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I. Installing KoBoCollect
Step 1: Install KoBoCollect Mobile App
· Go to Google Play store (in Applications) 
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Search for ‘KoBoCollect’
· Download and Install application
Step 2: Direct mobile application to EMMA/ PCMMA Forms
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Open KoboCollect
· Open Settings (Figure 1)
· Settings button is also located Bottom Right of screen
· Scroll to [SERVER SETTINGS] (Figure 2)
· Under [URL], enter: http://kc.humanitarianresponse.info/emma
· Username: emma
· Password: 1
· Under Platform, make sure ‘KoboToolbox or ODK Aggregate’ is selected

Step 3: Set other Application Settings

[AUTO SEND]
· In the settings menu, continue scrolling down until you see AUTO SEND
· Options include to ‘Auto Send with Wi-Fi’ and/or ‘Auto Send with Network’
· Auto Send with Wi-Fi – when checked, this means that the application will synch data as soon as it enters wi-fi connectivity 

· Auto Send with Network – this is relevant if you are using data-enabled SIM cards; if you  want to limit when information is synched, keep this option unchecked 

· If you want to review collected data before sending final versions of forms, keep both of these options unchecked

[USER INTERFACE]
· Select NAVIGATION
· Select ‘Use swipes and buttons’
· Select FONT SIZE (if needed)
· Adjust font size per user preference

· You may want to adjust this depending on your device’s screen size

· Check DEFAULT TO FINALIZED
· Make sure this option is checked

· Go ‘back’ to exit settings & return to KoBo’s main screen


Step 4: Retrieve Blank PCMMA Forms (Figure 3)
· On the main menu, press the ‘Get Blank Form’ button
· Select / check the blank form(s) you would like to retrieve
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Once selected, press ‘Get Selected’ at bottom of screen
II. Completing Mobile Forms
Step 1: Select Blank PCMMA Form (Figure 4)
· On the main menu, press the ‘Fill Blank Form’ button
· Select the form you would like to complete
· If you have multiple mobile data collection apps on your phone (e.g. ODK Collect, Magpi), the device may prompt you to select which application to edit mobile forms with
· If this prompt pops up after you select a form, be sure to select ‘Always Edit with KoBoCollect’
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Step 2: Fill Out Mobile Form
· Once at end of form, make sure the box for ‘Mark form as finalized’ is checked
· ‘Save Form and Exit’
Step 3: Save Completed Mobile Form
· Once at end of form, make sure the box for ‘Mark form as finalized’ is checked
· ‘Save Form and Exit’
Step 4: Send Finalized Data to Server (‘Data Synching’)
· On the main menu, press ‘Send Finalized Form’
· You should receive a confirmation if successful
Step 5: Complete New Form

· Repeat Steps 1 & 4 for every form you complete

Annex I. First-time Phone Setup
Setup Phone
1. On initial device startup, do not setup a Google Account (if prompted)
2. Access phone settings

a. Applications >> Settings
3. Go to Settings >> Display
a. Set screen timeout to 30 seconds (to conserve battery)
4. Go to Settings >> Date and Time
a. Uncheck ‘Automatic’
b. Manually set the date, time, and time zone (e.g. GMT+3)
c. Re-check ‘Automatic’ (‘use network-provided time’)
5. Clean homescreen: remove all application shortcuts and widgets from homescreen.  
a. You can do this by pressing down on an icon and dragging it to ‘X – Remove’ that appears at the top of the screen. 
Setup Network and SIM Card

1. Insert SIM Card
2. Activate SIM Card and Add Balance (MTN)

3. Check data balance of SIM Card (*150*1#); add more credit as needed

4. Text ALL to 575
5. Call *305# to activate data

a. Should get a message stating successfully registered.  If you get an error instead, try dialing the same number again.

6. Setup APN (MTN) – Note these will be different if setting up a SIM Card from a different network



Automatic Configuration Settings (see Step 6 – Setup Network & SIM Card)
In some cases, you will automatically receive network configuration settings immediately after inputting a new SIM

1. View your notifications by swiping / pulling down from the top of screen

2. Select Configuration Settings and install all configuration settings received

3. Go to Settings >> Wireless and Networks >> Mobile Networks >> Access Point Names 

4. Make sure that Airtel Internet (with internet listed in smaller letters) is selected.  Press the circle until highlighted in Green.    Airtel WAP will not work.



Manual Configuration Settings (see Step 6 – Setup Network & SIM Card)
If automatic configuration settings are not received from network…

1. Go to Settings >> Wireless and Networks >> Mobile Networks >> Access Point Names

2. Select the “Menu” button (to the left of the center button on the phone)

3. Select ‘New Access Point Name (APN)’
4. Enter the Name as Airtel Internet

5. Enter internet as the APN 

6. Press the back button

7. Press the grey circle next to the Airtel Internet to select it.  Make sure that the circle is highlighted in Green

8. Verify Network Connectivity

9. Ensure that there is an G, E or H listed in the top-left corner of the phone, next to the phone bars indicating reception

10. Use the browser to navigate to www.google.com


Setup WiFi (if available)

1. Go to Settings >> Wireless and Network Settings >> Wi-Fi Settings

2. Check On Wi-Fi (turn on Wi-Fi)

3. Select the desired Wi-Fi network

4. There should be a WiFi icon next to the phone bars

I. How to Export Raw Data
Step 0: Log-in to Kobo web platform

· Go to https://kobo.humanitarianresponse.info and log-in

· Username: pcmme_ne
· Password: 1
Step 1: Navigate to Data Space (Figure 1)
· Open ‘Settings’ menu
· Click ‘Projects’

· Click Project Title (e.g. Rapid Market Assessment Data Collection)

Step 2: Export Raw Data (Figure 2)

· Click ‘Download Data’ (1)
· Select file type to download:
· XLS
· CSV
· ZIP
· KML (Google maps)
· …wait for export (2)
Step 3: Download Data (Figure 2)
· Download Export by clicking file name (3)
· See Next Section

II. 
Cleaning Raw Data
Step 0: Download and export your data (Section 2, part I)
Step 1: Clean Column Headers
· You’ll note all headers show question IDs with underscores (e.g. type_of_market_actor)

· In order to remove these underscores, press CTRL+F (or ⌘+F on Mac)

· The “Find’ window should appear >> click ‘Replace’

· Fill in the following:

· Find what: _ (single underscore)
· Replace with:  (blank single-space)

· See figure 3
· Click ‘Replace All’ to replace all ‘_’ with ‘ ‘
Step 2: Delete Unnecessary Answer Columns
· Unfortunately, most freely-available mobile data collection platforms
 export all raw data—including technical system information irrelevant to your survey data (See Figure 4)
· In order to keep data organized, delete all answer columns that look unfamiliar and/or do not hold relevance to your final data analysis.

Step 3: Futher Adjustments (optional)
· You can continue editing column headers and/or reordering columns to reflect more readable data as desired

NB: Question IDs in raw form can be difficult to map back to original survey questions, especially when working across a distributed data analysis team. Thus, it may be helpful to create a Question ID key so that someone unfamiliar with the original paper-based form can still decipher what each data column corresponds to and/or is calculating. An example is found in Annex I.
III. Adding Survey Data via Web

Sometimes, you may need to manually enter data using a web-based form rather than synching from a mobile device. This may be the case if your assessment is partially conducted on paper, partially conducted with using mobile data collection. 
To complete web-based surveys in your browser:
Step 0: Find Web-base form

· Repeat Part I, Step 1 (pg 1)
Step 1: Completing Surveys
· Click ‘Enter data in browser’

	Question ID
	Question Label [EN]
	Question Label [FR]
	Source

(From what form?)
	Comments

	market_actor_by_type
	What type of market actor is the interviewee?
	
	
	Can choose from 6 answer options

	precrisis_product_price
	What was the cost of <product> before the shock?
	
	
	

	crisis_price
	What was the current cost of <product> (after the crisis)?
	
	
	

	total_cost_calc
	(hidden calculation)
	(hidden calculation)
	
	Calculates difference between PRECRISIS PRICE and POSTCRISIS PRICE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	NB: Some mobile data collection platforms can automatically generate a version of this key. Look through a product’s technical support documentation to see if the feature is offered. It will likely be considered an export function, labled something like “Form Properties” or “Form Content”.


Annex I. Example Question ID Key

I. Overview of Digital Forms
Most Common Question Types
· Date (opens ‘data-selection widget’ / calendar in mobile form entry)

· Select One (single-select)

· Select Many (checkboxes)

· Number (forces # entry; no text)
· Decimal (forces # entry; if no decimal is entered, a entry will still save with a decimal. Example: 1.0)
· Text (aka Free Text) (Open alphanumeric entry, exactly like normal mobile use or SMS)
· Note (Label) (Displays a label within a form; no input required by reason. This is often used to provide instructions to mobile users and/or to display hidden calculations so a user can confirm accuracy.)
· Acknowledge (Forces mobile user to tick a checkbox to confirm they have read & understood a note.)
· GPS (Captures GPS coordinate on location-enabled devices. Note that certain mobile device models support this functionality better than others.)
Translating Paper to Digital
While digital forms attempt to replicate paper forms as closely as possible, there are obviously some adjustments that must be made to quesionnaires in order to better fit the mobile data collection format. These changes potentially include: readjusting question flow, translating question types to limit free text entry, or separating / combining questionnaires to limit overlapping data entry.

This “translation process” improves as you gain more experience building digital forms and managing mobile deployments as best practices will emerge both in terms of form creation and user training. Specifically on digital form collection, it is important to note that the translation process should be considered very iterative and inclusive of mobile users. 

Prior to collecting data in a live setting, give yourself enough time to thoroughly test all question flows on the mobile form. More importantly, to observe how mobile users enter data upon initial use. Same as paper-based questionnaires, “user feedback” is critical to designing a clear, quality form that people understand and feel confident completing. This is doubly important for “new” mobile users as extra effort should be taken to secure user buy-in, incorporating feeding and ensuring users are comfortable using the new tool on all fronts.

It cannot be stressed how important this step is in the “mobile data collection” process. If digital forms are not constructed properly from onset, it affects both data quality and sustained user adoption. The former obviously makes data analysis that much more cumbersome; the latter means that poorly designed forms (or trainings) discourage use at all user levels—mobile data collector to data analyst.

While the IRC does not have a formal review or quality assurance processes set up for newly translated digital forms, contact your TA or Regional Measurement Action Coordinator (RMAC) for more guidance.

II. Editing Forms in KoBo’s Form Builder
Step 1: Log-in to Kobo web platform
· Go to https://kobo.humanitarianresponse.info and log-in
· Username: emma
· Password: 1

· If you have existing forms, go to Step 2
· If you do not have existing forms, click the green ‘+Add Form’ button located in top right.
Step 2: Navigate to Form
· Click on form name (e.g. Rapid Market Assessment Data Collection)


Step 3: Adding / Editing Questions in Form Builder

· To add a new question, click the blue ‘+’
· This icon only reveals if you hover on the left hand side, between questions
· To edit an existing question, click on the settings ‘gear’ at the top-right of the question box
· Type your question exactly as you want it to appear for a mobile user (e.g. What is today’s date?)
· Click the green ‘+Add Question’ button
· Select question type (see page 1 for descriptions)
Step 4: Refine Question ID & Settings

· Once you’ve selected a question type & added a question, you can refine its settings
· To do so, click the ‘gear’ located at the top-right corner of the question (see below)

· Settings >> Question Options

(A)  Data Column Name

· This refers to the column header associated with this data point; all question IDs follow a syntax where spaces are automatically replaced with underscores ‘_’ 

· (e.g. village_of_birth)

· By default, the name mirrors what you originally typed when prompted while ‘adding a question’ (Step 3). You can adjust this question ID anytime—it does not have to match the question display nor will it change what a mobile user will see.

(B)  Question Hint
(C)  Mandatory Response

GPS question type should also never be ‘required’ in case a user has technical difficulty
(D)  Default Response

(E)  Appearance (Advanced)


Figure 1





Note:


Installation is much smoother if you use Wi-Fi connection (versus mobile data)


If you have old version of KoBo and/or forms on your device, you will need to clear the forms before installation. If this is the case, start with Section I, Step 2.
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If prompted





Note on Server Support:


All data from Kobo Collect is sent to a cloud-based server, accessible through a � HYPERLINK "https://kobo.humanitarianresponse.info" ��web-based platform�


KoBo servers are jointly maintained by OCHA and Harvard Humanitarian Initiative—all troubleshooting and support is provided on an ad hoc, community-level basis. 


To learn more about server support, maintenance, & data security, contact Kobo directly: XXX


For urgent issues with server / data accessibility or if you receive unclear error messages at any points, please contact Kobo directly using their support form or by emailing XXX
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Note: Only follow this guide if you intend to build and/or adapt your own digital forms.
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Why is ‘Data Column Name’ important?


The ‘Data Column Name’ field allows you to edit Question IDs (Section 2, Step XX). If you remember, Question IDs are very important because raw data exports use Question IDs as column headers for survey answers. The clearer these headers are made when constructing a form, the easier it will be to decipher between data points once data is submitted.


So, when should you edit the Question ID via the ‘Data Column Name’ field? Let’s say you’re collecting information about various types of livestock: goats, sheep, and camels. You ask the same base set of questions about all animals. 


In this instance, while the question displays remain the same, you may want to differentiate how the data is saved & organized under answer columns for your data exports. For example, when mobile users select “goat”, the same questions display as they would if they’d selected “camel” – “What was the individual purchase price of the last livestock you sold?” From a data perspective, however, you can futher differentiate between the two by adjusting each Question ID – “purchase_price_camel” , “purchase_price_goat”.
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� KoBo Toolbox & ODK Collect / Ona.io provide data exports in this way.





�Revise per country / mobile network operator


��Revise per country / mobile network operator


��Revise per country / mobile network operator








