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Thisstep-by-step guide tceSoRlata entry in the DATIM Tracker
Capture Application covers the following topics:

1.

Data Entry Overview

2. ESoMata Entry Forms

N o Ohs W

Good Data Entry Practices

Accessing and Navigating the DATIM Tracker Capture App
Adding, Completing, and Saving BfeoHData Entry Forms
Filtering and Viewing Evaluations

Support



Data Entry Overview

A SRE data is reported by Interagency and/or Agency users, who
the data directly intdATIM via the Tracker Capture app.

A Data Entry is opetwice a yeaduring Q2 and Q4.
A ESOP Data Entry consistd4 ogéquired forms:

1.
2.
3.

4.

Enrollment Form (formerly Evaluation Inventory)

Planning Form

SemiAnnual Status Updates (formerly Quarterly Status
Updates)

Adherence Checklist



Enrolilment Form and Planning Form

1. Enrollment Form:

A PurposeFollows the logic of the SRE taotl includes similatata
on the approved evaluatige.g. mech info, evaluation
title/questions/type, target population, technical area, health
outcome, implementing agency, POC, PI, and approved budget)

A Timeframe Completed in Q2 after COP approval. Agency users \
confirm all approved evaluations are entered into Tracker.

2. Planning Form:

A Purpose Provides additional info avaluation progressurrent FY
budget planned data collection dates, and planned end of
evaluation

A Timeframe Ideally completed with enrollment form in Q2. Can be
completed in Q4 to allow further discussion of evaluation plans.




SemtAnnual Status Update and Adherence Check

3. SemiAnnual Status Update:

A Purpose Provides data oexpendituresupdated data collection
timeling andcurrent evaluation stage and progress.

A Timeframe Every 6 monthafter enrollment and planning form are
completed (every Q2 and Q4ntil evaluation completion.

4. Adherence Checklist:

A Purpose Thefinal formprovides the final evaluation date, title, _
reviewer, publicly available report,ahda a Saa Sa UGUKS
adherence to the 11 Evaluation Standards of Practice.

A Timeframe This form is completed once the evaluation report ha:
been completed and reviewed by the Implementing Agency.




Good Data Entry Practices

A Review Reference Guide for ESOP data fields ahead of data ent
Tracker.

AwSOASSG | aSNQ& DdzA RS ®
A Ensure DATIM account is active.
A Do not enter test or dummy data entries.

A SGAC doamt advise that users rely on the Event Reports app to
pull or view ESOP data.




ESoMata Entry Tracker User Guide

A This training follows thESoMata Entry Tracker User Guideilable
viaDATIM Suppoifdatim.Zendesk.com).

(PEPFAR Guidance > Evaluation Stands of Practice (ESoP Data
Entry Tracker User Gujde

() DATIM - sueorr

DATIM PEPFAR Guidance Evaluation Standards of Practice (ESoP)

ESOP Data Entry Tracker User Guide

Overview

The Tracker Capture app is the way in which Surveys, Surveillance, Research, and Evaluations (SRE) data are
recorded in DATIM after COP approval. This document outlines how to access and use Tracker Capture for the
purposes of reporting Q2 or Q4 fiscal year evaluation data.



https://datim.zendesk.com/hc/en-us/articles/360049963032-ESOP-Data-Entry-Tracker-User-Guide-

Accessing DATIM and theacker Capture App

Step 1109 in to DATIM (datim.org). Submit a request for a new ESt
user account vieegister.datim.org.

Step 2SelectApps menws Tracker Capturte access the registration
and data entry page:

Search apps




Navigating Tracker Capture

Step 3Select the progrargvaluation SOP

T ¥ Mechanism ID of the Implementing Mechanism
date ~ Evaluation Title responsible for the Evaluation

¢ TEIUID

Step 4Forongoing evaluationsearch for and select the evaluatlon
SOSYy i eé2dz 6yl (G2 SRAOUZEZ 6KAOK
dashboard.




Registering New Evaluations

Step 5Fornew evaluationsselectRegisteand complete th&aSOP

Enrolilment Form

# Evaluation SOP

Enrollment
Enrolling organisation unit Migeria
Enrcliment Report Date * 2021-03-13
Profile

ESOP Enrollment Form
2 TEIUID*

3 USG Agency funding svaluation *
4 |5 the evalustion conducted in multiple countries? *

5 Countries where evaluation is being conductad *

7 Expected budget of the entire evaluation ™
|5 this & cooperative agreement- or contract-level

g
evaluation? *
i Mechanism 1D of the implementing mechanism
° responsible for the evaluation =
10 Award number of the implementing mechanism

responsible for the eveluation =

Mame of the implementing mechanism responsible
11 forthe evaluation (may be the same &s the project
IM)*
Mame of implementing parmer responsible for the

6 Fiscal year the evaluation was originally approved *

dTekiZ4tMné

Select or search from the list

O‘r’es ONC

Select or search from the list

O‘r’es ONC

Select or search from the list

Required elements include:

1. OU and Report date

2. TEIUID

3. USG Agency funding evaluation
4

Is the evaluation conducted in
multiple countries?

5. Countries where evaluation is
being conducted

6. Fiscal year approved
7. Expected budget

8. Cooperative agreement or
contractlevel?

9. Mech ID
10. Award #

l' YR a2 2YyY XH
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Saving New Evaluations

Step 6:To register another evaluation, sel&ave and add nest the
end of the form.

If you do not have another new evaluation, se&a¢e and continue
Y20S 02 UKS S@lftdz A2y Qa Rl aKQg

Save and coninue  Save and add new mmm Cancel

o T

NOTEYou must complete all required fields to save the form.
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Viewing and Editing New Evaluations

Step 7From theS @I £ dzl G A 2 yyQdicarR/ied yodr vialdbBRon
info. To edit your Enroliment fornelickProfile > Edit Save
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Adding the Planning Form

Step 8:To add the Planning form, cli€imeline Data Entry + plus
sign buttor> Addand Savehe form.

NOTEYou must complete all required fields to save the form.




Completing the Planning Form

Step 9Complete thePlanningevent form once per fiscal year.

p— . Elements include:

1. Fiscal year and reporting
period the planning form is
being created

v e e e b 2. Fiscal year the evaluation

- was approved
3. Approved current fiscal year

budget

4. Out-year budget

5. Funded through COP or
HOP?

6. Current evaluation progress

l YR 42 2y XH
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Saving the Planning Form

Step 10ClickCompleteto save the form. After clicking Complete,
selectCompleteagain to stay in the dashboard@omplete and exib

return to the registration and data entry page:

=

NOTEYou must complete all required fields to save the form. If you do not click
Complete the data will not be saved and made available for generating reports i

the Event Reports app.
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Adding the SemAnnual Status Update Form

Step 11To add the SermfAnnual Status Update form, clitimeline
Data Entry > AddSave.

Tirmeling Data Entry

Status update report g 0aie -

201 - o003

Add new event for stage Semi-Annual Status Update.




Completing the Semfinnual Status Update Form

Step 12Complete theSemiannual status updatirm 2x per fiscal

yeal.
Timedne Dut Erery Elements include:
s | 1. Fiscal year and reporting perio
Serms Ancusl Suus U of status Update

b updais neportng dabe

2021-03-31
Evaluaton Inventony — Semi-Annual Stams Updare

G il A00 nepoTng penod OF iRl uodee -

Risquirad
R Ty o Tl S R SIS E] R e "
» e
IRERDONERES NSO RO D upCimsT? bt TR
Curment SvsiLBEOn FEge -
CurTent SvEILBEOn rOgress ¢

TRAM DR OF SO (SEECTON

£l Jene Off (N DOBECTION

2. Do any of the most recently
completed status update

responses need to be updatedf

Current evaluation stage
Current evaluation progress
Start date of data collection
End date of data collection

- o0 hAW

Il YR a2 2Yy XH
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Saving the Serfinnual Status Update Form

Step 13ClickCompleteto save the form. After clicking Complete,

selectCompleteagain to stay in the dashboard@omplete and exib
return to the registration and data entry page:

Compete

APE YO SUPE DU WA DD DOMETE [Nl DRMECE evant?

P
L 1R = TP M
E Complete Complete and exin Cancel

NOTEYou must complete all required fields to save the form.
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Adding the Adherence Checklist Form

Step 14Upon reporting the conclusion of your evaluation in the Ser
Annual Status Update form, the Adherence Checklist event form wi

appear.To add the Adherence Checklist forckTimeline Data Entry >
New Event > Add > Save.

Timeling Data Ertry 0IEL A0
i >

20210311 ;
-
Sarrnd-Anmuad Statua .. |
pe |

U poamng can

03-1
Add mew event for stage Adherence checklist
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Completing the Adherence Checklist Form

Step 15Complete theAdherence Checkligirm once at the conclusior
of your evaluation.

R el Elements include:
S———— = 1. Fiscal year and reporting
period of status update
2. Final evaluation title in
English
3. Date evaluation report
Adherence Checklist
approved by agency
d:;;;:? VEAr ANd Nepormng Dedicd of SIS F.:rll.lu-.r.::: 2arch fmom T 1 4. Reviewer agency
2. Final gvalLanon itk "|E“$:: eh, (Thig w .
B ey e oo, U o Reviewer name
;;E-E:;E'Ha uation repon appraved by ! y' FIQ é 2 2 y' X H
Required
4. Revewer apancy © r-:;.:
5. Revidwer nama *
Requeresd
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Saving the Adherence Checklist Form

Step 16You must complete all required fields to save the form. Onc
you click Complete, you will no longer be able to edit the event forn




Custom Working List

TheCustom Working List filters evaluatidnysEnroliment Status, TEI
UID, etc.

A Step 1After selecting the program Evaluation SOP, the Custom workin
list button is directly below the program name.

Search  Register

-1 Evaluation SOP X | ¥

O v % Custom working list ~ ‘

A Step 2From the dropdown, choose filters that apply to your search.

-{ Evaluation SOP X ¥ Search Register

O|lv | % Custom working list] ~

Organisation unit scope ® Selected

) Immediate children
-~ S
w w

O Al children !

Registering  Registrat
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Custom Working List

A Step 3Scroll to the bottom of the list and click on ®earchutton. A list
of relevant evaluations will be returned:

A NOTEYou must manually type in the answers to any fields that show
Please Select while we fix the issue with the dropdowns:

Search Register

5 Evaluation SOP x|v

O + x| Customworking list ~

O speciff users:

ESOP-SaSR TEI UID

- -
- -

Registering Registrat
unit date

ESOP USG agency funding
evaluation

South Africa 2020-11-1

ESOP First fiscal year when
evaluation funding is approved

ESOP OU multicountry

South Afica 2021-06-1'  £50P Expected budget of the
entire evaluation Is + || Exactvalue

South Afrira 20210400
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