LGMD Tutorial 1 - Set up

 1
Set up LGMD for your district

 2
Setup council address

· Enter the following for your council

· Council  contact Person

· Name of the council

· Council Contact address

· Council contact phone

 3 
Set default year or the year that the computer will automatically assume is the year of the data entered

 4 
Add two persons as supervisors and three as users

 5
Add other two users of the same username but different password and observe the results.

 6
Log off and Log in into the system as a user (with user rights-level) and attempt to add another user. What message do you get? 

 7
a) Log off and login as a supervisor and attempt to add another user, do you get the same message as in point six (6) above? 


b) Change the passwords of one supervisor and one user 

 8
Add three primary schools and preview schools list, add all the required information. i.e.Name:1.Mashujaa2.Jitegemee3.Muungano,Min of Edu ID 1.2020A 2. 2021B  3. 2022C, Ward,Village/Mtaa,Status,Choose from the given drop down list. Head Name, Address etc.

 9
When LGMD is set up for a particular local authority, details of all the registered health facilities are automatically entered. On the add health facility window, Click Import Health Facilities button. Add two health facilities for each of:

· Health center

· Hospital  

· Dispensary

Enter all the required information e.g HFContact, HFOperator e.t.c
 10
Delete one Primary school, one Dispensary, one hospital and one Health center and preview the appropriate list before and after the deletion.

 11
For data entered in point 8, edit names and contact addresses of two primary schools and view the corresponding list.


Hints: From main menu … 1. Setup/Database setup/Setup default district; 2. Setup/Database setup/Setup council address; 

3. Setup/Database setup/Default year; 4-5 Setup/Add/Edit users; 6 & 7.a) click File menu then logoff b) login as a person you want to change his password, click File then change password  8-10 Setup/Add/Edit primary school/HF/Village/Mtaa 11. Setup/Add/Edit primary school/HF then click Delete button 12. Setup/Add/Edit primary school

LGMD Tutorial 2 - Data Collection Forms

 1
Print data collection forms for one:-

· Village (choose village/mtaa for a specific ward then click preview button)

· Ward 

· District financial 

· Primary School 

· Health facility data - Health center and Dispensary 

· Agricultural data for one ward 

· District Land 

· District water

· District Road

 2
Print the instructions form for one of the following:

· Village/Mtaa

· Ward 

· District 

· Education

· Health

· Agriculture

· District Road

· District Land

· District water

 3
For each of the data collection forms, enter realistic data by hand.

 4
Print a list of villages and wards:

· Note any mistakes in names and any missing villages/Mtaa

· Correct those mistakes and enter the missing village/mtaa. 

 5
Print the list of Health facilities and schools you have added/edited in tutorial 1

 6
Check the indicators formulae

 7
Create blank records for 2006 data


Hints: From main menu 1. Click  Annual Procedure then click Data collection forms, click one of the forms of your choice and then Click File menu at the very top left of the screen and hence print; 2.Annual Procedure/Instructions 4. Reports/Lists/Village/Mtaa (to correct the mistakes go to Setup/Add/Edit Village/Mtaa) 5. Reports/Lists/ Health facilities/Schools 6. Reports/Lists/Formulae for indicators   7. Annual Procedure/Create empty records 

LGMD Tutorial 3-Data input

 1
Enter village/Mtaa data from handwritten data collection forms produced in tutorial 2 into the LGMD software for three village/Mtaa.(please note, VEO name and address are automatically taken from what you entered when you were adding the village/mtaa information).

 2
Check the data you have entered in 1 above if it contains any errors or missing values by clicking the Check button.

 3
Enter the following data for one ward:
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Click Check button to view error report

 4
from part 3 above, do the following:- 

· Enter ‘25’ and ‘9’ in data item 2 and 8 respectively

· identify any errors and correct them

· what happens :-

i) 
      when number zero is entered in data item 2

ii) when data item 2 is not filled

· Compare error reports produced in i and ii above

5
Identify two errors that could be produced when inappropriate values are entered


Hints: From main menu.. 1. Click Data input then click Village/Mtaa; 3. Click Data input then Click Ward, Select ward from Drop down list 4. Number entered exceeded the total number of items (Error), LGMD treats zero as data, blank spaces indicates the data is missing. 5. Data missing and wrong data entry errors

LGMD Tutorial 4-Indicators

1
Insert the following values for Road indicators:

· Total length in kilometer of new constructed road

· MURAM surfaces- 45

· GRAVEL surfaces - 35

· TARMAC surfaces - 30

· Total length in kilometer of rehabilitated road

· MURAM surfaces - 57

· GRAVEL surfaces - 50

· TARMAC surfaces - 90

· Total length in kilometer under periodic maintenance

· MURAM surfaces- 47

· GRAVEL surfaces - 36

· TARMAC surfaces – 34

· Total length in kilometer under routine maintenance

· MURAM surfaces- 75

· GRAVEL surfaces - 56

· TARMAC surfaces – 64

2
Enter realistic estimated values for district data and check them for errors. Correct errors where necessary

3
From part 2 above, calculate the indicators manually and write down the following values:


· Percentage of elected women representatives on the district council   

· Percentage of LGA budget allocated to water 

· Percentage of LGA budget allocated to sanitation

· Percentage of LGA budget actually spent on water

· Percentage of LGA budget actually spent on Sanitation 

4    Compare the above values with the values calculated by the LGMD software


Hints: From main menu.. 1. Data input/district Road Data; 2. Click Data Input then District. Click check Button to check for errors; 3. Calculate the percentage (No of elected female/number of elected representatives * 100) 4. from point 2 click Feedback form;

LGMD Tutorial 5-Producing Printed Reports and Validation

Tips: All reports can be previewed without actually being printed. If it is required to actually print reports, before printing, select only the pages you want to print. Some printed reports have many pages, and for the tutorial only one page will be required. When a report is displayed on the computer screen, it can be cancelled by clicking the ESC button at the top left of the keyboard.

1
Examine each of the following reports carefully to note what information is contained in it.

i. Preview Primary school data

ii. Preview Roads district data

iii. Preview Health data

iv. Preview Ward data

v. Preview District data

vi. Preview village/Mtaa data

Note that the information entered earlier in the tutorial appears

2
Validate the following district data and correct any errors where necessary

· Village/Mtaa Data(V1)

· Ward data(W1)

· District financial data(D1)

· School data (E1)

· Health facility data(H1)

· Ward agricultural data (A1)

· Road data (RO1)

3
Preview missing record sheets (The missing data collection forms- The forms not yet entered in LGMD or not yet collected from the data providers).

4
Preview the District indicators for each sector i.e Governance, Poverty, Education, Health, Agriculture, Food crops, Cash crops, Water and sanitation, Roads and Land.


NOTE

The screens showing the indicators enable you to ‘drill down’ by double-clicking the mouse on the name of the district or ward to see the underlying data.

To view the value of indicators not displayed, use the horizontal ‘scroll bar’
5
Preview the indicators graphs. Choose the sector e.g Roads, choose the appropriate level from the drop-down list e.g LGA. This automatically displays the available indicators. Double click to select an indicator then click Preview button to view the graphs.

6 
Preview the district and ward profiles. They contain the collected indicators for each sector

Hints: From main menu..1… i Click Reports then Data display and then click education data, click yes to refresh the aggregations; ii. Click Reports/Data display/Roads district data iii-vi. Reports/Data display /Health data/Ward data / District data / Village Mtaa data 2. Reports/Checks/Validate; 3 Click Reports/Checks/ missing record sheets and press Preview button. 4. Reports/Indicators/ Click the tabs for the specific sector. 

5. Reports/ Indicator Graphs 6. Reports/Profiles/ District Profile OR Ward Profile

LGMD Tutorial 6 – Other procedures
Forwarding data to Regional Secretariat and PMO-RALG, Dodoma
1
Create the export file containing all the data for the selected year, the file will be stored in the following directory: C:\LGMD\DataExport.


Write the name of the file here………………………………………………………………

2 Email the file in q1 as an attachment to your RS and PMO-RALG, Dodoma. If you do not have email facilities in your council or they are in another computer, copy the file above to a clean virus-free diskette or flash disk.


Write the email of your RS and PMO-RALG here:

-----------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------

Installing LGMD from the CD

3
Uninstall the current installation of LGMD, then Install the latest version of LGMD in your computer.
Setting up LGMD on a Network

4
a) Ensure that all the computers required to use LGMD have Access 2000 installed. Set up LGMD on the main computer (LGMD coordinator’s computer) this will hold the master data.  


Copy the following files to the network directory (e.g. H: LGMD) which will be shared by the workstations. Then delete the original files from the local c: drive

h:/LGMD/data/LGMD_data.mdb

h:/LGMD/data/LGMD_net_config.mdb

h:/LGMD/data/LGMD_area_codes.mdb

b) Link the system to the above files.  Note that the file 

c:/program files/LGMD/data/LGMD_local_config.mdb

Should remain on the local c: drive

Hints: From main menu..1 Click annual procedures/ Data Export/Export button 2. Use normal emailing method to send the file as an attachment, To clean a diskette use the Anti-virus software in your computer.

3. To uninstall the program, delete the folder LGMD in the C:\ drive. To install follow the procedures on pg.5 in the LGMD manual. 4. b) From main menu Click Setup/Database Setup/ Link database Button, Browse the required files ands then click Link Data File button.
