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1 Introduction

This manual was created by the Child Health Program in the central region of Malawi. It gives step-
by-step instructions for doing basic data entry and analysis using the following software:

Software Use Download link
EpiData Data entry for surveys and http://www.epidata.dk/download.php
forms. Exporting raw data Choose EpiData Manager
sets.
Microsoft Excel Analysing data using Pivot N/A
Tables.
Tableau Public Creating interactive maps and | http://www.tableausoftware.com/public/download
charts.

This manual is for complete beginners. It should be used with on-the-job training by someone who
has experience with data entry and analysis. The manual alone is not enough for someone to learn all
the skills required.

This manual does not cover statistical analysis. For basic statistical tests (t-test, chi-square, etc) you
could use the free package PSPP, available to download here: http://www.gnu.org/software/pspp/



http://www.epidata.dk/download.php
http://www.tableausoftware.com/public/download
http://www.gnu.org/software/pspp/
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2 Form Design

Good data entry and analysis starts with a good form design. Use the following tips to make sure your
surveys / forms are well designed for data entry and analysis:

2.1 Question numbering

All questions must have a number, and the numbers must be in the same format (e.g. Q1, Q2, Q3 or
A, B, C or i,ii,ii)). Sub-questions can be used if necessary, and should always be in the same format.
For example:

QL. A
B)
C)

2.2 Questions where the answer is a number

For these types of questions put a where the answer should go. For example:

Q1. What is your age? years

2.3 Questions where the answer is multiple choice (tick one)

For multiple choice questions all the answers should be listed. Each answer should have a code
number. A O should be placed next to each answer for the enumerator to tick. For example:
Q1. Was the child sick in the last 2 weeks?

10 Yes

20O No

3 O Unknown

2.4 Questions where the answer is tick all that apply

For these types of questions all the answers should be listed. Each answer should have a code
number. A O should be placed next to each answer. The instructions should say “tick all that apply”.
For example:
Q2. What symptoms did the child have? (tick all that apply)

10 Fever

2 0 Cough

3 O Diarrhoea

2.5 Using codes

Codes should be placed at the top of the survey / report to identify where it came from. These codes
should correspond to the Village, GVH, TA, Station, Enumerator, etc. Each code should be unique.
Only the codes will be entered into the database. This will save time because it means you don’t have
to type out the village or GVH name every time. For example:
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Q1. Village name Code #
Q2. GVH name Code #

You should prepare a code book listing all the codes to be used. For example:

GVH codes

01 = Mdabwi
02 = Chizumba
03 = Khuzi

2.6 Formatting

Use tables to format the survey / report. Questions should appear on the left, with all answers
appearing on the right. This will make data entry easier.

Separate gquestions using horizontal lines. Separate sections using headings with grey shading.

Example

STAKEHOLDER PARTICIPATION

1. Which members of the pair were present? 1 O Both HSA and Facilitator
2 O HSA only
3 O Facilitator only

2. How many Village Headmen were present?

3. How many GVHs were present?
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3 Data Entry

3.1 Creating an EpiData Form

3.1.1 Define data

Step 1: Open EpiData. Click on the Define Data button. Choose New .QES file.

= EpiData3l =[RS
File Checks Datainfout Document Tools Window Help
1. Define Dataw = 2. Make DataFile v |+ 3. Checks |+ 4. Erter Data | 5 Docurnent ¥ =¥ B Export Data w

Mew .QES file & kel
Open .QES file

af |

Ble O™

Step 2: Type a heading for the form.
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=] File Edit DataFile Document Tools Window Help
1. Define Data » |'P 2 Make DataFile » |-P 3 Checks |-P 4 Erter Data (= 5 Document w [=® B Export Data

ODed & « 5l kel
TRIGGERING REPOR'H -

4
Unitled 1 |
[Pos18 Line1 | [

Step 3: Go to a new line and type the first question.

=] File Edit DataFile Document Tools Window Help
1. Define Data v |'P 2 Make Data File » |-P 3. Checks |+ 4 Enter Data |=# 5 Document w [=#= £ Export Data

el & < &k 28 9

TRIGGERING REPORT

Q1. H3A name

4
Untitied 1 |
[Poz13 Line3d | [

<IILL| |

Step 4: Click on the Field Pick List icon.
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= EpiData3l - [ Untitled 1]

=) File Edit DataFile Document Tools

Window Help

[E=N =R
1. Define Data w |+ 2 Make Data File w» |+ 3. Checks |+ 4 Enter Data |+ 5 Documnent w [=9 C Cuport Data
el & <205k
TRIGGERING REPORT

EEE
§ 2
Q1. HSA code | .

4
Untitled 1 |
[Poz14 Line3d |

llll| |

SIe ]

Step 5: Choose Numeric if the answer is a number, Text if it is a word, or Date if it is a date. Use the
options to specify how long the field should be.

Example: For a numeric field 2014 is 4 digits, while 10 is 2 digits.
= EpiData3l - [ Untitled 1]

=) File Edit DataFile Document Tools

(=)= =]
Window Help B@E
1. Define Data w |+ 2 Make Data File w» |+ 3. Checks |+ 4 Enter Data = 5 Document w [=9 G Export Data
el & -« E& ke
TRIGGERING REPORT -
Q1. H8A code
Field pick list
Humeic | Tewt | Date | Other |

Digits before decimal paint |1 :II
Digits after decimal point IU :II
Field to inzert: #

Field length: 1

4

Untitled 1 |

llll| |

SIe ]

Step 6: Click Insert. A symbol will be inserted next to the question to indicate the field. The number of
symbols indicates the length of the field.
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Example: For a numeric field of 4 digits the symbols will appear as ####, while for 2 digits it is ##

= EpiData3l - [ Untitled 1] = =R

= File Edit DataFile Document Tools Window Help = [l& |
1. Define Data w |+ 2 Make Data File w» |+ 3. Checks |+ 4 Enter Data = 5 Document w [=9 G Export Data

Ned & «xX:h @@ 9

TRIGGERING REPORT

Q1. HSA code #

Field pick list (=]
Mumeric | Tewt | Date | Other |

Digits before decimal paint |1 :II
Digits after decimal point IU :II

Field to inzert: #

Field length: 1

,
Untitled 1 |
[Pz 15 Line 3

ol

Step 6: Follow the same steps until all question have been entered with corresponding fields.

&

2 _

@ .
Wl |

HINTS

You can type the symbols directly to make the fields without using the pick list:

# is one digit for a numeric field
__is one letter for a text field

<dd/mml/yyyy> is a date

For multiple choice questions where you tick only one (marked by a O) you only need to put
one or two digits so that the answer number can be entered.

Example
Q14. Does the household have a latrine? 1 O Yes 2 O No

Would be entered as: Q14. Does the household have a latrine? #
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For multiple choice questions where you tick more than one (marked by a O0') you only need to
put a separate question for each answer.

Example

Q9. What was the topic of the activity? (tick all that were covered)
1 0 Latrines
2 O Hand washing
3 O Bed nets
4 [ Health seeking
5 O Family planning
6 O Safe delivery
7 O Other

Would be entered as:
Q9.R1 Latrines #
Q9.R2 Hand washing #
Q9.R3 Bed nets #
Q9.R4 Health seeking #
Q9.R5 Family planning #
Q9.R6 Safe delivery #
Q9.R7 Other #

Step 7: Save the file.

= EpiData31- [ Untitled 1] (===
=) File Edit DataFile Document Tools Window Help
1. Define Data v |" 2 Make DataFile » |'P |+ |'V§ Document + |+ |

el & - B B9 49

Q1. HSA code #2 = Save As (=3

Q2. Facilitator code ## _ R

Save in:| | EpiData test j L] oF B
LOCATION -
Mame Date modified Ty
Q3. Village code ### Me items match your search,
Q4. GVH code ##
Q5. Station #
Q6. TA#

DATE

Q7. Date <dd/mmiyyyy= < [ | D

Qs.PhotoDs Flename:  |Triggering Report|
TOFIC Save as type: |EpiData questionnaire file (*.ges) j m

m

Q9. R1 Latrines #

09 R2 Hand washing #
09 R3 Bednets #

9. R4 Health seeking #
Q9. R5 Family planning #
Q9. RG Safe delivery #
Q9. R7 Other#

4 b

Uriited 1 |
8]

HINT

258 PM | |

- [ -
e e a1 il

lllﬂ
B2

Once you start data entry you CANNOT make any changes to the questions that you typed in
this step. Make sure all the questions are there before proceeding, and make sure all of them
have the right number of digits. If you do come back to make changes during data entry then
all the data you have entered will be DELETED.

10
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3.1.2 Make a data file
Once you have finished typing in the questions you need to make a data file.

Step 1: Click on Make Data File. Choose Make Data File.

= EpiData31 - [ Triggering Report.qes] = e
=] File Edit DataFile Document Tools Window Help BEE
1. Define Data w |'F 2 Make DataFile w = 3 Checks |=# £ Erler Daia (=9 5 Document W (=9 £ Euport Data

D 2PH & Make Data File

Preview Data Form tri+T -

Q1. HSA code ##
Q2. Facilitator code ##

LOCATION

Q3. Village code ###
Q4. GVH code ##
Q5. Station #

QB. TA#

DATE

Q7. Date <dd/mmiyyyy=
Q8. Photo IDs

m

TOPRIC

Q9. R1 Latrines #

Q9. R2 Hand washing #
Q9. R3 Bednets #

Q9. R4 Health seeking #
Q9. RS Family planning #
Q9. RE Safe delivery #
Q9. R7 Other #

4 }
Triggering Report.ges I
Pos15 Line28 |

= A EERTE AR

Step 2: Make sure the file name is the same as the one you were working on. Then click OK.

<|M|

= EpiData31l - [ Triggering Report.qes] \i"i“&l
=) File Edit DataFile Document Tools Window Help B@E
1. Define Data w |+ 2 Make Data File w» |+ 3. Checks |+ 4 Enter Data = 5 Document w [=9 G Export Data

hed & - xE@ 9

Q1. HSA code ##
Q2. Facilitator code ##

LOCATION

Q3. Village code ##
Q4. GVH code ##

Q5. Station # Create data file from .QES file

Q6. TA#

DATE Enter name of .CES file

Q7. Date <dd/mmiyyyy= Enter name of data file IC:\Users\F'\roska\DBsktop\EpiData testhTriggering EI =
Q8. Photo IDs 1
TOPIC ¢ oK x Cancel |

Q9. R1Latrines #

09 R2 Hand washing #
Q9. R3Bednets #

9. R4 Health seeking #
Q9. R5 Family planning #
Q9. R6 Safe delivery #
Q8. R7 Other#

4 L4
Triggering Repart.ges I
Poz 16 Line 28 |

% AR D EAIC

Step 3: Enter a name for the file. Then click OK.

<||ll| ]

11
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= EpiData3l
File Checks Datainfout Document Tools Window Help

1. Define Data » |'P 2 Make DataFile » |-P 3. Checks |-P 4 Erter Data = 5 Document ¥ =¥ B Export Data

Dl & oXbkh®» kel

Enter description of data file [data file label]

[Tiiggering Repor]

oK I Cancel |

Step 4: You should receive this message to confirm it was created. Click OK.

= EpiData3l o |[=F || &R
File Checks Datainfout Document Tools Window Help

1. Define Data v |'b 2. Make Data File = |'b 3. Checks |+ 4. Enter Data | 5 Document ¥ <8 B Export Data ¥

DeEd & -XBbk kel

@ Data file C:\Users\Piroska'\Desktop'\EpiData test\Triggering Report.rec created.

= [

12
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3.1.3 Apply checks

Once the data file has been created you can apply checks to restrict what is allowed to go in each
field. For example, a field for Month must be between 1 and 12. You can also apply jumps so that
certain fields are skipped depending on which answer you enter.

Step 1: Click on the Checks button.

= EpiData3l

File Checks Datainfout Document Tools

Window Help

1. Define Data v |'b 2. Make Data File = |'b 3. Checks |+ 4. Enter Data | 5 Document ¥ <8 B Export Data ¥
DEH & <X R

Lo er sl
ES 9

W |

S 7]

Step 2: Choose the file and click Open.

zasem | |
28/04/2014 |
= EpiData3l = | S
File Checks Datain/out Document Tools Window Help
1. Define Data w |+ 2 Make Data File w» |+ 3. Checks |+ 4 Enter Data |=# 5 Documnent w == G. Export Data w
DEld & «KEG 9
= Select data file for checks (=3
Lookin:l |, EpiData test j - cf B~
Mame ° Date modified Ty
|| Triggering Report.rec 28/04/2014 4:06 PM  RE
< [ 2
File name ggering Rep Open
Fies of type:  [EpiData datafile (“rec) | Cancel

Q _
@ .
Wl |

7 |

446PM | |

28/04/2014 |

13



’ . Conception and implementation
allﬂer aide of development programs

Step 3: Go to the first question.

|OTHSACODE

(1. HSA code
Mumber

Fange. Legal

Jumps

fdust enter

Bepeat

Y alue label

H Save | % Edit | ﬂ-f_gluse |

Q1HSACODE Integer: 0-9 allowed Length: 2

Step 4: In the Range, Legal field write the range of numbers that can be entered for that question. For
example 1-10. Any number outside this range will be rejected (e.g. 20, 0)

[atHsacope

Q1. HSA code
Mumber

Range. Legal

Jumps

tdust enter

Bepeat

Y alue label

| Save | % Edit | ﬁglnse |

Step 5: The Jumps field can be used to skip questions depending on the answer. The format is
Answer Number > Question Name. You must write the full name of the question, not just the question
number.

14



’ . Conception and implementation
allﬂer aide of development programs

Example: “If the answer is 1 then jump to Q5” would be written as 1> Q5STATION

|OTHSACODE

(1. HSA code
Mumber

Fange. Legal 110

Jumps 1>B55TATION]

Iust enter Mo

Bepeal No

Y alue label

H save | [ Edit

HINTS:

You can find the full name of a question by clicking on it and looking in the bottom left corner of the
screen. In the example below the full name for Q5 is Q5STATION.

|oEsTATION

(5. Station
Mumber

Fange. Legal

Jumps

fdust enter

Bepeat

Y alue label

ﬂ Save | % Edit | ﬂ-f_gluse |

OASTATION Integer: 0-9 allowed Length: 1
— __ _ 7 —_ = - 451 P
. v . |!| ?‘

To add another jump just put a comma. For example, 1> Q5STATION, 2>Q7DATE

15
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To jump regardless of the answer write AUTOJUMP followed by the question you want to jump to (no
> is required). For example, AUTOJUMP Q5STATION

Step 6: Use the Must Enter field to force the user to complete the field. If Must Enter is set to Yes
they must complete the field, if it is No then the field is optional.

[o1Hsacane

Q1. HSA code
Mumber

Range, Legal

Jumps

tdust enter

Bepeat

Y alue label

B e | [ Edit

Step 7: Click on the Save button. Follow the same steps for all the remaining questions in the form.

Step 8: When you are finished with all the questions click the Close button. You are now ready to
enter data.

HINT
If you ever want to change a check during the data entry process just close the data entry form and

come back to checks. Fix the check and click save. You can then open the data entry again and
continue.

16
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3.1.4 Getting the toolbar to come back

If the toolbar at the top of EpiData ever disappears (like the image below) you can get it back by
following these steps.

< e E=mE=E

File Checks Datainfout Document Tools Window Help

DEH & «XEG& el

334PM | |
28/04/2014 |

<|M|

= [0 el g

= TAEEIG

Step 1: Go to the Window Menu. Click on Toolbars. Tick the Work Process Toolbar.

= EpiData3l =N W 5

File Checks Datainfout Document Toels | Window | Help
D BH & - x % & (E Tile Horizontally

Tile Vertically

Cascade

Arrange All

Toolbars 4 Work Process Toolbar

v Editor Toolbar
Both
v Hide Toolbars During Data Entry

"Ill| |

Ble o O]

Step 2: The toolbar will appear.

17
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File Checks Datainfout Document Tools Window Help

1. Define Data » |'P 2 Make DataFile » |-P 3. Checks |-P 4 Erter Data = 5 Document ¥ =¥ B Export Data

Dl & oXbkh®» kel

18
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3.2 Entering Data

After you have setup the checks you are ready to enter data. First do some test data entry to make
sure the form is working as you expected. If there are problems go back to the previous steps and fix
them.

Step 1: Click on Enter Data

< e E=mE=E

File Checks Datainfout Document Tools Window Help

1. Define Data w |'F 2 Make DataFile » |+ 3 Checks |-P‘ 4 Enter Dat, 5 Document |-P‘ E Export Dataw
DER & «XEH kel

Step 2: Choose the file and click Open

19
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File Checks Datainfout Document Tools Window Help

1. Define Data » |'P 2 Make DataFile |" 3. Checks |-P 4 Enter Data |-P 5 Document |-P E Export Dataw |

Dl & oXbkh®» kel

Lmk'n:|j EpiData test |+ E ek E
| Name ’ | Date modified T
D Triggering Report.rec 28/04/2014 4:06 PM  RE

Step 3: Enter the results for the first survey / report.

4 Mew/0* CCIERS
| Q9R3BEDMET 9 gllowed [ [Length 1| [

| Integer

Step 4: When you reach the end of the form you will be asked if you want to save the record. Click
Yes.

20
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5674.jpb

4 A New/® IS
|@9R7OTHER

|Integer: 0-3 allowed | \ Length: 1 \ |

Step 5: Enter the next survey / report until all of them are complete.

HINT

Use the small arrows at the bottom of the screen to go back and forth between surveys you have
already entered.

You don’t need to enter the surveys in a particular order. If you miss one just enter it at any
time. You will be able to re-order them later during the analysis.

21
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3.3 Exporting from EpiData
Once you have finished the data entry you need to export the data from EpiData to Excel. There are
two ways to do this. The easiest way is to export directly to Excel. However, for surveys with a large

number of questions this sometimes causes the questions at the end to be cut off.

If you experience this problem then you should export from EpiData to a text file and then import the
text file into Excel. Steps for both methods are shown below.

3.3.1 Exporting directly to Excel

Step 1: Open EpiData. Click on the Export Data button and choose Excel.

= EpiData3l =[P [

File Checks Datainfout Document Tools Window Help
1. Define Data v |'P 2 Make Data File » |-P 3. Checks |+ 4 Enter Data |+ 5. Document ¥ =¥ 5 Export Data v

D = Q_;Q Backup
Text
dBase IT
Stata
spss
SAS
EpiData
- il = o 1012 AM | |
@@ J:TJJ "":J l @ " &1 i B o5 20/04/2014 |

Step 2: Choose the EpiData file that you want to export and click Open.

22
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= EpiData3l
File Checks Datain/out

(== =]
Document Tools Window Help

1. Define Data v |'b 2. Make Data File = |'b 3. Checks |+ 4. Enter Data | 5 Document ¥ <8 B Export Data ¥

el & -xXxBbEk kel

= Open

Lookin:l |, Data Entry j « B of B~
Mame

Date modified Ty
- || VILLAGE COMPLIANCE SURVEY.rec 17/04/2014 450 PM Rl

Type: REC File
Size: 821 KB
Date modified: 17,/04/2014 4:50 PM

-

< [ ]

File name |Data entry form CHILD

Fies of type:  [EpiData datafle rec) -l ﬂl

q“Ll

‘ - 1015AM | |
®

SIe] B

Step 3: The next screen allows you to choose which questions and records you want to export.
Normally you don’t need to change any of these settings. Just click OK.

= EpiData3l

(=& =]
File Checks Datainfout Document Tools Window Help
1. Define Data w |'F 2 Make DataFile » |+ 3 Checks |-P‘ 4 Enter Data |-P‘ 5 Document |-P‘ E Export Dataw
DER & oXE kel
Export data file to Excel file
Fecords and fields |

Export to: IE' \Uszers\Pirosk ahDrophostwWORKM nter Aide\.Communit EI

i Select record:

[ Select field

{* &l records
" From record: |1 to: |3481

¥ Skip deleted records

interviews

>

[~ Use record filker
Filter: I

nbage: BAge

Export file
’VF Use index as sort order

x Cancel |

=
10:15 AM
¥

20/04/2014 ||

23
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Step 4: You will see a progress bar showing the records being exported.

= EpiData3l = | S
File Checks Datain/out Document Tools Window Help

1. Define Data w |+ 2 Make Data File w» |+ 3. Checks |+ 4 Enter Data |+ 5 Documert » [=# 5 Ewport Data |

DEld & «KEG k€|

Exporting

Ex=parting recard no. 175

[1]

llll| |

eI 7]

037AM | |
20/04/2014 | |

Step 4: When it has finished you will see a notice saying that the export has been completed. Click
OK.
= EpiData31 =& | =]
File Checks Datainfout Document Tools Window Help
1. Define Dalavl" 2 Make DataFile » |-P 3. Checks |-P 4 Erter Data = 5 Document ¥ =¥ B Export Data
DER & «XEH el

Information

==
Data file C:\Users\Piroska\Dropbox\WORK\Inter Aide\Community Health Central Region
Malawit TECHNICAL\Monitoring _Evaluation\Menitering'\Village Compliance Survey\Data

Entry\VILLAGE COMPLIANCE SURVEY.rec exported to C:\Users\Piroska\Dropbox\WORK\Inter
Ajde\Community Health Central Regien Malawi\ TECHNICAL\Monitoring _

Evaluation\Monitoring'Village Compliance Survey\Data Entry\ VILLAGE COMPLIANCE
SURVEY xls.

3480 records exported
1 records skipped

W |

10:19 AM Il

20/04/2014 | |

Step 5: Open the folder where the EpiData file was. You should now see an Excel file with the same
name. Double click to open the Excel file.
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S ILn] oo = = # =
®v| . %« Village Compliance Survey » Data Entry - | 4—,| | Search Data Entry pe | —
Y 34 Find =
B il %
_j EE) Organize + Include in library + Share with + MNew folder =« [ ® P AaBbCcDy 3. Replace
Paste B 5 [t T NoSpaci.. - Change o
- Jr Favorit * Mame Date modified Type Styles - | 4§ Sele
Clipboard T avertes | Editing
Bl Desktop | VILLAGE COMPLIANCE SURVEY.bak 24/03/201410:26 ...  BAKFile =5 e
Tk 7 18
& Downloads %] VILLAGE COMPLIANCE SURVEY.chk 31/03/2014 9:51 AM  Recovered File Fra [ i
T %7 Dropbox || VILLAGE COMPLIANCE SURVEY.qges 14/03/2014 9:59 AM  QESFile
= iE.' Recent Places || VILLAGE COMPLIANCE SURVEY.rec 17/04/2014 4:50 PM REC File
n i | VILLAGE COMPLIANCE SURVEY 17/04/2014 4:51 PM Text Document
5 . Libraries ] VILLAGE COMPLIANCE SURVEY 20/04/2014 10:18 ... KLSFile
o @ Documents
- J’ Music
= [&5] Pictures
z B videos
- 1% Computer
& EL Acer(C) adl]| < uJ >
N ) 6§ items =
z ’ 1099AM
- 2000472014
z
= Step 5: Open the folder where the EpiData file was. You should now see an Excel file with the same Sl
o name. =
s o
¥

-
Page: & of 9 ‘ Words: 334 |® |

EEERE

“I ] ]

Step 6: When the file opens you should see columns for each of the questions and

O m—v—)

+

10:20AM | |

20/084/2014 |

rows for each of

the surveys. If there is a yellow bar at the top saying Protected View click the Enable Editing button.

| H ) -~ VILLAGE COMPLIAMCE SURVEY.xls [Protected View] - Microsoft Excel =] EP 3
Home Insert Page Layout Formulas Data Review View L] 0 o g ER
1) Protected View  Editing this file type is not recommended due to your File Block settings in the Trust Center. Click for more details. x

Al - fe | INTERVIEWE v

A B C D E F G H I J K L a] :

1 |INTERVI .NIRESPOI NZVILLAG N3GVH  NASTATIO NSTA NBAGE N7MARIT: NETYPEM NSTOTALI NIOTOTAL NIITOTAL N1I2TOTAL N AL NLIANAN N].l%
2 1 1 1 1 1 1 23 1 2 4 1 1] 1] 1]
3 1 1 1 1 1 1 23 1 2 4 1 1] 1] 1]
4 1 2 1 1 1 1 45 1 1 6 0 1] 1] 1]
5 1 3 1 1 1 1 24 1 1 4 1 [1] 1] 1]
6 1 4 1 1 1 1 32 1 2 5 o 1] ] 1]
7 1 5 1 1 1 1 27 1 1 5 1 1] ] 1]
2 1 6 1 1 1 1 28 3 6 2 1] ] 1]
9 1 3 1 1 1 1 54 1 1 3 o 1] 1] 1]
10 1 8 1 1 1 1 27 1 2 5 1 1] 1] 1]
11 1 7 1 1 1 1 19 1 1 2 o 1] 1] 1]
12 1 10 1 1 1 1 36 1 1 4 1 1] 1] 1]
13 1 11 1 1 1 1 65 1 1 3 o 1] 0 0
14 1 12 1 1 1 1 60 1 1 4 1] ) 0 0
15 1 13 1 1 1 1 30 4 1 1] ) 0 0
16 1 14 1 1 1 1 52 1 2 2 [t} 1] 1] 1]
17 1 15 1 1 1 1 40 1 1 3 [t} 1] 1] 1]
18 1 16 1 1 1 1 35 1 2 5 0 1] 1] 1]
19 1 17 1 1 1 1 23 1 1 4 2 1 1] 1]

1 12 1 1 1 1 a1 1 1 9 2 1 n n Yl

_&ﬂﬁl VILLAGE COMPLIANCE SURVEY Me_m__] » [l
Ready | |FE] 100% (———0——(%)

ST CIE]

Step 7: The tools at the top of the Excel spreadsheet should appear. You are now ready for data
cleaning.
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EE9-®-= VILLAGE COMPLIANCE SURVEY.xls [Compatibility Made] - Microsoft Excel o B &R

W Insert Page Layout Formulas Data Review View & 0 = EE E2

% Calibri 11 r AT = z%] B S General - W E Selnsert~ E v %r [ﬁ
Q- = - % Delete - [g] - -
e g |Bru-|E- B % o | ot St || @. S0 SO
Clipboard = (] Alignment (] Mumber (] ‘ Styles Cells Editing
| Al NC fe| v
—1T o | e [ F I o ] e ] ¢ ] & | n 1 [ k | . [ m | N | o [E
1 N3GVH  N4STATIO NSTA N3GVH  N4STATIO NSTA NGAGE  N7MARIT/ N8TYPEM) NSTOTALI N10TOTAL N11TOTAL N12TOTAL N13TOTAL N1ZANAN N1 |
2 1 1 1 1 1 1 23 1 2 4 1 0 0 0
3 1 1 1 1 1 1 23 1 2 4 1 0 0 0
4 1 1 1 1 1 1 45 1 1 6 0 0 0 0
5 1 1 1 1 1 1 24 1 1 4 1 0 0 0
6 1 1 1 1 1 1 32 1 2 5 0 0 0 0
7 1 1 1 1 1 1 27 1 1 5 1 0 0 0
8 1 1 1 1 1 1 28 3 6 2 0 0 0
3 1 1 1 1 1 1 54 1 1 3 0 0 0 0
10 1 1 1 1 1 1 27 1 2 5 1 0 0 0
11 1 1 1 1 1 1 19 1 1 2 0 0 0 0
12 1 1 1 1 1 1 36 1 1 4 1 0 0 0
13 1 1 1 1 1 1 65 1 1 3 0 0 0 0
14 1 1 1 1 1 1 60 1 1 4 0 0 0 0
15 1 1 1 1 1 1 30 4 1 0 0 0 0
16 1 1 1 1 1 1 52 1 2 0 0 0 0
17 1 1 1 1 1 1 40 1 1 0 0 . 0 -
M 4+ M| VILLAGE COMPLIANCE SURVEY %3 e[ m__] v |
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3.3.2 Exporting to a text file then importing into Excel

Step 1: Open EpiData. Click on the Export Data button and choose Text.
= EpiData3l

File Checks Datainfout Document Tools

=0 =
Window Help
1. Define Data w |'F 2 Make DataFile » |" 3 Checks |-P‘ 4 Enter Data |-P‘ 5 Document w =

E Export Dataw
Dl & «-XEMH o

Backup

Text

dBase I
Excel
Stata
SPSS
SAS

EpiData

i ||

| \
“l| @ | wi].=

Step 2: Choose the EpiData file that you want to export and click Open.

= EpiData3l

File Checks Datain/out Document Tools Window Help

(= e =]

1. Define Data v |'b 2. Make Data File = |'b 3. Checks |+ 4 Enter Data |+ 5 Document ¥ |+ B Export Dataw |

el & -xXxBbEk kel

= Open

Lookin:l . Data Entry j « B of B~
Mame ‘

Date modified Ty
- || VILLAGE COMPLIANCE SURVEY.rec

17/04/2014 4:50 PM RE

Type: REC File
Size: 821 KB

Date modified: 17,/04/2014 4:50 PM

<

[ ]

File name IData entry form CHILD Cpen
Files of type: |EpiData datafile *rec) | Cancel

Step 3: The next screen allows you to choose which questions and records you want to export.
Normally you don’t need to change any of these settings. Just click OK.
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(= e =]

= EpiData3l
File Checks Datain/out Document Tools Window Help

1. Define Data v |'b 2. Make Data File = |'b 3. Checks |+ 4. Enter Data | 5 Document ¥ <8 B Export Data ¥
Ned & % B el
Export data file to Excel file (=)

Records and fields |

E=port to: |C: “Users\PiroskaDropboxtvw OR KM nter sideCaommunit EI

—Select record —Select field
Al records interviewe - Al
nlresponde
" From record: I'I to: |3431 n2village
vagen __Hone |
. [w| ndstation
¥ Skip deleted records nata
. nEage
I~ Use record filker n?m?aritals
- niatypemarr
Filter: I n3tatalink
n10tatalun o
LR I RS ey
nBage: B.Age
E=part file

W Use index as sort order

X Cancel |

)

10:15 AM

eI 7] D

You will see a progress bar showing the records being exported.

al |

Step 4:

(=& ]l=]

= EpiData3l
File Checks Datainf/out Document Tools
1. Define Data w |'F 2 Make DataFile » |" 3 Checks |-P‘ 4 Enter Data |-P‘ 5 Document  [=#= B Export Dataw |

Dl & oXkh® kel

Window Help

Exparting record no. 175

10:17 AM Il

20/04/2014 ||

o
é_
=
|

Step 4: When it has finished you will see a notice saying that the export has been completed. Click

OK.
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= EpiData3l
File Checks

Data infout

Document  Tools

Window Help

1. Define Data v |'b 2. Make Data File = |'b 3. Checks |+ 4. Enter Data | 5 Document ¥ <8 B Export Data ¥

(= e =]

el & -xXxBbEk kel

Information

o

SURVEY .bat.

3480 records exported
1 records skipped

Data file C:\Users\Piroska'\Dropbox\WORK\Inter Aide\Cemmunity Health Central Region
Malawi\ TECHNICAL\Monitoring _Evaluation\Menitering'\Village Compliance Survey\Data
Entry\VILLAGE COMPLIAMCE SURVEY.rec exported to C:\Users\Piroska'\.Dropbox\ WORK\Inter
Aide\Community Health Central Region MalawihTECHMICAL\Monitoring _
Evaluation\Menitoring\Village Compliance Survey\Data Entn\VILLAGE COMPLIANCE

Step 5:
name. There is no need to open it.

<|“L

eI 7]

10:25AM | |

20/084/2014 |

Open the folder where the EpiData file was. You should now see a Text file with the same

LI ] (=)= == -
-0
mv| . % Village Compliance Survey » Data Entry - | 4,.| | Search Data Entry e | S
B ¢ % & Find -
- E Organize + Include in library « Share with « MNew folder =~ @ ® P¢  AaBbCeDr 3ac Replace
Paste \; B — kt 1 Mo Spadi.. - Change S
M 2 Favorites Mame Date modified Type Styles~ | Wi Sele
Clipboard & (F] Editing
B Desktop || VILLAGE COMPLIANCE SURVEY.bak 24/03/201410:26 ...  BAKFile my
& Downloads (%) VILLAGE COMPLIANCE SURVEY.chk 31,03/20149:51 AM  Recovered File Fra [
N %# Dropbox || VILLAGE COMPLIANCE SURVEY.qes 14/03/2014 9:59 AM  QESFile
& 5l Recent Places || VILLAGE COMPLIANCE SURVEY.rec 17/04/2014 4:50 PM  REC File
- -,_, VILLAGE COMPLIANCE SURVEY 17/04/2014 4551 PM  Text Document
o
a = Libraries ] VILLAGE COMPLIANCE SURVEY 20/04/2014 10:18 ... XLSFile
o @ Documents
]
- J‘ Music
= [&=] Pictures B
- B videos
=
% Lol Computer
& &, Acer (C) | L) '
N l & items
5 =]
;
- 2000472014
B
Z Step 5: Open the folder where the EpiData file was. You should now see an Excel file with the same hl
o name. ®
- o
¥
|[BlEm 2 = 100% C ¥
SUR=NIGH '
—d |

Step 6: Open a new blank spreadsheet in Excel.
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@| = R R ) Bookl - Microsoft Excel = B ER

W Insert Page Layout Formulas Data Review View & 0 = EE E2

& Calibri 5 General - W H §=Insert - z- ﬁr [ﬁ
- % Delete - [g] -
Pa'ste 7 B 7 U- - $ - % o+ | %5 5% Condit\_onalv Format' CeII' mFormat' . S_nr‘t& Find &
Formatting = as Table = Styles Filter = Select =
Clipboard = (] Mumber (] Styles Cells Editing
Al - v
4 A B | ¢ | o | e | ] & [ w | o T 3 ] «x | I m [ n ] olE
1 o
=
| < |
En
| 2|
| O |
| L
L =
| ) |
| 0]
En
1
13
14 |
15
16
17 &
4 <> ¥ Sheetl ~Sheet2 ~Sheet3 ~ %J ] n [

Step 7: Click on File, then Open.

I 9g®™-|= Bookl - Microsoft Excel S-S
Page Layout Formulas Data Review View af@o@ =

|l save
Recent Workbooks Recent Places
[ saveAs . .
VILLAGE COMPLIAMCE SURVEY.xds = (=3 l/_j Data Entry - |
ChUsers\Piroska\Dropbox\ WORK\Inter Aide\Communit... ChUsers\Piroska\Dropbox\ WORK\Inter Aide\Community ...
[ Close Budget Child Health 2014 xlsx = B 2014 ~
Ch\Users\Piroska\Dropbox\ WORK:\Inter Aide\Communit... Ci\Users\Piroska\Dropbox\WORK\Inter Aide\Community ...
L5iiD HH SURVEY 14 CLEANED s - |3 l/____} Data entry - B
C\Users\Piroska\Dropbox\ WORK\Inter Aide\Communit... 1 C:\Users\Piroska\Dropbox\ WORK\Inter Aide\Community ...
Latrines and hand washing sample.xlsx ~ _j,“ Sampling o
C\Users\Piroska\Dropbox\ WORK\Inter Aide\Communit... ChUsers\Piroska\Dropbox\ WORK\Inter Aide\Community ...
New Endline survey samplexlsx - ﬁ Report Ternplates = N
Ci\Users\Piroska'\Dropbox\ WORK\Inter Aide\Communit... ChUsers\Piroska\Dropbox\ WORK\CHEMS and CHEC\Inte...
Print —~ i
1 Progress Report Template.dsx = Salaries 2014 ~
C\Users\Piroska\Dropbox\WORK\CHEMS and CHEC\In... B Ci\Users\Piroska\Dropbox\WORK:\Inter Aide\Community ...
Save & Send ) —
4 Salaries April 2014 xIs ~ B Fund trans_fer ~
i Ch\Users\Piroska'\Dropbox\ WORK\Inter Aide\Communit... C:\Users\Piroska\Dropbox\WORK\Inter Aide\Community ...
Hel
g FUND REQUEST CHILD HEALTH CENTRAL REGION 2014... = l/_j 2014 . =
Options C\Users\Piroska\Dropbox\ WORK\Inter Aide\Communit... C\Users\Piroska\Dropbox\ WORK\Inter Aide\Community ...
4 April 2014 fund transferxlsc = Downloads =
4 et @ Ch\Users\Piroska\Dropbo WORK\Inter Aide\Communit... = D C:\Users\Piroska\Downloads
3 Salaries March 2014.xds . -2 Health centre maintenance
@ C:\Users\Piroska\Dropbox\WORK\Inter Aide\Communit... C:\Users\Piroska\Dropbox\WORK\Inter Aide\Community ...
=t April Funds (1).xlsx — B (== Health Centre data

Quickly access this number of Recent Workbooks: 2 - ﬁ Recover Unsaved Workbooks

Step 8: Click on the button that says All Excel Files and change it to All Files.
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) -
EEd9-c (] Open E o =
Fil H ) EF ER
“ %v|- Desktop » - |&r | | Search Desktop 2 ‘ L
@ * g=lnsert~ X - ﬂ [ﬁ
By~ Organize * Mew folder ﬁ: > Eﬂ ® % Delete ~ E N
Paste Cell Sort & Find &
- F i 2 - Styles - | [EdFormat | 2 Filter - Select -
: @ Microsoft Bxcel f LD | ibraries i
Clipboard = | Cells Editing
’: | System Folder
Al / v
0 Favorites =
A B Desktop Piroska L M N o =
1 1§, Downloads = System Folder
e %7 Dropbox 1 ¢
3 = omputer
a \E:-‘I Eeceties j*] System Folder
5 - -
= o Libraries - Network
- @ Documents Ir Systemn Folder
3 Jz’ Music 3
5 [E&5] Pictures
10 i Videos
11 =
12 File name: ~ | All Excel Files (*d** sdsxc* xlsm; v]
13
14 Tools = I Open IVI ’ Cancel ]
15 =
16
17
M < » ¥ | Sheetl Sheet2 . Sheet3 . ¥J [Tl
Ready
- = o 10:29 AM
ORe - <) | QW] x| 4G

& - i open = # =
File Hor| s o o @
- '|- Desktop » - | +3 | | Search Desktop L7
% o &
By~ Organize = Mew folder = Ihd
Paste ¥ A All Files (*.7)
_ M . @ Microsoft Bxcel  — I B | ibraries All Exc.el Files (*xl** xls* xlsm; " xdsh; * slam;* xlibe *adtm;* s * sty * bt * html* mht;* mbtml* xml
Clipboard | Excel Files (* %" s *adsm;* xlsh; " xlam; * xlog™ st * sds * odag = xdty = g xdw)
II | System Folder All Web Pages (*.htrn; html:* mht:*.mhtml)
. Favorites AML Files (*xml)
A Bl Desktop Piroska Ted Files (*.prn;*.bct;*.c:v) * e - - * * S P *
1 | System Folder All Data Sources (*.odc* udl* dsn* mdb;*.mde™ accdb; " accde ™ dbc ™ igy;".dgy;".rqy; " oqy;*.cub;
& Downloads E Access Databases (*.mdb;*.mde*.accdb;*.accde)
2 17 Dropbox ) Query Files (*.iqy;*.day;*.oqy;*rqy)
3 ag Computer dBasze Files (*.dbf)
A 1=l Recent Places j Systern Folder Microsoft Excel 4.0 Macros (*xlm;*xla)
: : Microsoft Excel 4.0 Workbooks (*.xlw)
- . U Worksheets (*xlsg®adsm;* xlsh;* xl<)
6 &l Libraries Ir Network Waorkspaces (*xliw)
= [%) Documents System Folder Templates (*.xdbe* xltm;* xit)
Jﬁ Music Add-Ins (*xlam;*xla;* xIl)
8 Toolbars (*.xlb)
9 [ Pictures SYLK Files (*.slk)
10 i Videos Data Interchange Format (*.dif)
8 Backup Files (*xlkc™.bak)
1 OpenDocument Spreadsheet (".ods)
12 File name: ~ | dBase Files (".d -
13
14 Tools - I Open Ivl ’ Cancel ]
= ]
16
17
4 4 » M| Sheetl Sheet2 ~Sheet3 ~¥J [Ta]
Ready

v

g sl DB PR
u . = T 20/04/2014

Step 8: Find the folder where the EpiData file was saved. You should see a Text file with the same
name. Select it and then click Open.
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( SERY
EA™ |/ (7] open o =
Fil H ) EF ER
o m'| . <« Village Compliance Sur... » Data Entry - |¢f | | Search Data Entry 2 ‘ 0‘2'7
== Q;‘ g=lnsert~ X - ﬁ [ﬁ
—j [ET Organize New folder =~ 0 @ 5% Delete - | @]~
Paste = Cell Sort & Find &
= ; £ = = Format~ | ¢2 ™ Fiter = =
- dj IE Microsoft Bxcel MName Date modified Type Styles t?—l o FIEIZT- Select
ipboard ells iting
’7}\1 || VILLAGE COMPLIAMCE SURVEY.bak 24/03/2014 10:26 ...  BAK File
v
0 Favorites || VILLAGE COMPLIANCE SURVEY.chk 31/03/2014 9:51 AM  Recoverec =
A B Deskiop || VILLAGE COMPLIANCE SURVEV.qes 14/03/2014 9:59 AM QS File L M N o "
i & D = || VILLAGE COMPLIANCE SURVEY.rec 17/04/2014 4:50 PM  REC File
2 %7 Dropbox || VILLAGE COMPLIAMCE SURVEY 20/04/2014 10:25 ...  Text Doco
2 v
2 1 Recent Places ] VILLAGE COMPLIAMCE SURVEY 20/04/2014 10:18 ... XLSFile
5 -
= o Libraries -
- @ Documents
3 Js Music =
5 [E&5] Pictures
10 E Videos
1 - 4 . ] 3
12 File name: VILLAGE COMPLIANCE SURVEY = | All Files (%) -
13
14 Tools Open IVI ’ Cancel ] ||
15
16
17 A
M 4 + M| Sheetl Sheet? 'Sheet3 ~¥1 [Ta] [ | 1]
Ready | [Eom ws U@

= E=NICEED

Step 9: A new window will open with some options. Leave the options as they are and just click Next.

@l H9-%-|5 Bookl - Microsoft Excel o B 2
Home Insert Page Layout Formulas TextImport Wizard - Step1 of 3 - O =& =
= ¥ ol The Text Wizard has determined that your data is Delimited. fﬁ
alibri
—j [EE If this is correct, choose Mext, or choose the data type that best describes your data.
Pavste f B 7 U~ Original data type ;T:ctai
Clipboard = Choose type that best describes your data: b
= @D - Characters such as commas or tabs separate each field.
v
I Al T Fixed width - Fields are aligned in columns with spaces between each field.
A B C D E o I
1 Start import at row: | 1 4| Fleorign: |Ms-Dos (Pc-a) [-]
2
2
a
5 Preview of file C:YUsers\Piroska\Dropbox WORK\Inter AideCo... \WILLAGE COMPLIANCE SURVEY . txt.
6 1 ["INTERVIEWE"; "N1RESPONDE"; "NZVILLAGE H3IGVH"; "N4STATION"; "NSTA"; "NEAGE"] ~
= = Flil 4;1:1 ;1;;1;|:|
3 =
8 4
g s =
10 < [m r
11
12
13
14 L3
15
16
17
4 4 » ¥| Sheetl Sheet? -~ Sheet3 =~ ¥ [l
Ready |

10:31 AM
20/04/2014 |

ST CIE]

Step 10: On the next set of options un-tick Tab, then tick Semicolon. When you do this the data in the
small window should appear correctly in columns. Finally, click Next.
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EHERE9 ™= Bookl - Microsoft Excel o = ER
Home Insert Page Layout Formulas Text Import Wizard - Step 2 of 3 @ 0 = @@ R
= % - . . This screen lets you set the dalimiters your data contains. You can see how your textis affected in the preview
_j N Calibri -1 - A below, fﬁ
Past =T B 7 U-~ - Delimiters Find &
- = ; Select -
Clipboaidan .Font B Sem;icolon [ Treat consecutive delimiters as one g
| A = Clgrm= Text gualifier: l:a _"
A B C D E [C] space o N
1 [F] other: l:l Fi
2
3 .
a Data preview
5]
6 INTERVIEWE; "N1RESPONDE"; "NZVILLAGE" ; "N3GVH"; "N45TATION"; "NSTA"™; "HEAGE"; "N7Y§ ~
? ‘ ‘ =
o =
9
10 < [Lm r
11
= Cancel ] [ < Back ] [ et | [ Firish
13
14 L
15
16
17 N
"M 4 » ¥]| Sheetl ~Sheet? . Sheetl .~ %1 T4 [ | 30
—

| H 1003

Ready |

= E=NICEED

@l HY--t- = Bookl - Microsoft Excel o B R
Home Insert Page Layout Formulas Text Import Wizard - Step 2 of 3 EE O =& =
(= & This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
Calibri below. tﬁ
| By-
Paste B J U~ Delimiters Find &
- = Select -
| Clipbvard_1 Semicolon Treat consecutive delimiters as one d
Al v | v
i C
A B c D E [T space o -
1 [ other: l:l |
2
3 Data i
ata preview
A pr
5|
7] INTERVIEWE N1RESPONDE NZVILLAGE N3GVH N4STRTICN MSTR NERGE NTMARITRLS NETY) ~
7 L i3 il 3 [}
L il il 3 =
8 il 3 il B
g il 3] il 4 -
10 < [Lm r
11
12 Cancel ] [ < Back ] [ Mext = Finish
13
14 L3
15
16
17 -
M 4 » »| Sheetl Sheetz ~‘Sheet3 ~¥2 [Ja] i | 20

Ready |

| B [ 100%

10:32 AM

20/04/,

SN NGIES]

Step 11: On the final screen click Finish.
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IE“ =9 SR Bookl - Microsoft Excel = = £
Home Insert Page Layout Formulas Text Import Wizard - Step 3 of 3 o = @@ R
=] P This screen lets you select each column and set the Data Format.
j Calibri 11 A A [-ﬁ
- - Column data format
Paste B 7 U- - Find &
- 4 ‘General' converts numeric values to numbers, date values to dates, and all Select -
Clipboard = remaining values to text. b
() Do not import column (skip) —
A B C D E o e
1 )
2
a Data )
ata preview
I pr
& spera] eperafGenara] eperfenerafenara] ape
6 N2VILLAGE N3GVH N4STATICN NSTA N&AGE NTMARITALS NETY]
7 il il il il ] L 3 (]
il il il il ] il 3 =
8 b b b b ks b b
g il il il il k4 L il o
10 %
11 q
» [gmad ) [ ] |
13
14 |
15
16
17 -
M 4 + M| Sheetl Sheet? 'Sheet3 ~¥1 [Ta] [ | 30
Text Opening: VILLAGE COMPLIANCE SURVEY. Press ESC to cancel. | BH G £ 1008 (——————

1024AM | |

<) [ Q]w ]

Step 11: On the final screen click Finish. Your data should now appear in Excel.

20/084/2014 |

| H9-o-|= VILLAGE COMPLIAMCE SURVEY.bxt - Microsoft Excel o 2 2
Home Insert Page Layout Formulas Data Review View & o o g ER
. )
[Fl Calibri AT = g%] B S General - *E[‘ ﬁ g?‘ Salnset~ X v % fﬁ
- i3 - _=' 5% Delete ~ E - -
g |® s = EE @ 5w ) S o G| | - S O
Clipboard = Font (F] Alignment (F] Mumber (F] Styles Cells Editing
| Al - [ fe | INTERVIEWE v
A B C D E F G H 1 i] K L M N o :
1 |INTERVI .NlRESPOl N2VILLAG N3GWVH  NASTATIO N5TA NBAGE ~ N7MARIT NETYPEM) NSTOTALI NIOTOTAL NIITOTAL N12TOTAL N13TOTAL N13AMNAN NIE
2 1 1 1 1 1 1 23 1 2 a 1 0 0 o
2 1 1 1 1 1 1 23 1 2 4 1 a 0 0
4 1 2 1 1 1 1 45 1 1 3] o a 0 0
5 1 3 1 1 1 1 24 1 1 4 1 0 o o
6 1 4 1 1 1 1 32 1 2 3 o a o o
7 1 5 1 1 1 1 27 1 1 3 1 a o o
8 1 6 1 1 1 1 28 3 5] 2 a o o
9 1 8 1 1 1 1 54 1 1 3 o a o o
10 1 8 1 1 1 1 27 1 2 5 1 a o o
11 1 7 1 1 1 1 19 1 1 2 o a o o
12 1 10 1 1 1 1 36 1 1 4 1 a o o
13 1 11 1 1 1 1 65 1 1 3 o a 0 0
14 1 12 1 1 1 1 60 1 1 a4 o a 0 0
15 1 13 1 1 1 1 30 4 1 o a 0 0
16 1 14 1 1 1 1 52 1 2 2 o 0 0 o
17 1 15 1 1 1 1 40 1 1 3 o 0 0 0 -
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Step 12: To save it as an Excel file go to File, then choose Save As.
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Step 13: Click the button next to Save As Type and choose Excel Workbook from the list.
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Step 14: Click Save. You are now ready for data cleaning.
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4 Data Cleaning

Data cleaning is the process of checking data for obvious errors and making corrections before
analysis.

4.1 Setting up afilter

Step 1: Make two copies of your Excel file. Label one Raw Data and one Clean Data. Keep the Raw
Data as a backup. Only work on the Clean Data version.
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Step 2: Open the Clean Data file in Excel. If there is a yellow bar at the top saying Protected View
click the Enable Editing button.
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Step 3: Select all the rows and columns in the spreadsheet by clicking in the very top left corner. Or
press the Ctrl + A keys on the keyboard.
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Step 3: Click on the Data menu item. Then click the Filter button.
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Step 4: Small arrows should appear at the top of each column.

| W9~ s VILLAGE COMPLIANCE SURVEY Clean Dataxls [Compatibility Mede] - Microsoft Excel = =5l 3

Mme Insert Page Layout Formulas Data Review View & 0 = EP 23

[y From Access =Dy Iy (5] connections K Clear E_‘E =4 Data validation ~ * ‘*Zr =
'QFrom Web I_U I_U H [F Properties ‘@F‘\eapplf [ Consolidate t L = =z
- From Other Existing Refresh . R %l Sort Filter T Textto  Remove & . Group Ungroup Subtotal
BFromText  Sources=  Connections | All~ =2 Edit Links . Advanced | Columns Duplicates (£ WhatIf Analysis - -
Get Bxternal Data Connections Sort & Filter Data Tools CQutline [F]
| Al - £ | INTERVIEWE v
A B = D E F G H I J K L M N ] :
1 [INTeRV - Iv1ResH ~ | NaviLL - | N3GVH ~ | N4STAT - |NSTA [~ N6AGE[~ | N7MAR ~ | NSTYPE ~ | NSTOT/ - | N10TOT ~ | N11TOT - | M12T07 ~| N13TO7 - | N13AN] ~ | I
2 1 1 1 1 1 1 23 1 2 4 1 a 0 0
3 1 1 1 1 1 1 23 1 2 4 1 a 0 0
4 1 2 1 1 1 1 45 1 1 3 1] a 0 0
5 1 3 1 1 1 1 24 1 1 4 1 i) 0 0
6 1 4 1 1 1 1 32 1 2 5 1] i) 0 0
7 1 5 1 1 1 1 27 1 1 5 1 i) 0 0
8 1 ] 1 1 1 1 28 3 [ 2 o 0 0
2 1 8 1 1 1 1 54 1 1 3 1] o 0 0
10 1 8 1 1 1 1 27 1 2 5 1 o 0 ]
11 1 7 1 1 1 1 19 1 1 2 o a 0 0
12 1 10 1 1 1 1 36 1 1 4 1 a 0 0
13 1 11 1 1 1 1 65 1 1 3 1] ) 0 0
14 1 12 1 1 1 1 60 1 1 4 1] 1) 0 0
15 1 13 1 1 1 1 30 4 1 1] 1) 0 0
16 1 14 1 1 1 1 52 1 2 2 1] a 0 0
17 1 15 1 1 1 1 40 1 1 3 1] o 0 0 =
M 4 » M| VILLAGE COMPLIANCE SURVEY Clean . #1 ~ el m ] » [
Ready o 100 (=—0—(F)
S ]
= S 20/04/2004 |

Step 5: If you click on one of the filter arrows it will show you everything that has been entered into
that column. You can choose to sort the column from smallest to largest or largest to smallest. In the
example below | have sorted the rows based on the Age column from youngest to oldest.
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Step 6: You can also choose to see only some of the rows. For example, to see only the rows for a
particular GVH or village. To do this click on the filter button for the column that you want to use (e.qg.
village code).
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Step 7: Then click Select All to remove all the ticks. Tick only the items that you want to see (in this
case | want to see all households from village #13) and click ok.
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Step 8: Only the rows that you have selected will appear (in this case rows for village #13).
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Step 9: To see all the rows again you need to remove the filter. First click on the filter button. Then
tick Select All and click OK.
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4.2 Auditing data entry
After setting up the filter you need to audit the data entry to make sure it was done accurately.

Step 1: Randomly choose some hard copy surveys. The number you choose depends on how many
surveys you have in total, and how thoroughly you want to audit. A good starting point is to audit 5-
10% of all the surveys.

Step 2: For each survey you need to find the corresponding row in the spreadsheet using filters. First
filter by the station. For example, if the survey is from Nyamazani (code #5) then use the filter to show
only those surveys from Nyamazani. Click on the filter button at the top of the station column. Click on
Select All to remove the ticks, then tick the code for the station (in this case 5). Click OK.
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Step 3: Only the rows for the station you have selected will appear. Then use the same steps to filter
by the village. For example, Gwinze, which has the code #3.
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Step 4: Only the rows for the village you have selected will appear. Use the same steps again to filter
by respondent. For example, respondent #19.
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Step 5: Now there should be only one row appearing (in this case respondent #13 from village #3 in
station #5). Choose 10 questions in the hard copy survey and compare them to the data in the
spreadsheet. Make a note of any mistakes in the data and correctly them immediately on the
spreadsheet.
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Step 6: When you have finished auditing the survey click the Clear button on the top menu bar to
clear all the filters. All the rows will appear again. Start again at Step 2 for the next survey.
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Step 7: When you have finished auditing all the surveys count the total number of questions you
audited (10 questions multiplied by the number of surveys audited). Also count the total number of
questions that had an error.

Divide the number of correct questions by the total number of questions audited and multiply by 100
to get the accuracy rate for data entry. If the accuracy rate is below 90% consider checking all the
surveys again to correct errors.

Example:

| audited 10 questions in 15 surveys.

The total number of questions | audited was 10 x 15 = 150 questions.

Out of 150 questions 23 had an error. That means 150 — 23 = 127 were correct.

Therefore, the accuracy rate for data entry was 127 / 150 x 100 = 84%
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4.3 Checking each column

After auditing the data entry need to use the filter options to check each column in the spreadsheet for
unusual data. If you find anything unusual you should correct it before proceeding to the analysis.

Step 1: Click on one of the filter arrows to show you everything that has been entered into that
column. Check the list of results to make sure there is nothing usual. For example, if | click on the Age
column it shows me that for some surveys the age was entered as 0, 1 and 7. This is not possible, so
it needs to be corrected.
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Step 2: To correct the error click Select All to remove all the ticks. Then tick only the items that are a
problem (in this case 0, 1 and 7) and click OK.
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Step 7: The result is that only the rows with the errors appear. You can now correct the errors by
finding the original hard copy of the survey and typing the correct number directly into the cell.
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Step 7: Once you have finished correcting all the errors in a column click on the filter arrow again. All
the problem numbers should have disappeared. Click Select All to tick all the boxes then click OK.
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Step 8: All the surveys should appear again. You can now move on to checking the next column.
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4.4 Checking jumps

If the survey has any jumps between questions you need to check that the jump has also been made
in the data entry.

Step 1: Find the column that corresponds to the question with a jump. For example, if Q19 Does the
household have a mosquito net? jumps to Q23 if the answer is No then go to Q19. Click on the filter
button for that column.
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Step 2: Click Select All to remove all the tick. Then tick on the answer that would result in a jump (in
this case answer is No = 2) and click OK.
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Step 3: Now you will only see rows where the answer to Q19 was 2 (No). Check the columns that
should have been jumped (in this case Q20, Q21 and Q22) to make sure they are all blank. If any of
them are not blank then find the original hard copy of the survey and make a correction.
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Step 4: Once all the corrections have been made click on the filter button again. Click Select All to
tick all the items then click OK. All the rows will now return. Move on to the next question with a jump.
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4.5 Deleting rows

Sometimes you may want to delete particular rows from the data set. For example, if you only want to
do analysis for one station you need to delete the rows for the other stations.

Step 1: Go to the column that you want to use to select rows for deleting. For example, if you want to
delete rows based on the station then do to the station code column. If you want to delete rows based
on the village then go to the village code column. In this example we will use the station. Click on the
filter button for that column.
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Step 2: Click Select All to remove all the ticks. Then tick only the ones that you want to delete. In this
case | want to delete all surveys from station codes 3, 4, 6 and 7, so | tick those numbers and click
OK.
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Step 3: Only the rows that you want to delete will appear. Select all the rows then press the Delete
key on the keyboard.
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Step 4: Click on the filter button again. The code numbers should have disappeared. Choose Select
All and click OK. The remaining rows should now appear.
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5 Data Analysis

5.1 Creating a Pivot Table

The first step in data analysis is to create a pivot table. You can then use the pivot table to create
tables showing the results that you want.

Step 1. Select all the rows and columns in the spreadsheet by clicking in the very top left corner. Or
press the Ctrl + A keys on the keyboard.
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Step 2: Click on the Insert menu item, then click on the Pivot Table button.
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Step 3: Leave all the settings as they are, just click OK.
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Step 4: A new tab will appear in Excel showing the pivot table.
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6 To build a report, choose
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Step 5: If you want to you can change the name of the new tab from Sheet 1 to Pivot Table. To
change the name double click on it and type a new one.

®| H ¥} - ™ - |5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivoiTable Tools = P &
Home Insert Page Layout Formulas Data Review View Options Design & o (=1

. . . . - =1 — I

PivotTable Mame: Active Field: % Group Selection }A\l ‘2 % :l @ J a7 Clear i i3] PivotChart 2 Field List
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PivotTable | AcveField | Group | sotaFite | Data | Adtions \ | Tools | Show
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% Choose fields to add to report:
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a [CIN1RESPONDE
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6 To build a report, choose

7 fields from the PivotTable =

8 Field List
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5.2 Checking the codes

Before starting the analysis you need to check how many surveys were completed for each code
(station, GVH, village), and that none of the codes have an error.

Step 1: On the pivot table screen drag the respondent code (Q1) into the Values box. Make sure it
says “Count of...”. In the pivot table you will see a number. This is the total number of surveys.

|E|| H - e |+  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = EP 3
Home Insert Page Layout Formulas Data Review View Options Design & o o g ER
& ibri = — m ) | S=Insert v
Calibri = =|=| ¥ ="'  General - = [
B3- o =l ‘5 _‘d 3% Delete ~
aste B 7 U~ iE i= $ v % 9 | %5 5% | Conditional Format  Cell o & Find &
= 4 - j ° 9 >0 o imatting = as Table = Styles + LEjFUfmﬂt' ter - Select~
Clipboard = Font Fl Alignment F] Mumber Fl Styles Cells Editing
| A3 - fe | Count of NIRESPONDE R4
A B C D E F G H I J ; PivotTable Field List v X
1 i
) Choose fields to add to report:
3 [Count of NIRESPONDE | [CIINTERVIEWE B
4 1779 [/|N1RESPONDE B
5 [CN2VILLAGE
E [CIN3GWH
= [FIM4sTATION
=|| [EINsTA
& [CnNeAGE
3 [7|N7MARITALS -
10
11 Drag fields between areas b
12 “F Report Filter = Labels
13
& | E# Row Labels
15
CountofN1R... ¥
16
17 ¥ | [C] Defer Layout Update Update
W 4 » M| Pivot Table VILLAGE COMPLIANCE SURVEY Clean ] [l [ | |

Re;

| |[Eom 100% (=) O &)

Clold gle]s]m]

Step 2: Drag the station code (Q4), TA code (Q5), GVH code (Q3) and village code (Q2) into the Row
Labels box, in that order. Station code should be at the top of the box, followed by TA, GVH, then
village. In the pivot table you will see the code numbers on the left side, with the total number of
surveys on the right side. The top level of codes is the station, followed by the TA, the GVH and then
the village.
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@l [ 9~ ™|+ VILLAGE COMPLIANCE SURVEY Clean Data.xlsx - Microsoft Excel PivotTable Tools = = =2
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Paste = - $ 9 =0 .00 | Conditional Format Cell ey Sort & Find &
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1
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4 < » M| Pivot Table /~ VILLAGE COMPLIANCE SURVEY Clean . #3J ol 1l | » |I|
Ready | |[FEm 0w = U &)
o el W
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Step 3: Check all the codes to make sure they are in the right place compared to the code list. Look
out for village codes that only have 1 survey — these are likely to be errors. In the example below
station #5 (Nyamazani) has a village #15 under GVH #5 that only has one survey. According to the
code list station #5 should not have any villages under GVH #5. This is an error.

| I ¥~ ™ - |5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools [=] = 3
Home Insert Page Layout Formulas Data Review View Options Dresign & o = e ER
. ; _ =n | = - -
j ] Calibri = %] B S General - ﬂ] ﬁ g 5= Insert z ﬂ [ﬁ
. SR = % Delete - [~
Paste B 7 U~ = - % - 9, s | %0 .00 Conditional Format Cell Sort & Find &
- = 4 - E:E ’ o0 Formatting = as Table = Styles = E__‘IFormat' 27 Filter~ Select~
Clipboard = Alignment (] Mumber (] Styles Cells Editing
| B43 v
A = D E F G H I ] : PivotTable Field List v X
40 =15
a1 @1 Choose fields to add to report:
42 85 [C]INTERVIEWE -
W < — F— g
44 =12 1 nzwLLAG[ il
45 9 1
46 =13 69 Drag fields between areas below:
a7 ] 15 “F Report Filter 4 column Labels
48 ] 24 =
43 10 9
50 =14 131
il 1 57 {2 Row Labels % values
a2 2 72
53 5 1 NASTATION ¥ | «| | CountofNiR... ¥
NSTA A
54 8 1 MN3GVH =
55 =15 184 NATILAGE * | 7
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M 4 » M| Pivot Table . VILLAGE COMPLIANCE SURVEY Clean -~ ¥3 [14] il | 1
Ready | |[FEm w0 U 3

SN ESIITR

Step 4: Fix the error by going back to the data sheet. Use the filters to find the survey with the error
(in this example filter station #5, TA #1, GVH #5, village #15). Find the original hard copy of the
survey and correct the codes on the spreadsheet.
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Step 5: Go back to the Pivot Table tab. Right click anywhere on the pivot table and click Refresh. The
table should update and the survey with the error will disappear. You can now proceed with the next

code correction.
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5.3 Copying and pasting from Pivot Tables

Throughout the analysis you will need to copy and paste Pivot Tables to Word and Excel.

5.3.1 Copying to Word

Step 1: Select the pivot table.

@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
[ — g - -
52 o e T - K BB TR
= E 3 Delete ~ E -
Paste B I = | % v 9, s | %20 Conditional Format  Cell gt Sort & Find &
- F = : 0 >0 e matting - as Table - Styles - B Format = | 2" Fitter+ Select~
Clipboard = (F] Mumber (F] Styles Cells Editing
| B9 v
\ A | B | ¢ D E F G H 1 J | PivotTable Field List v x
1
) =/ Choose fields to add to report:
3 [Row Labels ~ | Sum of N9TOTALINH [FINZVILLAGE -
a1 2742 FIN3GVH =
5|2 1463| [VInasTATION 8
6 |5 1609
7|8 Sum of NOTOTALINH Drag fields between areas below:
8 |(blank) Value: 1609 ¥ Report Filter 4 Column Labels
Row: 5
3 |Grand Total
10
11
= [ Row Labels ¥  Values
13
MNASTATION = Sum of NSTO... ~
14
15
16
17 ¥ | [C] Defer Layout Update Update
4 4 » »| Pivot Table .~ VILLAGE COMPLIANCE SURVEY Clean . #d el M | v [

Ready | Average; 1654444444 Counti 13 Sum:14890 |[EH|E M 100% (= U (¥

<) | B ] W o v

Step 2: Press the copy button in the top left of the screen (or press the Ctrl + C buttons on the
keyboard).
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&= ¥~ ™ -|5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel m o ® o=
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A Copy the selection and put it on C ‘ D E | F | G | H ‘ | 1 ; PivotTable Field List

1 the Clipboard. —
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5 [V|NASTATION 8
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Select destination and press ENTER or choose Paste Average: 1654 444444  Count: 13 Sum: 14890 | |HH|[O ] 100% °—'—°

Step 3: Open the Word document and press the Paste button (or Ctrl + P on the keyboard).

| H9-08] Documentl - Microsoft Word = B 2R
W Insert Page Layout References Mailings Review Wiew & 0
1no- A AT Aar | By IS 3 Find -
g A = AaBbCcDe | AaBbCcDe AaBbCi AaBbCc | 3 peplace
Gae
Paste - 2 - - - i i i Change
e a B 7 U abe X, xX° | & by é THormal |TMo Spaci.. Headingl Heading2 H Stylesg' [} celedt -
Clipboard & Font ] Styles (] Editing
Lpdelcmfw ‘E‘\-1-|-2-|-3-|-4-|-5-|-6‘|-7-|-s-|-9-|-1.0-|-1_1_-|-1_2-|-1_1-|-1_4-|‘15-|-).-|-17-|-1E|
-

Paste the contents of the
Clipboard.

Step 4: The table will appear.
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| H9-0|+ Documentl - Microsoft Word = B £
W Insert Page Layout References Mailings Review View [~

34 Find -

';',"" Replace
_| Change
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H Styles - lg select -
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Clipboard & Styles
CU 10 | 110 0 0120 1130 114 | 15+ 1k

(blank)
Grand Total

Step 5: Replace the code numbers with written names and change the column headings to
something sensible. Delete any unnecessary rows, such as those with blank entries.

| H2-0|= Documentl - Microsoft Word W = BF R
W Insert Page Layout References Mailings Review View Design Layout &

1 % ibri . . AT - =, iz L 4T, | IE 5= - % Find -
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Clipboard Font ] Paragraph
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=
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¥
X
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»
€
B
w
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]
1]

(F] Styles F] Editing

Stations Total inhabitants

Mlodzenzi 2742
Chimutu 1463
Nyamazani 1609

Chimphanga 1623
Grand Total 7437

B T2 [ [ [T - |
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5.3.2 Copying to Excel

Step 1: Select the pivot table.

@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
; o
% & Calibri = E%] B = General - ﬁ @ 5= Insert z ﬂ [ﬁ
. E 3 Delete ~ E =
Paste B 7 U~ B~ $ -9 1 | %2 ;00 Conditional Format  Cell gt Sort & Find &
- F = = : 0 >0 e matting - as Table - Styles - B Format = | 2" Fitter+ Select~
Clipboard = Font (F] Alignment (F] Mumber (F] Styles Cells Editing
| B9 - fe | 7437 -
\ A | B | ¢ D E F G H 1 3 ' PivotTable Field List

1
) Choose fields to add to report:
3 [Row Labels ~ | Sum of N9TOTALINH [C]M2vILLAGE &
a1 2742 FIN3GVH =
5 |2 [V|NASTATION 8
6 |5
7 (8 Drag fields between areas below:
8 |(blank) ¥ Report Filter 4 Column Labels
3 |Grand Total
10
11
= [ Row Labels ¥  Values
13
MNASTATION = Sum of NSTO... ~

14
15

¥ | [C] Defer Layout Update Update

el i | » [

Average: 1654444444 Count 13 sumi14e%0 |[E@ D 100% (=) U (¥
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Step 2: Press the copy button in the top left of the screen (or press the Ctrl + C buttons on the
keyboard).

| & 2~ ™ - |5 VILLAGE COMPLIANCE SURVEY Clean Dataxsx - Microsoft Excel PivotTable Tools o B

File Home Insert Page Layout Formulas Data Review View Options Dresign & 0 = EE E2

G - s - B BB I T AT R
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Clipboard = Font (] Mumber (] Styles Cells Editing
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Copy the selection and put it on C D E F G H I i) : PivotTable Field List
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a1 2742 FIN3GVH El
52 1463 [V/|NASTATION i
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8 |(blank) ~| ' ReportFilter 4 column Labels
9 |Grand Total 7437
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11
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STe e ] a0

Step 3: Open the spreadsheet where you want to paste the table. Click on the arrow under the Paste
button. Choose Paste Special.
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@l H29-v-|= VILLAGE COMPLIAMCE SURVEY Clean Dataxlsx - Microsoft Excel = =] E3
Home Insert Page Layout Formulas Data Review View & 0 o g ER
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Step 4: Change the option from All to Values. Click OK.
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10 | Paste Link J
11
12
13
14 L
15
16
17
M4 4 » ¥ | Pivot Table .~ VILLAGE COMPLIANCE SURVEY Clean | Sheetl ./¥J KNl
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Step 5: The table will appear.
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Step 6: Replace the code numbers with written names and change the column headings to
something sensible. Delete any unnecessary rows, such as those with blank entries. Apply formatting

(bold, table lines, etc) if necessary.
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5.4 Questions where the answer is a number
The answer for these questions is always written on a

Examples

Q6. Age of respondent Q9. Total inhabitants

5.4.1 Calculating totals

Step 1: Drag the question number (e.g. Q9. Total inhabitants) into the Values box.

| = ¥~ ™~ |5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = B 2
Home Insert Page Layout Formulas Data Review View Options Dresign & o = e ER
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Step 2: Click on the small arrow next to the question in the Values box. Choose Value Field Settings.
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Step 3: Change from Count to Sum. Then click OK.
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& - L. = = S eyt X v A
Calibri T11 v AN = = L = Iy [%
@ Ba- =l Value Field Settings ol e - G- 2
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Step 4: The pivot table now shows the total for the question. In this case, it shows the total
inhabitants for all households.
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To see the results by station, TA, GVH or Village follow the instructions in section 5.8

5.4.2 Calculating averages

Step 1. Drag the question number (e.g. Q18. How many rooms are used for sleeping?) into the
Values box.
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Step 2: Click on the small arrow next to the question in the Values box. Choose Value Field Settings.
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Step 3: Click on the small arrow next to the question in the Values box. Choose Value Field Settings.
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Step 4: The pivot table will now show the average.

used for sleeping across all households.

=

21/04/2014 |

In this case it is the average number of rooms
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9

10

11

= [ Row Labels ¥  Values

12

Average of N... =
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Step 5: To reduce the number of decimal places, select the average. Then press on the button shown
in the following image to remove one decimal place. Keep pressing until you have the desired number
of decimal places.
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To see the results by station, TA, GVH or Village follow the instructions in section 5.8
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5.4.3 Calculating percentages

Sometimes you may want to calculate a percentage using two totals. For example, you could use the
total number of under 5’s and the total number of under 5’s sleeping under a net to calculate the % of
under 5’s sleeping under a net.

To do this you should follow the steps to calculate the first total (e.g. total under 5s) and copy the
table to a spreadsheet. Then follow the steps again to calculate the second total (e.g. total under 5s
who slept under a bed net). Copy those results to the spreadsheet too. Then use a formula to
calculate the percentage.

@| H9 -5 VILLAGE COMPLIAMCE SURVEY Clean Data.xdsx - Microsoft Excel = =53] 3
Home Insert Page Layout Formulas Data Review View & o = e ER
it Svanse v A
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| SUM (0 X« f| =cy/m2 v
A B £ D E F G H | il K L M :
Total USslept % US sleptundera B
1 Station Total Us under a net net
2 1 a61] 327|=c2/82| |
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6 Grand Total 1313 799 61% =
S =
8
9
10
11
12
13 —
14
15
16 Yl
M 4 » ¥ | Pivot Table VILLAGE COMPLIANCE SURVEY Clean | Sheetl /%J Nkl il | 0|
Edit | | M 100%

BRe |5 YW s
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5.5 Questions where the answer is multiple choice (tick one)
These questions have a O for the answers.

Example

Q19. Does the household have a latrine? 1 O Observed Present

2 O Observed Not Present
3 O No permission to observe

5.5.1 Calculating totals

Step 1: Drag the question (in this case Q19. Does the household have a latrine?) into the Column
Labels box.
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12 W Report Filter Column Labels
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SNENIGHIED

Step 2: Drag the Respondent Code into the Values box. Make sure it says “Count of...”. The pivot
table will now show the total number of people who gave each response.

In the following example 969 people answered 1 (Observed Present), 806 people answered 2
(Observed Not Present) and 4 people answered 3 (No permission to observe).
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To see the results by station, TA, GVH or Village follow the instructions in section 5.8
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5.5.2 Calculating percentages

Step 1: Drag the question (in this case Q19. Does the household have a latrine?) into the Column
Labels box.
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Step 2: Drag the Respondent Code into the Values box.
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Step 3: Click on the small arrow next to the respondent code in the Values box. Choose Value Field
Settings.
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Step 4: Click on the Show Value As tab.
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Step 5: Change from No Calculation to % of Row Total. Click OK.

i
i
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Step 6: The results will now appear as percentages.
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Step 7: Reduce the number of decimal points. Do this by selecting the results and clicking on the
button shown below. Keep clicking until there are no decimal points.
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To see the results by station, TA, GVH or Village follow the instructions in section 5.8
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5.6 Questions where the answer is tick all that apply
These questions have a [ for the answers. In the spreadsheet there is a separate column for each of
the answers. That means you need to do the analysis separately for each answer and then copy all
the results into a separate spreadsheet to make one table.
Example
Q34. Who motivated you? 1 0O Friend / relative

2 O Health worker (nurse, HSA, etc)

3 O Inter Aide Facilitator
4 [ Other

5.6.1 Calculating totals

Step 1: Drag the first answer (in this case Q34 answer 1) into the Column Labels box.

|z|| H - e |+  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = EP 3
Home Insert Page Layout Formulas Data Review View Options Design & o o g ER
- — 1 1 2 - - A
B &t S oAy ===l ® S cenerl - *i‘ #‘;d ’—;‘d 5= Insert A &a
= By - Ex - % Delete ~ Ij' £
Paste B I U-| ¥~ M-A- === 4= EH- $ % 1+ | %2 ;%0 Conditional Format Cell | ... Sort & Find &
- = 4 - = - T ° o =0 Formatting = as Table = Styles = LZjFUfmﬂt' 27 Filter - Select~
Clipboard = Font Fl Alignment F] Mumber Fl Styles Cells Editing
A3 v Je | Column Labels v
A B = D E F G H I J ; PivotTable Field List v X
1 i
) Choose fields to add to report:
s
3 |Column Labels vll [FJNS3WHENSTA -
4 1 (blank) Grand Total [7|N341FRIEND
5 [TIN342HEAL
7] [TIN343INTERA
7 | [C]N3440THER B
8 ~|| |FIN3s1PREGNA W
9 [CIN352WANTAN
Flainrasasriaan k%
10
11 Drag fields between areas bela
12 ¥ Report Filter 1 Column Labels
13 N34IFRIEND  +
i | ] Row Labels % Values
15
16
17 ¥ | [T] Defer Layout Update Update
W 4 » M| Pivot Table VILLAGE COMPLIANCE SURVEY Clean Sheetl /] 4| il | v
|[EOm@m 1% (=) U O

<™

Step 2: Drag the Respondent Code into the Values box. Make sure it says “Count of...”. The pivot
table will now show the total number of people who ticked that box, and the total number who left it
blank.

Gl

In the following example 273 people ticked the box for answer 1 (friend / relative) and 1506 people left
it blank.

To see the total by station, TA, GVH or Village drag the codes into the Report Filter box or the Row
Labels box as described previously.
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[P B AR VILLAGE COMPLIANCE SURVEY Clean Data.xlsx - Microsoft Excel o B &

W Insert Page Layout Formulas Data Review View & 0 = EE E2
o= = = =, - -
E * Calibri = %] B 5 General - W E g=Insert = ﬁr [ﬁ
Ga- % Delete - [g] -

g |® - S| 8- o WA oo e S o | - St SR
Clipboard = Alignment (] Mumber (] Styles Cells Editing

B7 - v
4 A [ T <] o T el *f T e [ w T o [ 1 1T x | [ m E
1] E
2
3] Column labelsE
4 1 (blank) Grand Total
5 Count of NIRESPONDE 273 1506 1779
6
L :- =
8
=l
10
11
12|
13
14 LJ
115
16
17 -
"M 4 » ¥ Pivot Table .~ VILLAGE COMPLIANCE SURVEY Clean . Sheetl . ¥J KNl [ | » [

Step 3: Copy the result for answer 1 into a table on another spreadsheet.

EE9-™-= VILLAGE COMPLIANCE SURVEY Clean Data.xdsx - Microsoft Excel o B R

W Insert Page Layout Formulas Data Review View & 0 = EE E2

F'. % Calibri 11 A AT Ez% B S General - W E Selnsertr X v ﬁr [ﬁ
Ba- R . F* Delete - | 3]~ .

e g | BIU-D- |8 A-EEDEEE s % o (W) ol e | o B18 00
Clipboard = Font (] Alignment (] Mumber (] Styles Cells Editing

B2 - fe| 273 &
4 A [ T ¢ T b T el el el snl v T 0Tl x| mE
1 Answer Total ticked
2| 1 273l
3 2 [ (Ctil) ~
4 3
5| 4
| & | =
B =
8
9
10
a1
| 1 |
£ L
14
15|
16 I
M 4 » ¥ | pivot Table .~ VILLAGE COMPLIANCE SURVEY Clean | Sheetl /%3 KNl il | 30|
Select destination and press ENTER or choose Paste [C0 £ 100% @—U—@

Repeat the same steps for all answers until the table is complete.

To see the results by station, TA, GVH or Village follow the instructions in section 5.8
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5.6.2 Calculating percentages

Step 1: Drag the first answer (in this case Q34 answer 1) into the Column Labels box.

@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
) o .

| % LI TR A %] ¥+ S General - ﬁ g 5= Insert z '}.}J fﬁ

- E % Delete ~ D hilein

Paste B J U~ Sy e A~ B~ $ -9 1 | %2 ;00 Conditional Format  Cell e Sort & Find &

- F = - = : 0 >0 e matting - as Table - Styles - i Format = | 2" Fiter - Select
Clipboard = (F] Alignment (F] Mumber (F] Styles Cells Editing
| A3 v fe | Column Labels v
A B C D E F G H I ; PivotTable Field List v X

0 B

) Choose fields to add to report:

3 [Column Labels | ~ | -

4 1 (blank) Grand Total B

5

7]

? =

s =

9 -
10

11 Drag fields between areas

12 7 Report Filter [ column Labels
12 | | | N34IFRIEND ¥ |
& | B Row Labels E  Values

15

16 | | |
17 ¥ | [C] Defer Layout Update Update

M 4 » | pivot Table ~~ VILLAGE COMPLIANCE SURVEY Clean _~Sheetl []4 | il | ¥ 1

Ready | M 100%

SIel®E cav W
. = " /0| |

Step 2: Drag the Respondent Code into the Values box. Make sure it says “Count of...”.

Wiy

@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
) o .

| & Calibri 5 General - ﬁ g 5= Insert z ;J fﬁ

- E % Delete ~ D' =

Paste B 7 U~ = B~ $ -9 1 | %2 ;00 Conditional Format  Cell gt Sort & Find &

- F = = : 0 >0 e matting - as Table - Styles - i Format = | 2" Fiter - Select
Clipboard = Font (F] Alignment (F] Mumber (F] Styles Cells Editing
| A3 - [ £ | v
A B C D E F G H I | PivotTable Field List

1 i

2

2 | |column Labels Iz‘

4 1 (blank) Grand Total

5 Count of NIRESPONDE 273 1506 1779

6

7 =

= =

9

10

11

12

13

& | B Row Labels

15

Countof NIR... ¥

16 | | |
17 ¥ | [C] Defer Layout Update Update

M 4 » | pivot Table ~~ VILLAGE COMPLIANCE SURVEY Clean _~Sheetl []4 | il | 1

Ready | M o100% (- 0——(%)

ael®@= e
= = T /042014

Wiy
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Step 3: Click on the small arrow next to the respondent code in the Values box. Choose Value Field
Settings.

E“ = ¥~ ™~ |5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = B 2
Home Insert Page Layout Formulas Data Review View Options Dresign & 0 = e ER
% £ Caon Sl A= z%] ¥ S Generl - ﬁ @ gelnset~ X~ E}J_ [ﬁ
By~ o % Delete - | [g]- &
Paste B 7 U~ - - - = B $ - 9, s | %0 .0 Conditionsl Format  Cell Sort & Find &
- = 4 - - @ ’ o0 Formatting = as Table = Styles = QjFormatv 27 Filter - Select~
Clipboard = (] Alignment (] Mumber (] Styles Cells Editing
| A3 - £ | v
A B C D E F G H I : PivotTable Field List v X
1
) Choose fields to add to report:
2 | |column Labels |z| -
4 1 (blank) Grand Total Move Up
5 Count of NIRESPONDE 273 1506 1779 Move Down
6 Move te Beginning
7 = Move te End
g ¥ Move to Report Filter
10 [ Move to Row Labels
1 Drag fields ] Moveto Column Labels
12 ¥ Repot & Move to Values
13 ¥ Remove Field
= Value Field Settings...
15
Countof N1R... ~
16 | |
17 > Defer Layout Update | Update |
M 4 » M| Pivot Table .~ VILLAGE COMPLIANCE SURVEY Clean Sheetl ] 4 | [ | » 1 -
Ready m 100% (=F—0—(F)

S PO

Step 4: Click on the Show Value As tab.

®| H 9~ ™~ |5 VILLAGE COMPLIANCE SURVEY Clean Datauxlsx - Microsoft Excel PivotTable Tools = B £
Home Insert Page Layout Formulas Data Review View Options Design ] 0 =1
: AN === |F ER ™
By~ Value Field Settings ke - E e
Paste 5 A ad Sort & Find &
- B ZU A Source Name: M1RESPOMNDE at- | 2 FllterL Select~
Clipboard = Font Alignment Custom Name: |Cour1t of N1RESPONDI | Editing
| A3 e fe | v
E Summarize Yalues By
A B C D E le Field List - X

1 Show values as

2 |No Calculation |Z| ffields to add to report:

3 | |Co|umn Labels Iz‘ Base field: Base item: [ESPONDE -

4 1 (blank) Grand Total N2350THER - - LLAGE B

N3OHOWLONG ™
5 Count of NIRESPONDE 273 1506 1779 N31PRACTIC
B N32WHICHME FATION
MN3IFWHENSTA L
7 TR = I =
3 [SE
PRITALS

El MNumber Format E PEMARR. A
10 £

11 Drag fields between areas below:

12 ¥ Report Filter FH column Labels

13 | | | N34IFRIEND  * |
& [ Row Labels E  Values

15

Countof NIR... ¥

16

17 l Defer Layout Update | Update |
M 4 » | pivot Table ~~ VILLAGE COMPLIANCE SURVEY Clean _~Sheetl []4 | il | 1 -

Ready

glels= PR
- S = T 21/04/2014

Step 5: Change from No Calculation to % of Row Total. Click OK.
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|E| H 9~ ™~ |5 VILLAGE COMPLIANCE SURVEY Clean Datauxlsx - Microsoft Excel PivotTable Tools, = B £
Home Insert Page Layout Formulas Data Review View Options Design ] 0 =1
= i =, - -
j & 11 v A AT = f} tﬁ
— La- Value Field Settings Fel=s=lt- g- %'
Paste - : A & Sort & Find &
g |BLU 8 : Source Name: N1RESPONDE at~ | 2 Fiter- select~
Clipboard Alignment Custom Name: |Count of NIRESPONDE | Editing
| A3 v fe | v
| Summarize Values By | Show Values As
A B C D E le Field List v X
1 Show values as
2 Mo Calculation - ffields to add to report:
No Calculation -
3 | Icolumn Labels |~/ o Caleulaton 4 ESPONDE -
4 1 (blank) Grand Total % of Column Total [LAGE (=
5 Count of NIRESPONDE 273 1506 1779 T — i
6 % of Parent Row Total o ATION
TNISWTICTIS TA h
7 - -
3 [SE
PRITALS
: e -
10 e
11 Drag fields between areas below:
12 ¥ Report Filter FH column Labels
13 | | | N34IFRIEND  * |
& [ Row Labels E  Values
15
Countof NIR... ¥
16
17 ¥ | [C] Defer Layout Update Update
M 4 » | pivot Table ~~ VILLAGE COMPLIANCE SURVEY Clean _~Sheetl []4 | il | 1
Ready | |[FEm 0w = U &)

——

SR NGIE]

Step 6: The results will now appear as percentages. In the example below 15.35% of people ticked
answer 1, 84.65% of people left it blank. To see the percentages by station, TA, GVH or Village drag
the codes into the Report Filter box or the Row Labels box as described previously.

@l [ 9~ ™|+ VILLAGE COMPLIANCE SURVEY Clean Data.xlsx - Microsoft Excel PivotTable Tools = = =2
Home Insert Page Layout Formulas Data Review View Options Design & 0 o g ER

=] == - - A
o - W P I AT A
% Delete ~ E' =S
.oy | ED onditional Forma e ort & Fin
$ Yo °g _)53 Conditi I F t Cell Sort & Find &

Formatting = as Table = Styles = E‘_‘lFormat' &2 Filter- Select~
Mumber (F] Styles Cells Editing

= 1
j & Calibri
e
aste B 7
-
Clipboard =

A B C D E F G H I ; PivotTable Field List v X

a l
) Choose fields to add to report:
2 | |column Labels Iz‘ -

4 1 (blank) Grand Total B
5 Count of NIRESPONDE 15.35% 84.65% 100.00%
7]
7 =
s =
9 -
10
11 Drag fields between areas below:
12 ¥ Report Filter FH column Labels
13 | | | N34IFRIEND  * |
& | B Row Labels E  Values
15
Countof NIR... ¥
16
17 ¥ | [C] Defer Layout Update Update
M 4 » | pivot Table ~~ VILLAGE COMPLIANCE SURVEY Clean _~Sheetl []4 | il | 1
Ready | |[FEm 0w = U &)
— — =
- = j; @ @ [xf} = ~ B13PM
= e =) o ~ 21/04/2014 (=]

Step 7: Reduce the number of decimal points. Do this by selecting the results and clicking on the
button shown below. Keep clicking until there are no decimal points.
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@l [ ¥~ ™ - |5  VILLAGE COMPLIANCE SURVEY Clean Data.dsk - Microsoft Excel PivotTable Tools = @ 2
File Home Insert Page Layout Formulas Data Review View Options Design & 0 o g ER

s
@ ;x Calibri A= E%] B = Percentage - ﬂ L@ galnsertr X - ﬂ [ﬁ
By~ . . 5% Delete ~ | [§]~ -

G AERE S S8 o | e o e o FaL DA
Clipboard = Font (F] Alignment (F] Mumber (F] Styles Cells Editing
| 85 - fe | 15.3456998313659% ~

A | B [ c ] o E F G 1 | PivotTable Field List

1 ol

2

3 Column Labels Iz‘ -
4 1 (blank) Grand Total B
5 |Count of N1RESPONDE | 15% _ 85% 100%]

i}

? =

. =

i -
10

11 Drag fields between areas below:

12 “ Report Filter 3 Column Labels
13 | | | N34IFRIEND  * |
& | B Row Labels E  Values

= | | | Countof NIR... ¥ |
16

17 l Defer Layout Update | Update |
"4 < » ]| Ppivot Table ./ VILLAGE COMPLIANCE SURVEY Clean .~ Sheetl . [] 4 | i | 1 7
Ready Average: 67% Counti3 sumi200% | M o100% (- 0——(%)

glels= PR
- = T 21/04/2014

Step 3: Copy the result for answer 1 into a table on another spreadsheet.

i,
i

@l H9-0-|+ VILLAGE COMPLIANCE SURVEY Clean Data.xlsx - Microsoft Excel = B 3
Home Insert Page Layout Formulas Data Review View & 0 = EP 23

.
b}
b{

[

@ ;v Calibri %%] L % Percentage - ﬁ @ Eg:g::gi %: ﬂ [ﬁ

iy BT $% o B e - sy | BlFormat~ | 2 e Dot

Clipboard = Font (] Alignment (] Mumber (] Styles Cells Editing

| B2 - (" £ | 15% v
A B C D E F G H 1 J K L M T

Percentage B

1 Answer ticked

2 1] 15%]

3 2

4 3

5 4

6 =

E =

8

9

10

1

12

13 -

14

15

16

M4 4 » ¥ | Pivot Table .~ VILLAGE COMPLIANCE SURVEY Clean | Sheetl .%J nKNl

i,
i

Ready
BRC 22 9 (]™]x] O Jelmn

Repeat the same steps for all answers until the table is complete.

To see the results by station, TA, GVH or Village follow the instructions in section 5.8
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5.7 Questions with jumps

A jump is indicated by a =». When a question is jumped the jump needs to be considered in the
analysis.

Example

Q7. Marital status 1 O Married
2 O Single = Q9
3 O Divorced = Q9
4 O Widow = Q9
5 O Other = Q9

Q8. Type of marriage 1 O Monogamous
2 O Polygamous
In this example the results for Q8 should only be calculated for households where the answer for Q7

is 1 (Married). This can be achieved by using a filter.

Step 1: Drag the question with the jump (in this case Q7) into the Report Filter box. It will appear as a
filter at the top of the Pivot Table.

|§|| = ¥~ ™~ |5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools o = 23
Home Insert Page Layout Formulas Data Review View Options Dresign & o = EE E2
Ty — ] ] = - -
B 5 Gl S AN S=l=® 5 Geneal - ﬂ ?}5 ’;ﬁ gelnsert - X W ﬁ
B By~ . . o -3 3% Delete - | [g]- &
Paste B J U-| &~ - - =E = = = iE - % -9, s 0 .00 Conditional Format Cell n Sort & Find &
- - = = - T ég ’ o0 Formatting = as Table = Styles = L;:jFormat' 27 Filter~ Select~
Clipboard = Font F Alignment ] Mumber F Styles Cells Editing
| Al - fe | NIMARITALS v
A B C D E F G H | J K : PivotTable Field List v X
1 [N7MARITALSH{AI) |~ ]
) Choose fields to add to report:
3 [CIN3GVH i
4 [FIN4STATION El
5 [CNSTA
6 [CNBAGE
7 [VIN7MARITALS
o =
9 =
10
11 areas below:
12 ] column Labels
12 N7MARITALS ~
14 | ] Row Labels E  Values
15
16
17 | [C] Defer Layout Update Update
M 4 » M| Pivot Table VILLAGE COMPLIANCE SURVEY Clean Sheetl 4| Il | [

Ready | |[EEm 0% =) U o

SN ICIEED

Step 2: Click the arrow button on the filter. Select the answer without the jump (in this case answer
1). Click OK.
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@l [ ¥~ ™ - |5  VILLAGE COMPLIANCE SURVEY Clean Data.dsk - Microsoft Excel PivotTable Tools = @ 2
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
| = - -
B4 o TOEE I e N e
By - 5% Delete ~ | [§]~
Paste B J U~ M- A = = B~ $ -9 1 | %2 ;00 Conditional Format  Cell e Sort & Find &
- F = - : 0 >0 e matting - as Table - Styles - B Format = | 2" Fitter+ Select~
Clipboard = Font (F] Alignment (F] Mumber (F] Styles Cells Editing
| Al - fe | NZMARITALS -
A B C D E F G H | J K ; PivotTable Field List v X
1 [N7marimas]ian) ~ | M
,Cl| Choose fields to add to report:
- [CIN3GVH i
E [C]M4STATION =
[CINSTA
i S [C]nsAGE
Select Multiple Items _| [Ew7HARTTALS
=|| [[C]NSTYPEMARR.
InsToTAINH
[N AT AL S

Lig

11 Drag fields between areas below:

12 “ Report Filter 3 Column Labels
& | NTMARITALS ¥ | | |
14 | B Row Labels E  Values

15

16 | | |
17 l Defer Layout Update | Update |
4 < » »| Ppivot Table .~ VILLAGE COMPLIANCE SURVEY Clean . Sheetl ] 4 [ [ ]

[EEERT e ——C)

glels= B
- S = " /0| |

Step 3: Proceed with your analysis of the question (in this case Q8) as usual. Only households that
answered 1 to Q7 will be included in the analysis. Remember to remove the filter after you finish
analysing Q8, before moving on to the next question.
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5.8 Showing results by Station, TA, GVH, or Village

Complete your analysis using the previous steps. Then follow these steps to break the results
down by Station, TA, GVH and Village.

Step 1: To see the results for a particular station, drag the station code into the Report Filter box. The
filter will appear at the top of the pivot table.

@| H ¥) - (¥ - |5 VILLAGE COMPLIANCE SURVEY Clean Data.xlsx - Microsoft Excel PivotTable Tools = EP E3
Home Insert Page Layout Formulas Data Review View Options Design & o o g ER
= ¥ - . DAt == . = . *j ﬂ f =lnsert~ E - % [ﬁ
_j . Calibri 11 A A %] o ="'  General g —% eete - | - :
ey ST EE @ s WA G O e, oo Bi8 N
Clipboard = Alignment (F] Mumber (F] Styles Cells Editing
| A3 - Je | sum of NSTOTALINH v

A B C D E F G H | J K | PivotTable Field List v X

FY
1 NASTATION (any| -
2 ~ =/ Choose fields to add to report:
3 [Sum of N9TOTALINH | [INaGwH B
4 7437 [/|NASTATION £
5 [l 18
6
7 Drag tween areas below:
8 ¥ ReMOFtFilter 3 column Labels
] MNASTATION -
10
11
= [ Row Labels X  Values
13

Sum of NSTO... ¥

14
15
16
17 ¥ | [C] Defer Layout Update Update
M 4 » »| pivot Table /~ VILLAGE COMPLIANCE SURVEY Clean -~ #2 el il | » [

Ready ||§| m 100% (-——U——(%)

EIIC]

Step 6: Click on the arrow button next to the filter. Choose the code for the station you would like to
see results for (in this case | have chosen station #1, Mlodzenzi). Click OK.
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@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
; o
o k=g 3 oew - B gD IR
- ‘=:ﬂ = 35‘ Delete ~ E i
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Step 6: The pivot table has now updated to show the result for all households in station #1.

[E]| e @~ ™~ |5 VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools o B 8
Home Insert Page Layout Formulas Data Review View Options Dresign & 0 o= e E2
’ﬁ & Calibri S AT A= = General - ﬁ @ glnsert - X - ﬂ [ﬁ
. By~ % Delete - (8]~
Paste = == $ -9 9 <0 .00 | Conditional Format Cell e Sort & Find &
- - @ : o0 >0 Formatting = as Table = Styles = E‘_‘lFormatv 27 Filter~ Select~
Clipboard = Font F (] Mumber (] Styles Cells Editing
| Ad - £ | 2712 v
A B £ D E F G H I i) K : PivotTable Field List * X
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) = Choose fields to add to report:
3 Sum of N9TOTALINH [INGGWH -
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=

Ready
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Step 7: To see the results by GVH, drag the GVH code into the Row Labels box. The pivot table will
update to show the GVH codes in the first column and the results in the second column. In this
example there are two GVHs, GVH Chizumba (#1 with total inhabitants of 2161) and GVH Mkakaula
(#2 with total inhabitants of 581).

21/04/20
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@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 o B ER
[ g - -
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Step 8: To see the results by village under each GVH, drag the village code into the Row Labels box
so that it is under the GVH code. The table will update to show results for each village code under the
GVH. For example, under GVH #1 (Chizumba) there is village #1 (Mtibu) with a total inhabitants of 93.

@l = ¥~ ™~ |5  VILLAGE COMPLIANCE SURVEY Clean Dataxlsx - Microsoft Excel PivotTable Tools = & =
Home Insert Page Layout Formulas Data Review View Options Design & 0 (=1
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Paste B 7 | e A~ == - % -9, 9y | %0 .00 Conditional Format Cell e Sort & Find &
- F - = : 0 >0 e matting - as Table - Styles - B Format = | 2" Fitter+ Select~
Clipboard = (F] Alignment (F] Mumber (F] Styles Cells Editing
| B1 AR -
A B C D E F G H I ] o | PivotTable Field List v X
1 NASTATION |1 T
) Choose fields to add to report:
3 Row Labels| ~ | Sum of NSTOTALINH [CIINTERVIEWE B
4 =1 2161 [CIN1RESPONDE =
5 1 93 [V N2VILLAGE
6 2 210
7 3 266 etween areas below:
8 1 a9 4 Column Labels
9 5 32 e
10 6 29
11 7 74
T 8 34 % Values
13 9 242
~ Sum of NSTO.., ~
14 10 85 =
15 11 140
16 12 875
17 13 32 ¥ | [C] Defer Layout Update Update
4 < » M| Pivot Table /~ VILLAGE COMPLIANCE SURVEY Clean . #3J [l 1l | » [l

Ready |

[ErE R e ——C

411 PM Il

<8 wi |

21/04/2014 | |
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6 Mapping

6.1 Collecting GPS coordinates for locations

The first step in creating a map is to get GPS coordinates for all the locations that you want to map
(e.g. villages, water points, schools, etc). The easiest way to get GPS coordinates is using a smart
phone.

6.1.1 Download a GPS app

First download a GPS app to the phone. If you have an Android phone then a good free app is GPS-
Simple for Android. You can download it here:
https://play.google.com/store/apps/details?id=com.andreabaccega.simplegps

The app must product decimal GPS coordinates, not coordinates in degrees, minutes and seconds.
e The coordinates should look like this: 33.1675623, -42.7462729
e They should NOT look like this: 40° 26" 46" N 79° 58' 56" W

If your app only produces GPS coordinates in degrees then you will need to use a converter like this
one to turn them into decimals: http://transition.fcc.gov/mb/audio/bickel/DDDMMSS-decimal.html

6.1.2 Go to the locations and record the GPS coordinates
Once you’ve got your phone you should go to each location you want to map and use the GPS app to

get the latitude and longitude. If the location is very remote you might need to move around a bit until
your phone can get a lock on it.

N GPS status

Latitude: 0.00000
Longitude: 0.00000
Speed (km/h) e
Accuracy: —

Share this position
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Write the latitude and longitude down on a record sheet, along with the name of the location and what
it is (village, health centre, school, borehole, etc). An example of a record sheet is shown below:

Latitude and longitude come from the
GPS app on your phone

# | Location Name Type Latitude Longitude \:/
1| Mgoola Village -1418748 3375930

2 | Chingoyo Village 1418746 33.75925

3 | Zemba Village -1418753 33.75953

4 | Chindza Primary school -1418748 3375999

5 | Mkenda Secondary school | -1418743 3375991

6

7

8

Include all the locations that are relevant for
your project. (villages, schools, health centres,
boreholes, government offices, etc)

6.2 Preparing the spreadsheet

Before you can make a map you need to prepare your data in a spreadsheet. The spreadsheet
should have one heading row, and then one row for each village. For the child health project the
columns should be:

e Village
e Station
e GVH

e TA

e # Households
e Population

o #US5
e Latitude
e Longitude

e Latrines indicator (%)

e Hand washing indicator (%)
e Bed nets indicator (%)

e Health seeking indicator (%)
e Family planning indicator (%)
e Safe delivery indicator (%)

e Village clinics indicator (%)

Make sure all station, GVH and TA names are spelt the same way every time. DO NOT merge
cells or leave any blank rows or columns. DO NOT use formulas. If data is missing for a
village then leave the cell blank, do not write any text like “n/a” or “unknown”.

When you are finished the spreadsheet should look like this:
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[Z“ H9-™-|= GPS Instructions.xlsx - Microsoft Excel
“_Hnme Insert Page Layout Formulas Data Review View
ui] From Access - & @ Connections 5 T K Clear E_‘E =4 Data Validation ~ 3 ﬁzr
2 From Web |_U |_L' “ L= P Propertie ‘ KV Reapply (i Consolidate 4 1
From Other F_sttm_g Refresh e i¢ Sort Filter 7, Text to Remove z . Group Ungroup Subtotal
2] From Text Sources  Connections All» =2 Edit Links A Advanced | columns Duplicates ’-?? What-If Analysis A A
Get External Data Connections Sort & Filter Data Tools Qutline {1
| A2 - (= Fe | Katchale v
A B C o E F G H I 1 K L &
1 Village Station |GVH |TA |#Househn|ds Population ‘#US |Latitude Longitude Latrines indicator [Hand washing indicator |Bed neisindicar
2 [katchale Miodzenzi  Chizumba Chadza 141 393 15 -14.28357 33.80967 28% 22% =
3 Mwatengeza “Mlodzenzi Mkakaula Chadza 35 192 17 -14.28496 33.890542 8% 83%
4 Maliseche Mlodzenzi  Mkakaula Chadza 109 a7 28 -14.28147 33.90636 63% 12%
5 Chizumba Mlodzenzi  Chizumba Chadza 64 220 12 -14.26784 3391249 20% 69%
6 Mwanja Mlodzenzi Chizumba Chadza 144 360 14  -1437189 3391265 T3% 3%
7 Mbangali Mlodzenzi Chizumba Chadza 24 255 3 -14.27258 33.91217 71% 97%
8 Mankhokwe Mlodzenzi  Chizumba Chadza 80 234 21 -14.2707 339123 86% 91%
9 Yelemasi Mlodzenzi  Chizumba Chadza 116 306 18 -14.27851 33.91021 13% 48%
10 Khombe Mlodzenzi  Chizumba Chadza 84 272 21 -14.27053 3391239 73% 97%
11 Chinthu Chinthu Mbalame Chadza 193 110 8 -14.25709 33.89214 33% 35%
12 Kokolo Chinthu Mbalame Chadza 45 197 16 -14.2627 33.89225 Ta% B88%
13 Kumpola Chinthu Mbalame Chadza 69 305 5 -14.26127 33.89154 49% B80%
14 Mtima Chinthu Mbalame Chadza 104 173 26 -14.26602 3389172 50% B5%
15 Guliguli Chinthu Mbalame Chadza 173 298 8 -14.26787 33.8944 0% 47%
16 Chimutu Chinthu Mbalame Chadza 103 285 22 -1427291 33.89452 93% 73%
17 Kabiswala  Chinthu Mkakaula  Chadza 75 242 4 -14.27268  33.90242 57% 7%
18 Champha Chinthu Mkakaula Chadza 22 311 21 -14.37412 33.90287 18% 5%
19 Mkakaula Chinthu Mkakaula Chadza 185 400 20 -14.27579 33.80359 61% 36% -
4 4 » M| Sheetl ~Sheet2 ~Sheet? ¥ (4] il |

Ready

SLICARS]

ity

= 9]

6.3 Making a basic map

Step 1: Connect to the internet. To make a map you MUST be connected to the internet for all steps

(the faster the better).

Step 2: Open Tableau Public. Click on the Open Data button.

bleau
File Data Help

=

+ableaupublic

Create a viz now
1. Open your data (.xls or .txt)

2. Drag & Drop to visualize

» Open Data

Katchale Map

(® Get Started Find Training & Templates

Templates for

Real Estate
Census data
Fantasy sports

School test scores

FEIEIE)+ L

Manage Your Workbooks

m

Baseline survey map SECLO Endline Survey.twbx Child Health - DEMO

Get Inspired

Best Practices

Master the art and science of
data visualization

Get FREE LIVE

Training
Fridays at 9:30AM Pacific

3:58 PM
12/06/2014

all ¥

Step 3: Choose Microsoft Excel
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File Data Help

Connect to Data

Go to workbook »

In afile To connect to more data sources, upgrade to Tableau Professional. »

li’f] Tableau Data Extract
[ Microsoft Access

[ Microsoft Excel

[ Text File

On a server

8 Actian Vectorwise -
B amazon Redshift

B aster Database

B cdoudera Hadoop

B Datastax Enterprise

B emc Greenplum

& Firebird

] Google Analytics

] Google BigQuery

8 Hortonworks Hadoop Hive

& Hp vertica

5 1M DB2

[ 1BM Netezza

] MapR Hadoop Hive

H Microsoft Analysis Services

8 Microsoft PowerPivot

8 Microsoft SQL Server -

Al

Step 4: Open the Excel file that you prepared earlier

Tableau Public - Book2

(= e[ ]
File Data Help "‘| =

= |[=] 8] #
[

|
Connect to Data ®v|- Desktop » - |4,.| ‘ Search Desktop ,0| Go to workbook »
In a file Organize + Mew folder E:: - [ 0
. SYSTEM FOTdeEr
[%] Tableau Data Extract Y Favorites i w i
Microsoft Access
g Microsoft Excel I Desktop h Piroska M
N Downloads System Folder
[ Text File j ownioa
%3 Dropbox
On a server %3] Recent Places n Computer
. . £ System Folder
8 Actian Vectorwise £
8 Amazon Redshift ibrari
B Aster Database ] lhlallﬁ p Network =
Documents System Folder 3
& cloudera Hadoop ) Musi
! usic
8 DataStax Enterprise R ™ .
|| Pictures b | EpiDatatest
A emc Greenplum ) :
o B Videos File folder
8 Firebird
& Google Analytics ) GPS Instructions
B Google BigQuery 1% Computer |_§| XLSX File i
& Hortonworks Hadoop H £ Acer(C) - 218 KB 1
8 HP Vertica File name: GPS Instructions A [Em:el Workbooks (*.xds;"xdsx"x v]
& 1M DB2
& 1BM Netezza [ open |v] [ cancer |
& MapR Hadoop Hive i
3 Microsoft Analysis Services
8 Microsoft PowerPivot
8 Microsoft SQL Server -

Step 5: Choose Sheet 1 and tick the box that says “Yes, the first row has field names in it.” Click OK.
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Tableau Public - Book2 S TT& =
File Data Help @m@m
Connect to Data Go to workbook »
In a file In connact tn mnra dats canrcac ninarada ta Tohleau Professional. »

- Excel Workbook Connection
%] Tableau Data Extract

[ Microsoft Access
[ Microsoft Excel

[ Text File
Step 2: Select the worksheet (table) to analyze:
On a server (@ Single Table () Multiple Tables () Custom SQL
B Actian Vectorwise
f:1 Amazon Redshift atabase (Named Range)
B aster Database

ff] Cloudera Hadoop Sheet3
& Datastax Enterprise
B emc Greenplum
© Firebird

B Google Analytics Step 3: Does the data indude field names in the first row?

(@) Yes, the first row has field names in it.

f.i] Google BigQuery
3 Hortonworks Had

B HP Vertica e ) )
- N Read if this is your first time connecting Cancel
0 1w DE2 (o J[ conl |

ff] IBM Metezza

] MapR Hadoop Hive
B Microsoft Analysis Services
ff] Microsoft PowerPivot

& Microsoft SQL Server

o, automatically generate names for the fields.

o) @ @ T
= a5 &0 e ||

Step 6: You will see a message saying that it is preparing the data. This may take several minutes.
Wait until it is finished.

Tableau Public - Book2 SZ =
File Data Help ﬁE ﬁ“ m@ r—“
Connect to Data Go to workbook
In a file To connect to more data sources, upgrade to Tableau Professional. »

% Tableau Data Extract
[ Microsoft Access

[ Microsoft Excel

[ Text File

On a server Processing Request

3 Actian Vectorwise -

ff] Amazon Redshift Preparing Data...
B aster Database
B cloudera Hadoop Elapsed time 00:05

& Datastax Enterprise

B emc Greenplum

& Firebird

] Google Analytics

B Google BigQuery

& Hortonworks Hadoop Hive
ff] HP Vertica

& M De2

ff] IBM Metezza

] MapR Hadoop Hive

B Microsoft Analysis Services
B Microsoft PowerPpivot

& Microsoft SQL Server -

gme e,
= a5 & 6004 ||

Step 7: When it has finished processing you should see a screen like this. Your column names will
appear in a list down the left hand side.

97



ainfer aide

Conception and implementation
of development programs

Tableau Public - Book2

= = |
File Data Worksheet Dashboard Analysis Map Format Window Help = | =] 8
|(. | & |- & | 07 [~ Nomal v | £ - [ iy Show Me '
Data = =
> Pages Columns
1% Sheetl (GPS Instructions.xlsx)
Dimensions EHELO - i Rows
Abe GVH Filters
Abc Station Drop field here
Abc TA
Anc Village
Abc Measure Names Marke N
Abc Automatic -
& || o B
Color Size Text
Measures ‘ Detail | |Tooltip
# #Households &
##U5

# Bed nets indicator

# Family planning indicator
# Hand washing indicator
# Health seeking indicator
& Latitude

# Latrines indicator

@ Longitude

# Population

H Cafe Aol it

m

1

Sheet 1 LEJEJ

H 4 FrH %

ey T

Step 8: Drag the Latitude into the middle box that says “Drop field here”

Tableau Public - Book2

[E=8 =R
File Data Worksheet Dashboard Analysis Map Format Window Help = |[ =] 8
|« | & [ ful- &0 | 07 G- Nomal + » | £~ [ i showMe |
[?ata " | Pages ° Columns
1% Sheetl (GPS Instructions.xlsx)
Dimensicns 2o £ Rows
Abc GVH Filters
Anc Station Drop field here
Abe TA
Aoe Village
Abc Measure Names Marks
wehde

Abe Automatic -

& o

Color Size
Measures Detail
# #Households
##U5

# Bed nets indicator

@ Latitude
# Latrines indicator
@ Longitude
# Population

H Cofe Al a

1

Step 9: The screen will now look like this.
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Tableau Public - Book2

=N = =

File Data Worksheet Dashboard Analysis Map Format Window Help B EAERAER
€ - m|E W @w-|E Abc | T7 [~ Normal v | £ - [ i showMe |
[?ata : Pages ™ Columns

%% Sheetl (GPS Instructions.xlsx)

Dimensions - f Rows AVG(Latitude)

Abe GVH Filters

Abc Station

Abc TA

Anc Village

Abc Measure Names Marks

ul Automatic -
& %
Color Size Label
2

Measures ‘Detail Toolkip £ -14.2578 .

# #Households NI N S B 3

#2U5 I

# Bed nets indicator

# Family planning indicator | _

# Hand washing indicator 3

# Health seeking indicator

& Latitude

# Latrines indicator

@ Longitude

# Population _ | Sheet1 EJLEJ

H Cafn Al o p—y

1ma 1 row by 1 column SUM of AVG{Latitude): -14 26

ey T

Step 10: Drag the Longitude into middle of the chart. Make sure it is right in the middle, and not on
the top or side.

H 4 FrH %

Tableau Public - Book2

(= R

File Data Worksheet Dashboard Analysis Map Format Window Help = |[=] 8
€ > m|E W @[ Abc | T7 [~ Normal + | £ - [ i showMe |
[?ata " || Pages ™ Columns
%% Sheetl (GPS Instructions.xlsx)
Dimensions - i Rows AVG(Latitude)
Anc GYH Filters
Abc Station
Abc TA ————
Anc Village
Abc Measure Names Marks

ul Automatic -

& || ol B

Color Size Label

Measures
# #Households

##U5

# Bed nets indicator

# Family planning indicator
# Hand washing indicator
# Health seeking indicator
& Latitude

# Latrines indi
@ Longitud

# Population Sheet 1 = || |\
# Cafe dal dirb il

1ma 1 row by 1 column SUM of AVGiLatitude): -14.26

ey (T

Step 11: The screen will now look like this. If it does not look like this then click on the Show Me bar
and choose the map icon with dots.

Detail | |Tooltip
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Tableau Public - Book2
File Data Worksheet Dashboard Analysis Map Format Window Help
€ - m|E W @w-|E Abe | 07 i~ e

Data

[E=H =N |5
|| o= ]

= Pages °" Columns AVG(Longitude) -
%% Sheetl (GPS Instructions.xlsx) =

Dimensions EO - i Rows AVG(Latitude)
Abe GVH

Abc Station

fbc TA

Anc Village

Abc Measure Names

Filters

Marks
W% Automatic -
& | 0| B
Color Size Label :

Measures
# #Households |~ For symbol maps try
##Us 1 geo @ dimension

0 or more dimensions

Detail | |Tooltip

# Bed nets indicator

# Family planning indicator
# Hand washing indicator
# Health seeking indicator
& Latitude

# Latrines indicator N
@ Longitude '

# Population Sheet 1 = || |\

H Cafe el Ao il

1mark 1 rowbyl column SUM of AVG{Longitude): 33.91

ERER I

Step 12: Drag Village name onto the map.

0 to 2 measures

m

rww.tableausoftwareicom/mapdats

Tableau Public - Book2
File Data Worksheet Dashboard Analysis Map Format Window Help

€ > M6t @ abe | T3 - |- i sowve | |
Data : Pages |

- ° Columns AVG(Longitude) i
%% Sheetl (GPS Instructions.xls) - 1313

Dimensicns 2 - i Rows AVG[Latitude)
Abc GVH
Anc Station
fbc TA
Aoe Village
Abc Measure

Filters I

e
Color | | Size | | Label |

Measures
# #Households = J L For symbol maps try
##Us 1 geo & dimension
# Bed nets indicator 0 or more dimensions
# Family planning indicator 0 to 2 measures
# Hand washing indicater
# Health seeking indicator
@ Latitude

# Latrines indicator
& Longitude About Tableaumaps: www.tableausoftware.com/mapdata

Detail | |Tooltip

m

# Population Sheet 1 0 || B

H Cofe Al a

1mark 1 rowbyl column SUM of AVG(Longitude): 33.91

E R N I

Step 13: The screen should now look like this. To zoom in and out use the + and - buttons in the top
left corner of the map. If you don’t see the map behind the dots then it is probably because your
internet is too slow. If you see dots in the wrong place (like outside Malawi, or in the ocean) then go
back to the spreadsheet and check that there are no errors in the latitudes and longitudes.
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File Data Worksk Diachlk

lysis Map

Format  Window Help

€ - |||

PoEl Sl

Data

5% Sheetl (GPS Instructions.xdsx)

Dimensions

Abe GVH

Abc Station

Abc TA

Anc Village

Abe Measure Names

Measures

# #Households -

##U5

# Bed nets indicator

# Family planning indicator
# Hand washing indicator
# Health seeking indicator
& Latitude

# Latrines indicator

@ Longitude

# Population

H Cafe Aol [ -y

=o

=

Filters

‘T' '

Color

Size

‘ Detail | |Toolip

Village

<\ (&

Columns

Rows

Y00

Label

About Tableau maps: www.tableausoftware.com/mapdata

AVG(Longitude)

AVG(Latitude)

Sheet 1 LEJEJ

114 marks
—

1 row by 1 celumn

Step 14: To change the colour of the dots, drag the item you want to colour by (in this example it is
the latrine indicator) onto the Colour icon.

File Data Workst Dachk

Analysis Map Format Window Help = ERIES
€ o m|E|tm @ cmoc| T MEe[ || i showMe | |
Data ¢ 5
- Pages f Columns | AVG(Longitude) |
5% Sheetl (GPS Instructions.xlsx)

Dimensicns = - f Rows AVGLatitude) |
abe GVH Filters
4be Station [ °
fbc TA
anc Village L]
fbc Measure Names Marke [ ]

% Automatic -

(o)l s) ]

SUM(Lbtrine¥Thdichtdd

Measures
# Hand washing indicator -
# Health seeking indicator
& Latitude
# Latrines indicator
@ Longitude
# Population
# Safe delivery indicator
# Village clinics indicator

Village

Abc
123
Colm] | Size j

=# Number of Records
# Measure Values

About Tableau maps: www.tableausoftware.com/mapdata

_ | Sheetl 0 || B8
1 row by 1 celumn

SUM of AVG(Longitude): 3,865.1139 i

g )|

114 marks
—

Villages with high latrine coverage are now dark green and low latrine coverage is light green.
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= W= e
File Data Workst Dashk 1 A i

ly Map Format Window Help

€ > m|6 W P | T Wi ™| T msoe ) |
Data = . .
— Pages Columns AVG(Longitude)
5% Sheetl (GPS Instructions.xlsx)
Dimensions EO - i Rows AVG(Latitude)
foe GVH Filters
#hc Station (+] ® > °
Abc TA (-}
Anc Village )
Abc Measure Names Marke - ®
% Automatic - L]
e|lo|l® $
Color | | Size | | Label | [ ]
M ] (1]
easures Detail | |Tooltip .,
# Hand washing indicator - : °
# Health seeking indicator 8 S °
SUM(Latrines indica..
& Latitude ' Ve
# Latrines indicator Village .c.&
@ Longitude '
Populatis
# Population SUM(Latrines indicator) ® j
# Safe delivery indicator
# Village clinics indicator H ot b . - e 4
=# Number of Records . out Tableau maps: www.tableausoftware.com/map
# Measure Values Sheet 1 = ||\

114 marks 1 row byl column  SUM of AVG(Longitude): 3,865.1139

O

"

Step 15: To change the colour scheme click on the small arrow next to the colour scheme title.
Choose Edit Colours.

File Data Workst Dashboard  Analysis Map Format Window Help == o ®
(e > m|6 W PP T Wi ™| £ T msoe ) |
Data * . .

— Pages Columns AVG(Longitude)

5% Sheetl (GPS Instructions.xlsx)

Dimensions - f Rows AVG(Latitude)

Abe GVH Filters

Abc Station '] F )

Abc TA

anc Village L]

#Abc Measure Names Marke ®

% Automatic - L]
IR $
Color | | Size | | Label | [ ]

M ( | [ 1]

(E==T= Detail | |Toolip ‘

# Hand washing indicator - : ®
# Health seeking indicator 8 S °

SUM(Latrines indica..
& Latitude ' Ve
# Latrines indicator Village .c.a
@ Longitude ’
Populati

# Population SUM(Latrines indicat.. ® j

# Safe delivery indicator

# Village clinics indicator H ot b . - e 4
~# Number of Records : . out Tableau maps: www.tableausoftware.com/map

# Measure Values Sheet 1 = || |\

114 marks 1 row byl column  SUM of AVG(Longitude): 3,865.1139
-~

S

To choose a new colour scheme click on the small arrow next to Automatic.
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Tableau Public - Book2

(=& =]
File Data Worksheet Dashboard Analysis Map Format Window Help = =] 8]
€ - m|E W @w-|E Aoc | TI - || [ i showMe |
Data b . -
= Pages Columns AVG(Longitude)
%% Sheetl (GPS Instructions.xlsx)
Dimensions == 0 - i Rows AVG(Latitude)
#ae GVH Filters
fac Station Edit Colors [Latrines indicator] =5
Abc TA
anc Village Palette:
e MeasureNres s
R} |
& ||| ™ 1630
Calor Size [ stepped Color l:l Skeps ®
7| reversed PPy
Measures ‘ Detail | [Tooltip Use Full Color Range Advanced > 'y ’
# Hand washing indicator - L o
# Health seeking indicator & | sUM(Latrine = ° ‘.‘
& Latitude = '
# Latrines indicator llang [ 1o &
(& Longitude " =3
Populati L
# Population SUM(Latrines indicat.. || .3 ’
# Safe delivery indicator _ # ]
# Village clinics indicator 0.000 1630
=# Number of Records

About Tableau maps: www.tableausoftware.com/mapdata

# Measure Values Sheet 1 g || E

114 marks 1 row byl column  SUM of AVG(Longitude): 3,865.1139

SN

Step 16: To change the size of the dots, drag the item you want to use for the size (in this example it
is the Population) onto the Size icon.

H 4 FrH %

= 2 . H19PM
Q] - Bac

12/06/2014 |

[ Tableau Public - Book2 =
File Data Worksh Dashboard Analysis Map Format Window Help IR R
€ > m|E W @[ =g A R | ShowMe |

Data =|r (o i

— Pages Columns AVG(Longitude)

%% Sheetl (GPS Instructions.xlsx)

Dimensicns EEO - i Rows AVG[Latitude)

Aoz GVH Filters '

4be Station [ ®

Abc TA

Anc Village

#Abc Measure Names Marke L]

% Automatic - ®
. L Yor== *
& d 123 | Y
elatigriabel ®
\ PPy

Measures oottip » ’

# Hand washing indicator p _ J ;

# Health seeking indicator &, [ SUM(Latrines indica. Y v o
& Latitude = [

# Latrines indicat, llang “‘. s
@ Longitude ‘ '

Populati

# Populs !on . SUM(Latrines indicator) L [

# Safe delivery indicator [

# Village clinics indicator H R—— e = N ~
~# Number of Records ! . About Tableau maps: www.tableausoftware.com/mapdata

# Measure Values Sheet 1 = || |\

114 marks 1 row byl column  SUM of AVG(Longitude): 3,865.1139

& WS

Villages with a higher population will now appear as bigger dots.

H 4 FrH =
422 PM
12/06/2014 |

++*

++

alll ¥

103



Einier aide

Conception and implementation
of development programs

File Data Dashboard Analysis Map Format Window Help =
€ - m|E W @D cmbc| I mE-[ |- | il ShowMe
Data = . e e
= Pages Columns | AVG(Longitude) ]
{52 Sheetl (GPS Instructions.dsx) —
Dimensions =02 ~ | Filters i Rows - AVG[Latitude) ]
Abe GYH
Anc Station Marks - L p
fhe TA -
#nc Village # Automatic M °
Abe Measure Names I N 1 o
& d b
Color Size Label
% ) | J o
.
Detail | | Tooltip ®
L S
& SUM(Latrines indica.. 'TREN
Measures AT
(9 SUM(Population) ’
# Hand washing indicator - ————— ‘ ®
L Village -
# Health seeking indicator .

& Latitude

# Latrines indicator

@ Longitude

# Population

# Safe delivery indicator
# Village clinics indicator
=# Number of Records

# Measure Values

0.000

SUM{Population)

SUM(Latrines indicator)

1.630

——| |About Tableau maps: www.tableausoftware.com/mapdata

114 marks
—

ol

()

Step 17: To show the names of villages drag Village name onto the Label icon.

File Data

n

Map

m—
¥

Format  Window Help

€ > m|§ |t

@ it

i

[ il Show Me W |
Data = = §
= (Pasﬁ M Columns  AVG[Longitude) ) |
5% Sheetl (GPS Instructions.xlsx)
Abc GVH
Abe Station Marks ¢ 9 9
fbc TA —_—
sor Village % Automatic - -
#he Measure Name [ .
o 133
Label ||
Uil ®
[ ]
.
v .
& SUM(Latrines indica.. oe o
Measures A
9| SUM(Population) ’
# Hand washing indicator - — s ®
N Village e
# Health seeking indicator L] v ‘
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Step 19: To save it you will need to log on to Tableu Public with your email address and password. If
you do not have an account then click on Create one for FREE!. Once you have setup the account
then log in to save the map.
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Step 20: To insert the map into a Word document, click on the presentation icon.
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Step 21: The map will appear in large size. Click the PrtScr button on your keyboard to take copy of
the screen.
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Step 22: Go to the Word document and click paste. A copy of the screen will appear in the Word
document.
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Step 23: Use the crop feature in Word to remove the unnecessary parts of the image.
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