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1 Introduction
The program {program name} was created on date {date} and aims to {general objective of the program}, through {program intervention type} for a group of {establishments; schools; health care providers; etc.}. The program will be implemented at {number of establishments as appropriate} and {beneficiaries and eligibility criteria} are eligible for the program benefits. The program {program name} provides {description of the benefit}.
The present study is part of the impact evaluation activities referred to by the program, its main purpose being to obtain information that will allow {identify the program base line; complete the impact evaluation; etc.}.
You have been selected as a Data Entry Operator for the household survey as one of {x} Data Entry Operators.
Even if you are an expert Data Entry Operator, please read this manual from start to finish. There are important instructions that you must follow, which depend on the answer you are entering. It is crucial to always have this manual to hand when you are working on this survey.
2 The Role of the Data Entry Operator
The Data Entry Operator is responsible for entering information presented in paper questionnaires from the field into a computer file. This process requires the use of a data entry program (DEP), which contains a series of screens that reflect the pages of the questionnaire, and in each screen the information from the written paper questionnaires should be entered.
The data entry process is prone to errors. For example, you may sometimes press the wrong key, or skip a question without realizing it. To help with the detection of data entry errors the DEP has error detection algorithms.
	Important: Your job is to copy the information in the paper questionnaires exactly as it is written. If the written information has errors, under no circumstances should you attempt to resolve those errors. The data entered should reflect exactly what is written in the questionnaire, including any errors. There are some exceptions to this rule, which are explained later in the manual.


When the DEP displays an error message, you should always check that the written information in the questionnaire has been correctly entered. If you made a mistake, correct the error. If the enumerator is mistaken, follow the instructions in section 6.3.
3 Installation of the data entry program (DEP)
To install the DEP, follow these steps:
Windows Settings
· Open the Windows Control Panel (Start Menu > Control Panel),
· In the Control Panel, select 'Regional and Language Settings',
· In the window 'Regional and Language Settings', select the tab 'Regional Options',
· In the list of 'Standards and formats', select the option 'English (United Kingdom) ',
· Press 'OK' to close the window 'Regional and Language Settings',
Preparation of the data directory
Create a new directory in the disk "C:", called "C:\PEI_DEP\Home\Data" (this is the directory where the data will be saved from the questionnaires). Important: If this directory already exists and contains information, back it up, and then empty the directory.
Configuration of MS Excel
· Make sure that MS Excel (version 2003, 2007 or 2010) is installed on your computer,
· Open MS Excel,
· Select the menu Tools > Macro > Security…,
· In the tab 'Security Level', select Low security level,
· In the tab 'Trusted Sources', make sure that the box 'Trust access to Visual Basic projects' is selected,
· Press 'OK' to close the Security window,
· Close MS Excel,
Installation of the DEP
· Insert the USB memory stick with the DEP into a USB port,
· Copy the DEP file "PEI_home_DEP.xlsm", from the USB memory stick to the Windows desktop,
· Next, double-click the file "PEI_home_DEP.xlsm", to run the DEP for the questionnaires.
4 DEP Basic Functions
The DEP are programs that use the Excel platform. When any of the DEP are run, Excel spreadsheets will appear that are very similar to the paper forms to be entered. The screens show some cells colored yellow, and these are the only cells where data entry is permitted. Also a new menu on the Excel toolbar will appear. This menu is called the 'Operator menu', and looks like this:
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	Important: if you do not see the operator menu, it is possible that your anti-virus system has corrupted the DEP. Ask the Computer Technician to disable or re-configure your anti-virus so that it does not scan the DEP. Then, obtain new copies of the DEP from your Supervisor (as it is likely that your anti-virus system has corrupted the copies in the USB memory stick), and repeat the last three steps of the DEP installation.


The operator menu has the following functions:
(1) New: Cleans all yellow cells, so that a new form can be entered.
(2) Open: Opens an existing form, so that data can be read or edited.
(3) Save: Saves the data in the form currently on screen. The DEP automatically assigns a name to each form, which includes the identification number of the household. If the household number has not yet been entered, an error message will appear and the form cannot be saved.
(4) NOM: Displays a list of options for the selected cell.
(5) Check: Executes the error detection routines.
5 Data entry
Data entry is quite simple.  As mentioned previously, the entry screens or spreadsheets are similar to the paper questionnaire. Therefore the entry sequence is the same as the pages of the questionnaire.
5.1 Data entry spreadsheets
Each section of the questionnaire is presented in a specific DEP data entry spreadsheet, and the page names refer to the module number and name, as shown below:
	Section Name
	Page Name

	Cover Page
	Por
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	Tab for the household members
	Pes
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	SECTION 1: GENERAL CHARACTERISTICS OF THE HOUSEHOLD AND ITS MEMBERS
	S1_Dem
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	SECTION 2: LIST OF EMPLOYMENTS DURING THE LAST 12 MONTHS
	S2_Emp
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	SECTION 3: HOUSING AND BASIC SERVICES
	S3_Viv
	
[image: image7.png]




	SECTION 4: HEALTH (FOR ALL MEMBERS OF THE HOUSEHOLD)
	S4_Sal
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	SECTION 5: EDUCATION (PEOPLE OVER {x} YEARS OLD)
	S5_Edu
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	SECTION 6: PAID EMPLOYMENT
	S6_Asa
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	SECTION 7: INDEPENDENT ACTIVITIES / FAMILY BUSINESSES OUTSIDE THE AGRICULTURAL SECTOR
	S7_Ind
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	SECTION 8: AGRICULTURAL ACTIVITIES
	S8_Agr
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	SECTION 9: NON-LABOR INCOME
	S9_NoL
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	SECTION 10: FOOD CONSUMPTION WITHIN AND OUTSIDE THE HOUSEHOLD
	S10_Ali
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	SECTION 11: NON-FOOD EXPENDITURES WITHIN AND OUTSIDE THE HOUSEHOLD
	S11_NoA
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	SECTION 12: HOUSEHOLD GOODS
	S12_Bie
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	SECTION 13: ACCESS TO LOANS
	S13_Cre
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	SECTION 14: ADVERSE SITUATIONS (SHOCKS)
	S14_Sho
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	SECTION 15: ENUMERATOR’S OBSERVATIONS
	S15_Obs
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	SECTION 16: CONTACT INFORMATION
	S16_Rec
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	SECTION 17: SUBJECTIVE WELLBEING
	S17_Sub
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	SECTION 18: MIGRATION DURING THE LAST 5 YEARS: FOR HOUSEHOLD MEMBERS OVER {X} YEARS OLD
	S18_Mig
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	SECTION 19: ANTHROPOMETRY, FOR CHILDREN 5 YEARS OLD AND LESS
	S19Ant
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	SECTION 20: IMMUNIZATIONS, FOR CHILDREN 5 YEARS OLD AND LESS
	S20_Vac
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	SECTION 21: FERTILITY, FOR WOMEN BETWEEN 15 AND 49 YEARS OLD
	S21_Fer
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5.2 Navigation
How to move from one section of the questionnaire to another
To go to another data entry sheet, "click" with the cursor on the destination sheet name, as defined above. To advance to the next sheet - or return to the previous one - hold down the "Control" key and at the same time click on " ↑ " or " ↓ " respectively.
It is important to point out that there is no restriction in moving from one section to another, whether further forward or back. In other words, the DEP does not require a section to be complete before allowing the next one to be selected.  
How to move from one field to another
A "field" is a yellow cell (or combination of cells) that allow entry of data from an answer on the questionnaire. There are two possibilities to move from one field to another:
· Using the "Tab" key
· Moving directly with the cursor.
If the next required field is on another sheet of the DEP, first click the sheet name where the destination field is located, and then select the field.
5.3 Other data entry notes
Blank fields
When fields in the questionnaire are blank (unanswered questions), do not enter anything in the DEP, in particular do not put "0" (zero), "-" or any other symbol.
Checks in real time
Some consistency checks are performed at the time of entering the data, for example:
Example 1:
	The answer to question (1.04) can only have values between 01 and 12.
	If a number is entered outside this range, as shown here, then an error message will appear.
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Example 2:
	If the survey is carried out in 2013, then a year of birth cannot be later than this year.
If a number is entered that is greater than this year, as shown here, then an error message will appear.
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The acceptance of rejected data can be forced by selecting the button "YES"; but this should only be done if the out of range value really is the written answer in the questionnaire. 
Remember that a value different to the written answer in the questionnaire should never be entered.
Other (Please Specify)
For some questions alternative answers include the option "Other (Please Specify)". In these cases, the DEP includes a field specifically designed to receive the text written by the enumerator. For example:
	If the answer to the question (3.01) is the alternative "9", then the enumerator should have written the description of that other type of house.
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6 Questionnaire entry
For this survey, you are required to enter the household survey questionnaires. This work begins by receiving questionnaires completed by the enumerators who are all members of your team.
Before you begin entering, run the DEP. Then, follow these steps to enter a questionnaire:
Cover Page
· Start by completing the two cells under "HOUSEHOLD IDENTIFIER": "UPM" and "House Number".   If this key information is not entered, the data cannot be saved to the hard drive of your computer.
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· To go to the next cell, press the TAB key,
· Complete all the data, copying exactly what is written in the questionnaire, except in the following cases:
· Although the cells Region/State, Province, Municipality, Locality contain text, always enter the corresponding numeric codes. 
· Do not enter the names of the enumerator, Supervisor or Data Entry Operator. Only enter their identification codes.
·  When you have finished entering the cover page data, go to the next sheet.
	You can save the data entered at any time, by selecting the "Save" option in the operator menu.
It is not necessary to enter the entire questionnaire before saving the data; it can be "partially" saved at any time. 
 EMBED PBrush  
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Tab
In this sheet enter corresponding names and surnames of the household members, question (1.01).
From here until the end of the questionnaire, no explanations will be offered for each section unless there is some peculiarity that deserves to be mentioned.  
Section 2: List of employments during the last 12 months
This section of the DEP is different to the paper questionnaire:
	Figure A
	Figure B
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	Figure C
	Figure D
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Figure A: This is the questionnaire page without data. 
Figure B: This is the questionnaire page with some hypothetical data. In the first column at the left the enumerator wrote the identification code of the household member only once for all their listed activities.
Figure C: This is the DEP sheet for Section 1 without data.
Figure D: This is the DEP sheet with the data from Figure B. The difference is that the identification code of the household member should be repeated in each of the lines that have data (activities).
Section 10: Food consumption within and outside the household
This section is quite long, with alot of data to enter. Be very careful to faithfully copy the data recorded in the questionnaire to the DEP. The same is applicable to Section 11: Non-food expenditures within and outside the household
Section 16: Contact  information
 Here quite alot of text needs to be entered: names, addresses, and references. This information will be used to contact household members in the future. Take care not to make mistakes.
7 Error Detection
To run the error detection routines, select the Check option in the operator menu. If there are no errors, the DEP will report 'There are no messages'. If there are errors, the DEP will report a list of the problems encountered. Follow these instructions to proceed:
· Read carefully the first error message. Below this error message one or more links will appear in blue, these will take you directly to the cells that are associated with the error.
· The first task is to verify that the information in the paper questionnaire has been correctly entered, exactly as written (with the exception of the cases mentioned in previous sections).
· If a data entry error is detected, correct it, and then select the Check button once again.
· If data entry is correct, then contact your Supervisor and show them the error messages. They will ask the enumerator to re-visit the household to correct the error.
	Important: before finishing a form, make sure that no error message remains in the list of problems. The only exception to this rule is when the data entry information has been correctly confirmed with the questionnaire. These errors should remain as they are.


8 Entering another questionnaire
After entering, checking and saving the data of one household, select the button "New". The DEP will then eliminate all the data and leave the program ready to enter another household.
9 Backups
The backup procedure should be repeated twice or more a day. It is your responsibility to perform backups. Follow these instructions:
1. Select the button "Backups" in the menu:
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2. Select "Backup":
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3. When a backup is performed for the first time, enter the number that identifies your computer.  This will have been assigned by the central survey team previously:
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4. The program will then backup all the household data that has been entered. The following message will appear:
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5. Select "OK" and continue entering questionnaires.
6. In the data directory "C:\PEL_DEP\Home\Data", a file will appear with a name similar to the following:
Backup_0001_121105164230
The number "0001" is the number of the computer that performed the backup.
The number "121105" is the date of the backup, in this case the year is 2012, the month is 11 and the day is 05.
And finally the number "164230" is the time (hour, minute and second) of the backup.
Therefore, as many backups as desired can be performed, each with a different name. 
7. Copy the compressed files onto the USB memory stick, and then send it to the central survey team. If Internet access is available, the last backup can be sent.
Important: use only USB memory sticks destined solely for this purpose.  Do not use personal or other sticks. This reduces the possibility of virus infection.
Important: Never delete the directory "C:\PEL_DEP\Home\Data", which contains data from the household questionnaires. This means that backups are incremental, and when all field work has been completed this directory will contain all the forms entered using this computer.
Important: frequently copy your backups from the USB memory stick to a central computer, saving them to a directory that contains your computer number.
Remember that your job is to copy the information in the paper questionnaires exactly as written, except in the situations explained above. If the written information has errors, under no circumstances should you attempt to resolve those errors. The data entered should reflect exactly what is written in the questionnaire, including any errors.
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