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LGMD is an initiative of the Prime Minister’s Offic e – Regional Administration and 
Local Government (PMO-RALG).   The latest version o f LGMD, together with related 
resources, such as the series of manuals listed bel ow, can be downloaded from the 

MIS section of the PMO-RALG website www.pmoralg.go.tz  
 

Further information on MKUKUTA can be obtained from  the website 
www.povertymonitoring.go.tz  

 
The LGMD software has been engineered by the  
University Computing Centre Ltd,  Dar es Salaam 

www.ucc.co.tz  
 

 
 
 

This manual, together with the other manuals listed below, is 
contained on the LGMD CD 

 

Ref Title Content Language 

LGMD1/En LGMD Operational 
Manual 

Software installation and operation English 

LGMD2/En LGMD Co-ordinator’s 
instruction manual 

Full instructions about the LGMD 

system 

English 

LGMD4/En LGMD Sector supervisor 
manual 

Instruction Manual for Sector 
Supervisors, including training 
outline for data providers 

English 

 
 
 
 
Support is also available online in the MIS section of the PMO-RALG 

Website at 

www.pmoralg.go.tz 

 
 
Abbreviations 
 
LAN  Local Area Network 
LGA  Local Government Authority 
LGMD  Local Government Monitoring Database  
MIS  Management Information System 
MKUKUTA Mwongozo wa lugha rahisi wa Mkakati wa Kukuza Uchumi na kupunguza 

Umaskini Tanzania 
PMO-RALG   Prime Minister’s Office, Regional Administration and Local 

Government 
TSED  Tanzania Socio-Economic Database 
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 1 Introduction 
 

1.1 Overview 
The Local Government Monitoring Database (LGMD) is a specially-designed 
database for collecting information routinely from villages, mtaa, wards, districts and 
the pro-poor sectors - health, agriculture, education, water, roads and lands.  It can 
run on most computers and can also operate on a local area network. All data 
collected at LGA level is entered into the LGMD computer system there and 
forwarded as a computer file once a year both to the regional headquarters and to 
PMO-RALG in Dodoma, where LGMD forms a central component of the PMO-RALG 
Management Information System.  At regional level a special version of LGMD is 
used and is called the LGMD Meso.  At PMO-RALG MIS, the software is called the 
LGMD Macro.  If desired, as an option for experienced users, LGMD can be used in 
conjunction with the Tanzania Socio-Economic Database (TSED) v3, if this has been 
previously installed on the computer. LGMD automatically feeds the values of 
indicators to TSED for displaying on maps or tables. 

1.2 Functions 
The database can be operated in either English or Kiswahili and enables users to: 

• Print special forms for collecting data from villages, wards, the LGA and 
service delivery facilities 

• Enter the data from the completed forms into the computer 
• Automatically check for obvious errors 
• Print feedback forms for data providers 
• Produce various reports, graphs and comparative tables of standard 

indicators for data providers and data users 
• Produce a computer file of new data to forward by e-mail or diskette to the 

Regional Secretariat and PO-RALG in Dodoma 
• Pass indicator data to TSED v3 if installed 

1.3 System Management 
The LGMD system is normally the responsibility of the District Planning Officer, who 
will delegate the day-to-day running of the system to the LGMD Co-ordinator .  Each 
sector is normally looked after by a sector supervisor , who in turn supervises the 
data providers .  The WEO would normally act as a Sector Supervisor for 
villages/mtaa data providers (i.e. VEOs and mtaa chairpersons), the District Health 
officer for health facilities, the District Education Officer for primary schools, and so 
on. 
 
Data providers are those who, once a year, provide data for the system by entering it 
on specially printed data collection forms.  
 

Chapter 

1 
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Actual data entry is the responsibility of the LGMD Co-ordinator, who may delegate 
where necessary if there are suitably skilled personnel to carry out the task.   
 
Full instructions for the LGMD Co-ordinator are con tained in the LGMD Co-
ordinator’s Manual, which complements this manual.  There is also a man ual 
available for the sector supervisors, and for data providers.  All the manuals 
are all contained in the CD, as Microsoft Word file s, in the directory called 
‘Manuals’. 

 
 

1.4 Configuration 
The LGMD micro is designed to run in an LGA either on a 'stand-alone' computer or 
on a number of computers running on a local area network (LAN).  Because the main 
data tables are common, it cannot run on different 'stand-alone' computers .  All 
users of the system must be interconnected by a LAN (see Fig 1.1).  LGMD does not 
take up much disk space and can operate on computers running Windows 2000 or 
later.  The program is distributed on a single CD and can be easily updated 
whenever a new version is released without any loss of data.  
 
At any particular location, a stand-alone computer can run LGMD for more than one 
LGA, if the software is set up on separate directories.   The data for each LGA are 
held separately within the computer and can be forwarded separately to the 
respective region and PMO-RALG Dodoma.   
 
                                                

                       (Can be used for more than one district)         � 

Computers running LGMD                                                              � 

                                    � 

                              Local Area Network 

Fig 1.1 Configurations for running the LGMD micro at an LGA 
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2 Setting up LGMD 

2.1 Starting the program 
The following steps have to be taken to start using the program.   Before you install 
the program, check that the computer internal clock date is correct.  To check it, go to 
Start/Control panel/Date and Time and change if necessary. 
 

2.1.1 Setting up LGMD 
 
Using the CD: 

• Close all programs on the computer 
• Insert the CD in the drive  
• Start Windows Explorer by clicking Start/Programs/Windows Explorer or  

right-click on the Start button, then left-click Explore 
• Using Windows Explorer, find the file called LGMD.exe on the CD in its 

drive, usually drive 'D' 
• Double-click the LGMD.exe file and follow the instructions on the screen 
• The LGMD software will be set up on the default directory  

 
c:\LGMD 

 
• In addition, an icon will appear on the computer ‘desktop’, called ‘LGMD’  
 

2.1.2 Starting LGMD 
 

• Either click the desktop icon described above or  click Start/(All) 
Programs/LGMD.   The program will then start. 

 
 

When the program starts up you will see the following screen 
 

Chapter 
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           Fig 2.1 Login Screen 
 

Enter the word user  as your login name, and lgmd  as the password. (Either lower 
case or upper case may be used).  
 
You should then see this: 
 

 
 

Fig 2.2 Main Menu 
 
 
If you wish to change language to Kiswahili, click on ����  Kiswahili . The program will 
remain in the language which was used last.  
 
If at any time you wish to close the program, click the button marked ‘Quit Database‘ 
at the top left.  

2.2  Setting up the Database  
 
Click the button labeled Setup . 
 
The following screen appears 
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Fig 2.3 Setup screen 
 

Click Database Setup  
 
The following screen appears 
 

 
 

Fig 2.4 Database Setup screen 
 
If you wish to return to a previous screen at any time, click the button at the bottom 
right with the open door picture as shown below. 
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2.2.1 Setting the District 
 
Click Setup Default District 
 
A drop-down list of all districts in Tanzania then appears 
 

 
 

Fig 2.5 District Selection screen 
 

Select the required district from the list by highlighting it and clicking the button 
named Setup district.  When asked to confirm click Yes. 
 
The computer is now set up to print data collection forms, etc, for the district you 
have selected.  Please note that if it is required to use the computer for another 
district, another installation of the software in another computer directory will be 
required.  
 

2.2.2 Setting the Council Address 
 
Click Set Council Address 
 
Enter the Council contact person’s name, the LGA address and LGA phone number 
to appear on each data collection form.  The example below illustrates this. 
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2.2.3 Setting the default year 
 
The next requirement is to enter the data default year, or the year that the computer 
will automatically assume is the year of the data entered.  Normally this is the year 
that has just passed.  Enter the required year directly in the box shown in Fig 2.4 
 
 

2.2.4 Setting up Health Facilities 
 
Click Setup Health Facilities  
 
The following screen appears: 
 

 
 

Fig 2.5a Health facility setup screen 
 
The screen will display the registered facilities in the district.  Tick the facilities which 
it is required to enter into the system (you can Select All  by clicking the button).  
Click the Import  button to enter all facilities automatically into the system.  Note that 
all are imported to only the ward shown.  After importing, go to the screen described 
in paragraph 2.3.2 below to associate each facility with the correct ward. 

2.2.5 Adding or editing users 
 
Click on the word File  at the top of the screen as shown below.  Select Add User. 
Edit User or Delete User as required. If the user has rights, the following appears: 
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For Add User, the following appears: 
 

 
 

Fig 2.6 Add/edit user screen 
 
User or Logon names or passwords can be changed directly on this screen. 
 
By clicking the Add user  button a user can be added to the system at one of two 
levels: user or supervisor.  User level allows the operator to enter and amend data, 
add facilities and print reports.   
 
Supervisor level operation is required to: 
 
Set the District 
Set the default year 

• Add/amend users 
• Change passwords 
• Create new records 
• Export data  
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2.3 Adding Schools, checking and editing Health Fac ilities, Wards 
and Villages/Mtaa 
 
Having entered the names of all the villages, the next task is to enter the details of 
Primary Schools and edit the ward allocation for Health Facilities. 
 

2.3.1 Adding a School 
From the setup menu (Fig 2.3) select Add/Edit Primary  School . The following 
screen then appears: 
 

 
 

Fig 2.7 Screen for adding a primary school 
 
Enter the name of the school, then the Ministry of Education Identification number 
used for examination purposes.  If this is not known enter a temporary number 
(letters can be used also) until the correct number is known. Note that every school 
must have a different reference number. Enter the other details and then click the 
Add  button to add another school. When finished, click the Return  button to go back 
to the main menu.  If an error is made, click the Delete  button and re-enter the 
details. 
Continue entering details of all the schools for which data is available.  To check all 
the schools entered, click the button labeled School List  at the bottom left of the 
form. 
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2.3.2 Editing ward allocation of Health Facilities 
 
When LGMD is set up for a particular local authority, details of all the registered 
health facilities are automatically entered. However, the actual ward in which the 
facility is located had to be altered manually.  To do this, select Add/Edit  health 
facility . The screen shown in Fig 2.8 appears. 
For each facility, select the appropriate ward from the drop-down list and move on to 
the next facility using the small ► button at the bottom left of the screen.  To add a 
facility which is not listed carry out the following procedure. 
 
The MTUHA reference number, if known, should be entered in the first box.  If it is 
not known, a temporary reference should be used.  This can be a mixture of letters 
and numbers. The reference for each health facility must be different, and a warning 
will be given if the same reference is used. 
 
Once the details are entered, click the Add  button to add another facility, or Return  
to the previous menu. 
To display a full list of facilities entered, click the HF list  button at the bottom left of 
the screen. 
 

 
 

Fig 2.8 Screen for adding health facility 
 

2.3.3 Checking Villages and Mtaa  
 
LGMD automatically enters the names of all the wards and villages/mtaa in the 
selected district.  The names of wards and villages/mtaa should be carefully checked 
after installation.  If any village/mtaa names are wrong or misspelled, you can edit 
them using the method below.  Also you can add any missing villages/mtaa.    
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Please note that the Coordinator should inform PMO- RALG MIS of any errors 
or omissions of villages or wards, by writing to th e Director of MIS, PMORALG, 
or e-mailing full details to:  

 
mis@pmoralg.go.tz  

 
Click Add/edit Village/Mtaa  
 
The screen shown in Fig 2.9 appears: 
 
Enter a number and the name of the village/mtaa.  Use the next number available. (It 
must not be used already). Change wards by clicking the navigation button shown. 

 
 

Fig 2.9 Adding villages and Mtaa 
 
 

 
 

Click here to 
change wards Click here to 

see full list of 
villages/mtaa 
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3 Using LGMD 
 

3.1 Creating Blank Records 
 
Before LGMD can operate and each new year of operation, blank records have to be 
created which then have data entered on them.  Blank records are produced as 
shown in the following table: 
 
Description One record per 
Villages/mtaa data Villages/mtaa 
Ward data Ward 
District data District 
Agriculture data Ward 
Health data Health facility 
Education data School 
Water data District 
Land data District 
Roads data District 

 
To create the required records, go to the Annual Procedures  screen from the 
opening menu and click Create Empty Records . The following screen appears: 
 

 
 

Fig 3.1 Create Records screen 

Chapter 
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Enter the year for the required records (normally the year which has just finished) 
and then click the button below the year box to create annual records.  Note that if 
the records already exist, they will not be over-written, any existing data being 
preserved. 
 
Note that this procedure must be carried out whenever a primary school, health 
facility, village or mtaa is added.  No harm will be done to all the existing records. 
 

3.2 Printing the Data Collection Forms 
 
First check that your computer is set up to print A4 size1. Forms and reports are 
designed for this size of paper.  In order to collect data, a specially-designed form 
has to be printed for each village/mtaa, health facility, school, etc.   These forms are 
coded and there are several options depending on what forms are required. All 
option are accessed from the screen shown in Fig 2.2 by clicking the Annual 
Procedures button.  By selecting the Data collection forms  option, the following 
choices appear: 
 

 
 

 
Fig 3.2 Data collection forms options 

 
 
Village/Mtaa data collection forms 
 
Click the Village/Mtaa data option to get the following: 
 

                                                
1 To set the paper size, click Start/Control Panel/Printers then right-click on the printer used, then left 
click Properties, then Preferences and select A4 as the paper size.  (The actual  steps will vary 
according to the operating system) 
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Fig 3.3 Villages/Mtaa data collection form options  
 
The options are: 
 
• Blank forms without the village/mtaa name (for photocopying if preferred) 
• Forms for each village/mtaa in the entire District 
• Forms for each village/mtaa in a particular ward 
• A form for a specific village/mtaa 
 
The first option gives the collection form shown on the left, and all other options like 
that shown on the right, with the appropriate village/mtaa name. 
 

    
 

Fig 3.4a Village/Mtaa blank data collection form          Fig 3.4b Village/Mtaa specific data collection form 
 
By clicking the Preview  button, the form appears on the screen and actual printing of 
the form can be done by clicking the word File at the very top left of the screen. 
 

 
 

To print 
click the 
word file 
here 
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Note:  Clicking the small printer logo gives less control over what is actually printed 
and may result in unwanted forms being printed. 
 
By selecting one of the other options from the screen in Fig 3.2, any of the other data 
collection forms can be printed.   
 
The forms are designed to be distributed once a year by the LGMD Co-ordinator to 
the Sector Supervisors, who will then distribute them to the respective data providers. 
Full details are given in the LGMD Co-ordinators Instruction Manual. 
 

3.3 Instructions for Data Providers 
In order to ensure that the data gathered on the forms is as accurate as possible, 
printed instructions are available for each form in both Kiswahili and English.  They 
can be previewed and printed from the button labeled Instructions  from the Annual 
Procedures  menu. These should be sent out with the data collection forms to all 
data providers through the Sector Supervisors. 
 

 
 

3.5 Instruction sheet 

3.4 Checking Data Collection forms 
The number of forms distributed for data collection each year for a typical district 
would be around 150 - 300, mainly consisting of the village/mtaa forms.  In order to 
keep track of which forms have been returned and from which data has been entered 
into the computer, a special report can be printed, listing the forms which have not 
been entered into the computer. (See Fig 3.6).  Click Reports/Checks/Missing 
Record Sheets . 
 

Click here 
to print 
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Fig 3.6 Missing data collection form report 

3.5 Entering Data 
When a form is received after completion, the date it was received should be entered 
manually at the top right hand corner in the space provided, marked 'official use only'.  
The initials of the person receiving the form, normally the LGMD Co-ordinator, should 
also be entered. 
 
To access the data input computer screens, click on the button marked Data Input  
on the main menu shown in Fig 2.2.  The following choices are presented: 
 

 
 

Fig 3.7 Data input screen 
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3.5.1 Data entry screens 
 
The computer screens which appear are similar to the data collection form, with the 
extra (coloured) boxes filled in automatically by the computer.  
 

   
 

Fig 3.8 Village/Mtaa Data Input screen 
 
The order for entry of data is: 
 
Date received (yellow box)  - enter the date written in the box in the top right hand 
corner of the data collection form. 
 
 
 
 

 
 
 

Fig 3.9 Detail of village/mtaa data collection form 
 
Completed by  - enter the name of the person whose name is in the box marked 
‘Completed by’. The ‘VEO name’ and 'VEO address’ should be checked and 
changed if necessary.  
 
Other data items: 
Continue to enter the items as the computer cursor moves from box to box.  Note 
that at some points the computer will calculate a total and enter it automatically in a 

Enter this date as 
Date Received 
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blue colored box. When all the data are entered, click return to save the record and 
continue.   
 
In some data input screens, there is a ‘drop-down list as shown in Fig 3.10.  In this 
case, find the code which has been entered on the form and click on it to insert the 
actual name of the item.  For example, if there is a ‘1’ in the first box for the cash 
crops code, click on the small grey box to the right of the item on the screen to drop 
the list of codes and items.  Click the ‘1’ on the list to enter ‘Cotton’ automatically. 
 

 
 

Fig 3.10 Detail of code entry on data input screen 

3.5.2 Checking the data 
When all data are entered, the button at the bottom centre of the screen marked 
Check  (shown in Fig 3.8) should be clicked. This will automatically check for obvious 
errors in the data, such as: 
 
'Number of farming households' is greater than the 'Number of households', which 
would obviously be impossible. 
 
The errors, together with a note of any data items which are missing, are 
automatically displayed and can be printed out if required. A section of a sample 
report is shown in Fig 3.11. 
 

 
 

Fig 3.11 Error report 



LGMD Operating Manual v2.1En 21

3.5.3 Feedback Forms 
 
After checking the data and entering any corrections, it is important to send a 
'feedback' form to send to the person who collected the data. This can be displayed 
by clicking the Feedback form  button at the bottom left of the screen shown in Fig 
3.8. The form for villages/mtaa is shown in Fig 3.12.  The feedback form contains all 
the data entered together with calculated indicators and is designed to be displayed 
in a public place in the village or mtaa to which it refers. If there was an error report, 
and the errors have not been corrected, it should also be sent to the person named 
on the form. 
 

 
 

Fig 3.12 Ward data feedback form 

3.5.4 Other Data Entry 
 
The data for the following sectors are added in the same way as for villages and 
mtaa with appropriate checking and feedback forms: 

 
• Ward data 
• District financial data 
• Education data 
• Health data 
• Agriculture data 
• Water data 
• Roads data 
• Land data  



LGMD Operating Manual v2.1En 22

3.6 Reports 
 
LGMD can produce many reports for different purposes and for different data users. 
 
Click the Reports button on the main menu.  The following screen appears: 

 

 
 

Fig 3.13 Reporting options 
 

3.6.1 Data Display 
 
This button enables the user to view the data collected at the various levels, 
aggregated up to district level.  All sectors are available and all screens have a ‘drill 
down’ facility to display the underlying data. Selecting Village/Mtaa data will show a 
screen with the total aggregated figure for the district. (Fig 3.14)  
 

 
 

Fig 3.14 Aggregated Village/Mtaa data for the district 
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To ‘drill down’ to view the figures for the wards, click on the blue underlined name of 
the district and the details by ward will be displayed (Fig 3.15).  Click on a ward name 
and the details of each village/mtaa in the ward will be shown.   
 

 
 

Fig 3.15 Village/Mtaa data by ward 
 
 
In a similar manner, all the data collected in each sector is available.  Certain data 
items are collected using codes and are displayed separately from the other data 
items in the sector.  The only coded data items are food crops and cash crops in the 
Agriculture sector. 
 
To view the figures for these data items, it is necessary to go to the indicators screen 
described in the next section.  

3.6.2 Indicators 
 
Before the indicator screen is displayed, the program asks if you want to refresh the 
indicators.  When new data has been added, the answer should be ‘Yes’, otherwise 
‘No’. If a positive answer is given, the system enters the 'data warehousing' mode in 
which the hourglass will appear and all the indicators are re-calculated from the basic 
data items.  There will be a delay for a while, the length of which depends on the 
speed of the computer.  It will take at least 40 seconds, and often a lot longer. At the 
end of this time, the following screen will appear temporarily: 
 

 
 

Fig 3.16 Data warehousing screen 
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Once the calculations are complete, the screen will appear like this: 
 

 
 

Fig 3.17 Indicator screen (Poverty indicators) 
 
 
The screens showing the indicators enable the user to ‘drill down’ by double-clicking 
the mouse on the name of the district or ward to see the underlying data. 
 

To print the data displayed at any point, click the   button at the top left of the 
screen.  To view the value of indicators not displayed, use the horizontal ‘scroll bar’ 
shown in Fig 3.18. 
 
A report of highest food crop prices for the district would appear as follows: 
 

 
 

Fig 3.18 Food crop report  
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3.6.3 Indicator Graphs 

Selecting the Graphs option gives the following screen: 
 

 
 

Fig 3.19 Indicator graphs screen 
 
The required sector can then be selected, and the year.  The default year appears for 
convenience. 

Once the sector and year are selected, the appropriate level can be selected from 
the drop-down list.  This automatically displays the available indicators as shown in 
Fig 3.20. 
 

 
 

Fig 3.20 List of available povertry indicators at ward level 
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Select the required indicator and click the Preview button at the bottom of the screen.  
A graph is then displayed similar to the following: 
 

 
 

Fig 3.21 Graph of comparative education indicator at facility level (dummy figures) 
 
By clicking the selections shown in Fig 3.22, different outputs can be obtained: 

� Graph (with or without data) 
� Comparative Table (with or without data)  
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Fig 3.22 Graphical display options 
 
The comparative table output is shown in Fig 3.23. 
 
In addition to selecting the display type, the number of items displayed on the graph 
or in the comparative table can be selected as Top or Least 5, Top or Least 10 or all 
values, using the selectors at the bottom left of the screen. 
 
 
 
 

 
 

Fig 3.23 Comparative table of indicator at ward level 
 

3.6.4 Profiles 
 
The profile reporting option will display either a District or Ward profile similar to that 
shown in Fig 3.24, containing the collected indicators for each sector. 
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Fig 3.24 Sample ward profile 
 
 

3.6.5 Lists 
 
Printed reports of each sector can be pre-viewed with typical lists as shown in Fig 
3.25. 
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Fig 3.25 Village/Mtaa list 
 
 
Similar lists can be pre-viewed or printed for Health Facilities  and Schools  
 
Formulae for Indicators 
 
A multi-page report is available containing a full list of all indicators and their formulae  
Part of the first page is shown in Fig 3.27. 
 

 
 

Fig 3.27 Indicator List 
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3.6.6 Checks 
 
Two options are available, Missing Data Collections forms and Data Validation 
 
Missing data collection forms 
 
In order to discover which particular data collection forms (data forms) are missing, 
click the Missing Record Sheet  button. The report shows what forms have not yet 
been entered into LGMD (see Fig 3.6). 
 
Validation  
 
Validation of the data items in the various sectors can be analyzed for errors and 
omissions.  Clicking the Validation option results in the following screen: 
 

 
 

Fig 3.26 Validation report screen 
 
The operator can choose whether the report will contain errors and/or warnings 
and/or missing data, and sectors are selected individually. 
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3.6.7 Open TSED 
 
Where the Tanzania Socio-Economic Database2 version 3 has been installed on the 
computer, clicking this option opens it and the following screen appears: 
 

 
 

Fig 3.28 TSED opening screen 
 

Enter the sector and the year of the data required and tick the Update TSED and 
Refresh indicators boxes.  Then click Open to start the transfer of data.  This may 
take a long time, as all the indicators are being re-calculated a very large amount of 
data is being transferred ‘behind the scenes’ to TSED. Once the data are transferred, 
TSED opens.   

 
Once the data are transferred, TSED can be used to display the information in any 
form required. 
 

3.7 Forwarding data to Regional Secretariat and PO- RALG, Dodoma 
 
One of the main features of LGMD is the ability to forward data electronically to the 
region and to PO-RALG, Dodoma.  This is done as follows: 
 
Once all the data for the district has been collected, from the Annual Procedures  
screen, click Data Export  to get the following screen: 
 

                                                
2 TSED may be obtained free of charge from the National Bureau of Statistics 
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Fig 3.30 Data Export screen 
 

The name of the default district will appear, and the default year.  Check the Hard 
Disk option, even although e-mail will be used to forward the data. Click Export  and 
the software will display this box: 
 

 
 
The export file containing all the data for the selected year will be stored in the 
following directory: 
 

C:\LGMD\DataExport 
 
The file will be called 
 

LGMD_data_003TZA0010XX0XX_200X.mdb 
 
where X will vary from district to district and year to year. 
 
This file must be sent as soon as possible to two different addresses either as an e-
mail attachment or on a diskette. 
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3.7.1 To send the file as an e-mail attachment: 
 
Open your e-mail as normal and send the file in the  directory above as an e-
mail attachment 3 to PO-RALG headquarters at the following address  
 

mis@poralg.go.tz 
 
Also send the same file to the local authority regional headquarters.  Note the 
address here for future reference: 
 
 
 
   

 
 
 
The source of the data, i.e. the district from which it comes, is contained in code in 
the name of the file itself, but the e-mail should state that it is the annual data from 
LGMD from your district.  In both cases, you must request the recipient to confirm 
receipt of the file.  
 

3.7.2 To send the file by diskette or USB Flash Disk 
 
Copy the file to two new (virus-free) diskettes using Windows Explorer or similar 
method. Label the diskette clearly as LGMD data for 200X from District XXXXX.   
 
a) Send one diskette to: 
 
Regional Planning Officer 
(for the attention of the LGMD Co-ordinator) 
 
at the Regional Headquarters address.  
 
The sender should request the recipient to acknowledge receipt of the diskette. 
 
 
b) Send the other diskette to: 
 
The Director of MIS (LGMD data) 
Prime Minister’s Office, Regional Administration an d Local Government 
Dodoma  
 
The sender should again request the recipient to acknowledge receipt of the diskette. 
 
 
If a ‘Flash Disk’ is available the file can be transferred to it as described above and 
delivered as appropriate. 

                                                
3 The method of sending an attachment will vary according to the actual program used for e-mail.   

 
E-mail Address of Regional Headquarters LGMD co-ordinator 

 
…………………………………@…………….………………………..…………... 
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4 Advanced Procedures 
 

4.1 Direct setup on single workstation 
 
LGMD will run on any reasonably fast computer whether or not Microsoft Access is 
installed on the computer.  If the computer has Microsoft Access 2000, or 97 already 
installed, you can simply copy the following files from the Support sub-directory to the 
directories shown: 
 
c:/LGMD/LGMD.mde 
c:/LGMD/data/LGMD_data.mdb 
c:/LGMD/data/LGMD_local_config.mdb 
c:/LGMD/data/LGMD_net_config.mdb 
c:/LGMD/data/LGMD_area_codes.mdb 
 
You will have to remove the ‘Read only’ attribute by right-clicking on each file, and 
then left-click ‘Properties’. Remove the check mark against ‘Read only’.  

4.2 Setting up LGMD on a network  

 
Ensure that all the computers required to use LGMD have Access 2000 installed. Set 
up LGMD on the main computer which will hold the master data by following the 
standard instructions in chapter 2 or by the direct method described above.   
 
c:/LGMD/LGMD.mdb 
c:/LGMD/data/ LGMD_data.mdb 
c:/LGMD/data/ LGMD_local_config.mdb 
c:/LGMD/data/ LGMD_net_config.mdb 
c:/LGMD/data/ LGMD_area_codes.mdb 
 
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 
 
Go to System Setup/Link Database and link the system to the above files.  Note that 
the file  
 
c:/LGMD/data/ LGMD_local_config.mdb 
 
should remain on the local c: drive. 
 

Chapter 

4 
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Repeat the operation for each workstation which will operate LGMD. 
 

4.3 Creating an icon on the startup screen 
 

If the setup failed to create an icon for LGMD, and one is required, do the 
following: 

• Right click with the mouse on a blank point on the screen 
• Click New, then Shortcut 
• Click Browse, then make 'Files of type' All files 
• Double-click on the Directory c:/LGMD 
• Click 'LGMD.mde', then Open, Next and Finish 

 
If no file name is given, this is the file to open: 
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Appendix A Establishing the Microsoft Access Versio n  
Occasionally, a fault can occur with a certain version of Access.  To assist the 
designers, it may be necessary to ascertain the version on your computer as follows.   
From the drop-down list, click About Microsoft Access.  One of the following 
screens will appear: 
 
 

 
 
 

 
 
 

 
Note that LGMD should not be used where Access 97 is installed. 
 

Appendix 

A 
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Appendix B  Screen Resolution 
 
If you do not see the full LGMD screens you expect to see, the problem is probably 
your screen resolution setting.  To change this, first go to display settings using one 
of the following methods: 
 
 
Method 1 to get to display settings Method 2 to get to display settings 

• Click the Start Button 
• Click “Control Panel” 
• Click “Appearance and Themes” 

and then click “Change the 
Screen Resolution” OR double 
click “Display” (depending on your 
version of windows) 

• Choose the “Settings” tab  
 

• Close or minimise all windows 

programs by clicking the  

minimise buttons or  close 
buttons 

• Right mouse click the desktop 
(background) to view the following 
menu 

 
• Choose properties 
• Choose the “settings” tab 

 
 
 
 
 
 

Appendix 

B 
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Changing the screen resolution 
• You should see a display settings screen similar to this: 
 

 
• Under “Screen Resolution” or “Screen Area“ drag the pointer until it reaches 

1024 by 768: 

 
• Click Apply 
 

 
 

• Click Yes to the message similar to the above 
• Do not be alarmed if your screen goes black for a few seconds while it is re-

adjusting 
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Appendix C - Tutorials 
The following 5 tutorials are designed to enable users to understand how to actually use the software.  
 
They should be used by trainees on their own or as a part of training session led by facilitators. The 
tutorials can be completed over the course of two days. 
 
Hints on how to do the exercises are given at the bottom of the sheets. The hints are deliberately 
printed in small type to encourage trainees to think first about how to do each question. 
 
The content of the five tutorials is as follows. They must be done in the exact sequence shown for 
maximum benefit: 

 
This may vary, depending  on the computer skills of the trainee. The time given  assumes familiarity with the windows operating 

system, the ability to use the mouse, keyboard, and understand, for example how drop-down lists, or pick lists are used.

Appendix 

C 

Tutorial Description  What the trainees will learn Approximate time 
required* 

1 Set up  • How to setup the software for 
particular district, council address 
and default year.   

• How to add/edit users, Primary 
school, health facility and 
village/Mtaa  

2 hours 

2 Data collection forms • How to print data collection and 
instructions forms and creating  blank 
records 

1 hour 

3 Data input • How to enter data into  forms and 
check them for errors or missing 
values 

• How to preview feedback forms 

1 hour 

4 Indicators • How to enter data required for 
different indicators 

• How to display the data , calculate 
and display the indicators 

1 hour 

5 Producing Printed 
reports and 
Validations 

• How to validate data and export it 

• How to preview different forms 

1 hour 
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LGMD Tutorial 1 - Set up 

� 1 Set up LGMD for your district 

� 2 Setup council address 
o 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: 
o Health center 
o Hospital   
o 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 
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LGMD Tutorial 2 - Data Collection Forms 
 

� 1 Print data collection forms for one:- 
o Village (choose village/mtaa for a specific ward then click preview button) 
o Ward  
o District financial  
o Primary School  
o Health facility data - Health center and Dispensary  
o Agricultural data for one ward  
o District Land  
o District water 
o District Road 

� 2 Print the instructions form for one of the following: 
o Village/Mtaa 
o Ward  
o District  
o Education 
o Health 
o Agriculture 
o District Road 
o District Land 
o District water 

 

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

� 4 Print a list of villages and wards: 
o Note any mistakes in names and any missing villages/Mtaa 
o 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  
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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: 
 

 
Click Check  button to view error report 

� 4 from part 3 above, do the following:-  
o Enter ‘25’ and ‘9’ in data item 2 and 8 respectively 
o identify any errors and correct them 
o 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 
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LGMD Tutorial 4-Indicators 
 
�1 Insert the following values for Road indicators: 

o Total length in kilometer of new constructed road 
� MURAM surfaces- 45 
� GRAVEL surfaces - 35 
� TARMAC surfaces - 30 

o Total length in kilometer of rehabilitated road 
� MURAM surfaces - 57 
� GRAVEL surfaces - 50 
� TARMAC surfaces - 90 

o Total length in kilometer under periodic maintenance 
� MURAM surfaces- 47 
� GRAVEL surfaces - 36 
� TARMAC surfaces – 34 

o 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; 
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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 
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LGMD Tutorial 6 – Other procedures 
 
Forwarding data to Regional Secretariat and PMO-RAL G, 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. 

 
 


