns-web.com:7070/Style %20Library/Monitoringfimages/reportfoo
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4. Once the project is selected, its current scheduled report settings are displayed. The settings are saved for selected project
once Save button is pressed. The settings include:

e Whom the generated report will be sent — displays e-mail addresses where generated reports for selected project
should be sent when scheduled time comes. These e-mail addresses are set in in ‘Stakeholder E-mail Addresses’ field
of respective project item in Projects list (learn how to add stakeholders emails in chapter "How do | manage list of
projects?’). If no e-mail addresses are set, no report is generated for such project.

e Next report for project will be generated and sent on — by default the date is empty. Empty date in this field means
that the report is not auto-generated until the date is set. Once a day the M&E system checks whether any project’s
next report date (this setting) has come. If so, a new report is generated and sent in PDF format to the e-mail addresses
specified in the above setting.

e Also one can specify the images (full URLs) that are used as report header and footer. If no header and footer image
is specified for a project, values from Entire M&E program are taken.

5.  When all desired settings are made press Save button.
6. Done. Watch video tutorial
NOTE:

All generated scheduled reports are saved in M&E site. The list of generated reports could be seen for each selected
project separately by clicking ‘See Generated Reports’ link (the link is visible only if there is at least one generated report
for the selected project):

Save | GetSample Report] See Generated Repcns)
L

How do I get sample report for a project before it is sent to stakeholders?

M&E system allows project managers and administrators to generated sample PDF reports for projects
they have permissions to. The sample report is exactly the same as one being sent to stakeholders, except
for generating it manually doesn’t send it anywhere.

To generate a sample report do the following:

1.

Navigate to ‘Schedule automatic report’ page (to learn how to do it see chapter ‘How do | configure scheduled report for
a project?’).

Current project: |pesertification and Poverty Reduction (Morocco) =
Desertification and Poverty Reduction (Morocco) |
Institutional Strengthening (Iran)

Whom the generated repo
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2. From 'Current project’ dropdown select a project you would like to generate sample report for:

T RO TP S stainable Land and Water Management (Jordan) o

Mext report for project "Manitoring & Evaluation Database’ will be generated and sent on:
FH 12AM ~ 00 -

Url of the image that would be used as header
hitp:/fezhelinsky dyndns-web.com:7070/menarid/images/TopAreaBG.jpg
Current header image:

Url of the image that would be used as footer
hitp:/fezhelinsky dyndns-web.com:7070/Style%20Library/Monitoring/images/report-foo
Current footer image:

[Save JﬁGetSampke Fiepo:t]}ee Generated Reports

3. At the bottom of the page press Get Sample Report button:

MEMARID Homepage = Monitoring & Evaluation Database
‘Sﬁmﬂlm Current project: Sustainable Land and Water Management (Jordan)
) - =
R b Al Tohane I"“"h'm‘ "9 Opening SampleReport 20140603 072129865, pdf it
Riapar-t You have chosen to open:
pi
Data Entry Form MERtTER SampleReport_20140603_072129865.pdf
which is: Foxit PDF Document
Url oftt & from: http://ezhelinsky.dyndns-web.com:7070
Currerih What should Firefox do with this file?
Image fio . | Foxit Reader 3.1, Best Reader for Everyday Use.. ~
Url of the ._'_. §EVE File
Currenf fo ] Do this automatically for files like this from now on.
Image po
! Settings can be changed using the Applications tab in Firefox's Options,
Save| [
[ (674 J [ Cancel ]
\, ry

4.  Wait until the report is generated, and once done you can open or download the report from browser:

5. Done. Watch video tutorial (E
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How do | enter project indicators data?

M&E system has centralized place of managing project indicators: ‘Manage Project Indicators’ page. To navigate there open
MEMARID Homepage = Monit

Projects Profiles

M&E site home page and click ‘Data Entry Form" item in left menu:

The page itself:

MEMARID Homepage = Monitoring & Evaluation Database

DATA ENTRY FORM
Current project: Sustainable Land and Water Management (Jordai v € CURRENT SELECTED PROJECT

% &— DD MORE YEARS IF NEEDED

PROJECT TIMELINE =————————> 2009 2010 201 2012

Climate change (5) €— NUMBER OF INDICATORS UNDER THIS CATEGORY
- CATEGORY NAME

Projects Profiles b g Land degradation ({6}

Biodiversity (0)

International water (0)

Land development (0)

Add Indicator| [ Add All Indicators | | Revert Changes | [ Save All|

The page has project dropdown where one can select from list of projects. The dropdown contains only those projects on which
current user is Project Manager.

All indicators data are grouped by indicator Categories (on the image above there are five categories displayed). Under each
category only those indicators are displayed that have indicators or indicator targets data for any year in the timeline (on the
image above there are no indicators meaning there is no indicators/targets data on current project).
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To enter indicator data perform the following steps:

1. If the indicator you would like to enter value for is not present on the page, press ‘Add Indicator’ button:

Land degradation (0)
Biodiversity (0)
International water (0)

Land development (0)

Add Indicator| Add All Indicators| Revert Changes| Save All|

e It opens a modal dialog for adding indicator to the page:

Add Indicator to Project

Category
Climate change x|
Indicator

Number of INRM operations coordinated and promoiﬂ

e Select indicator category in first dropdown, select desired indicator from the second dropdown and press Add button.
The dialog closes, selected indicator is added to the specified group on the page:

2009 2010 201 2012 &

Climate chanu-@ <——— Number of indicators under category
o bt updated

Number of INRM operations coordinated | | | | | | | | |
and promoted at national and local

Iprovincial level (Number) <— |ndicator added

Land degradation (0)

Biodiversity (0)
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2. If you wish to add all indicators present in the M&E system, press ‘Add All Indicators’ button.

3. Enter indicator values in the input fields against desired indicators (only numeric values are allowed in these text boxes):

2009 2010 201 2012

Climate change (6) /
Output

Number of rural communities covered by | 1] | | | 3| ;
an information system on climate
change (Number)

4.  Apart from numeric values, M&E system allows project managers to enter qualitative (text) data. To do it:

¢ Locate input field corresponding to specific indicator and specific year, right-click this input field and from the context
menu select 'Edit Comment’ item:

LSS T this input field was right-clicked
Output ¢
Number of rural communities covered by | g n—
an information system on climate — _
change (Number) Edit Target

e Afterwards the modal dialog is opened allowing to enter reasonable-length text value for indicator comment:

Edit Comment for Indicator Value

Comment

e Enter comment text and press OK button.
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5. Once the comment is added, the related input field gets comment icon signaling that there is a comment for the field:
Climate change (6)
Output
Number of rural communities coveredby (9 | [ | | ] |
an information system on climate
change (Number)
6. Hovering by mouse cursor over this input field with comment icon shows the comment value entered:
Target: not specified P
comment value
Climate change (6) Comment (right-click textbox to edit):
output hovered input field Newly entered comment
Number of rural communities covered by | ! | | | |
an information system on climate
7. Apart from entering indicator values (numeric and text), there is ability to enter indicator target values, i.e. values that will

be compared to actual indicator values to assess project efficiency. To enter target value do the following:

e Locate input field corresponding to specific indicator and specific year, right-click this input field and from the context
menu select 'Edit Target' item:

change (Number) this input was right-clicked J'

Number of INRM operations coordinated | I L4 i
and promoted at national and local Edit Comment

Iprovincial level (Number) _

e Afterwards the modal dialog is opened allowing to enter indicator target value (numeric only):

Edit Target for Indicator Value

Target: }wt specified

37
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e Enter target value and press OK. Now the target value could be seen hovering over input field where target value was
entered:

Output

Number of rural communities covered by J
an information system on climate

change (Number) Target: 123

Number of INRM operations coordinated
and promoted at national and local . } f target value
Iprovincial level (Number) hovered input field

8. When finished entering indicator values (numeric and text) and targets press ‘Save All" button at the bottom of the page
to save changes.

9. Done.

How do I add and edit dashboard for my project home page?

Each project has at least one project manager. Project Manager is able to configure dashboard on his/her
project home page. To navigate to a project’s home page find your project in left menu (on all M&E pages)
under ‘Projects’ item and click on respective link:

Shared M&E Documents
Search Database

Schedule Automatic
Report

Data Entry Form

Projects Profiles w
Adaptation to climate
change (Yemen)
Agro-biodiversity
Conservation (Morocco)
Conservation of
Biodiversity (Algeria)
Desertification and

Poverty Reduction
(Morocco)

Ecotourism and

Conservation of
Biodiversity (Tunisia)
Institutional

Strengthening (Iran) LINKS TO PROJECTS
Land and Water

Optimization (Tunisia)
Land Management
(Tunisia)

Sustainable Land and
Water Management
(Jordan})

Sustainable
management (NWSAS)

Conservation of
biodiversity in cultural
parks (Algeria)

Learn how to create and edit dashboards in chapter ‘How do | create a dashboard?’
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Anonymous users are empowered, apart from others, to perform the following actions in M&E system:

1. View and analyze graphical as well as tabular data on dashboards build by site administrators and project managers.

2. Filter data in user reports where filters are present:

MENARID Homepage = Monitoring & Evaluation Database

Shared M&E Documents
Search Database On this page You are able to build custom queries against MENARID projects indicators data
Schedule Automatic Search data by:
Report Indicators: ¥ Select indicator
Data Entry Form Projects: ¥ Select one or more projects
g 5 FILTERS AVAILABLE FOR PUBLIC USERS
Countries: ¥ Sefect one or more countries
Years: » Select one or more years

DASHBOARD

[t o | (] hor Wor: .
| Export to PDF ‘ _j Export to Word

Graphical data

I Algeriz 3952 M Jordan 2631 Morocco 3989 Tunisia 3663 WM Yemen 2267 MM Regional 2645
Iran 2732 N Morocco 2632 EEM Tunisia 2709 EEEE Tunisia 4035

600 575
526
162
400 268
256
215. 21 228

135 7 :

200 - 187 178 184 I 189
178 | |

3. Export graphical and tabular data to PDF and MS Word formats from site dashboards and user reports.

4. Visit all M&E program project pages and view project-specific information that is publicly shared by respective project
managers.

5. View M&E program shared documents uploaded and published by M&E content editors.
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