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1. DATABASE CONFIGURATION AND INSTALLATION 
 
1. This document complements the PME Database User Guidelines. It explains how the database 
is configured and can be installed, and describes various administrator functions that are available in 
the central database managed by the M&E Officer or System Administrator\1. 
 
A.  Database Characteristics 

2. The PME Database has been developed under MS-Access 2007. It will run on computers with 
Windows as operating system, under MS-Access 2007 and later versions of MS-Access\2. The 
database installer will check if MS-Access is installed on the computer. If this is not the case, Access 
Runtime must be installed to be able to use the database: how to do this is discussed later on. 
 
3. The PME Database consists of two linked files: the file PME Database.accde (the ‘front-end’ 
of the database) and the file PME Data Storage.accdb (the data file or ‘back-end’ of the database)\3. 
The two files are jointly referred to as the PME Database. The PME Database uses various other files, 
for example templates used for exporting tables to Excel.  
 

PME 
Database 

(i)   –  file with Forms and Reports to enter and use data 

(ii)  –  data file which contains all the data in Tables 
 
4. The file PME Data Storage.accdb consists of Tables, and this file will contain all the data that 
is entered into the system. The file PME Data Storage.accdb will itself not be opened. The file 
PME Database.accde consists of the Forms, Queries and Reports that are used to enter, retrieve, 
process, print and export data. Through this file, the file PME Data Storage.accdb is accessed. The file 
PME Database.accde contains no data and there is no need to back it up. Both files will be installed in 
the same folder/directory – where exactly depends on the computer\4. 
 
5. The PME Database has been designed for use on stand-alone computers, it is not an online 
web-enabled system. The database can be installed using a setup file called PME Setup300.exe, which 
can be run from the computer or from a flash drive. The number 300 is a version number which can 
change over time. This setup file or installer will do the following: 

a) create various folders/directories for the database files and install the database files; 
b) install support files, for example templates used to export tables to Excel; 
c) make the folder/directory where the database files are kept ‘trusted’ to prevent security 

warnings every time you open the database; 

                                                   
1 The M&E Officer would normally also be the System Administrator, but in some cases these functions may be 
split, with the M&E Officer focusing on content while another person manages the database. 
2 The database has features that are not compatible with older versions of MS-Access. It has been tested under 
MS-Access 2007, 2010 (32/64 bit), 2013 and 2016 and under Access Runtime (2013). 
3 File extensions such as .accdb and .exe are included in this document, but may not show depending on the 
computer settings. PME Data Storage.accdb may show as only PME Data Storage when you check in This PC 
or My Computer or Windows Explorer. 
4 Right-click the desktop icon and select Open file location to open the folder where the database files are kept. 
The path to the folder where the files are kept would look something like: 
C:\Users\Administrator\AppData\Local\PME Database. 
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d) install four folders in the My Documents folder: (i) the folder PME Backup for backup copies 
of data files; (ii) the folder PME DataFile for exported data files used to set up other 
databases; (iii) the folder PME Forms for data collection forms, and (iv) the folder 
PME Reports where reports and tables will be exported to. 

e) put a shortcut icon  on the desktop to open the database; 
f) put a shortcut on  

 the Start menu  (Windows XP / 7) 

 the Apps menu  (Windows 8 / 10) 
  
6. To install the PME Database, double-click the installer PME Setup300.exe and follow 
instructions. The first thing that is done during setup is to check whether MS-Office and MS-Access 
are installed. The installer also checks if the database has already been installed before. If this is the 
case and the installed version is older, the database can be updated to a newer version.  
 
B.  Installing the Central Administrator Database 
7. When you run the installer PME Setup300.exe, several screens with information will be shown 
including one titled Select the database type: here you must select  when you are 
installing the central database managed by the M&E Officer. There are four different database types 
(see Figure 1). The most basic setup is a project that only has one central database, used by the M&E 
Officer. In addition to the central database, multiple Lead Implementing Agencies and Lead Services 
Providers can each have their own decentralized database. The setup shown in Figure 1 is the most 
complicated setup, with four different database types installed. 

 
 

Figure 1. Database types and linkages 
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8. At this point, you have an empty central database that is ready for use. The database will 
contain general definitions, such as countries, activity status definitions, institution types and an initial 
set of units of measurement. However, it will not yet contain project-specific definitions, such as 
project components, expenditure categories, geographic areas, outputs, outcomes, indicators etc.  The 
next step is to enter all the project-specific definitions, using the > Administrator Options on the 
Dashboard (see Section 9). 

9. To open the database, double-click the desktop icon  and enter a username and password 
on the logon screen (see Section 4). The PME Database can be removed as follows: open the Control 
Panel, click Programs and Features or Uninstall a program, find and select  on the 
list of programs and click . 
 
C.  Installing a Decentralized Database 

10. There are four different database types (see Figure 1). Type 1 is the central administrator 
database that will be used by the M&E Officer. There must always be one central database, which 
should be installed first. After that, three types of decentralized databases can be installed, as needed. 
In principle there is no limit to the number of decentralized databases, but institutions that are 
provided with a database for decentralized data entry should be carefully selected, considering their 
ability to use the database effectively. 

a) Type 2 is a decentralized database to be used by a Lead Service Provider, other Lead 
Implementing Agency or lower-level Management Unit. One database of this type can be 
installed for each institution that will be doing decentralized data entry. At activity and output 
level, this type of database will only contain data entered by the institution using it. 

b) Type 3 is an additional database in the central management unit or institution responsible for 
the project. The purpose is to have one or more additional computers where data can be 
entered, for example by an M&E Assistant. The same can be achieved by installing the PME 
Database on a network\5. This type of database will contain the same information as the central 
administrator database. 

c) Type 4 is a read-only database, for any staff member, department or institution that needs to 
be able to consult data and generate reports, but not enter data. This would be the appropriate 
type of database for an IFAD staff member or Government Officer who is not involved in 
implementation but needs to be informed about progress and results. 

 
 11. A decentralized database can be 
installed by following the steps 
described below. 

a) Open the central administrator 
database. For a Type 2 database, 
the institution that will use the database must first be entered in the Institutions Register. 

b) It is also advisable to enter a username and password for the operator who will be entering 
data in the decentralized database: go to > Administrator Options and click on Add User (see 
Section 4 for more details). 

                                                   
5 To set up the database on a local area network: (i) install a central administrator database on the local computer 
of the M&E Officer or System Administrator, as described in the main text; (ii) copy the data file from the local 
computer to the server, and delete it from the local computer; (iii) open the database on the local computer, click 
Yes to the question whether you are installing a new database, browse to the server location and select the data 
file; (v) install the database on other computers as a general database (without data file), and for each, browse to 
the data file on the server the first time the database is opened. 
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c) Go to > Administrator Options. Where it says Export a data file for another database select the 
database type, for example . 

d) For a Type 2 database, select the institution for which the database will be installed from the 
list, for example . Skip this step for Type 3 and Type 4 databases. 

e) Click Export and read the message about the data file that will be exported. Click Yes to 
continue: there will be a message indicating to which folder the datafile will be copied. Click 
Yes to accept or No to select a different folder. The data file PME Data Storage.accdb will 
then be copied to that folder. 

f) Move the exported data file PME Data Storage.accdb from the specified folder and put it on a 
flash drive. The installer PME Setup300.exe should also be on the flash drive. Take the flash 
drive to the institution where the database should be installed. Alternatively, you can send the 
two files by email to that institution, but then they must clearly understand or be guided how 
to install themselves. 

g) Use PME Setup300.exe to install the database. When the screen titled Select the database type: 
is shown, you must select  . This means the database will be installed without 
data file, so that you can use the data file that was just exported from the central database6. 

h) Open the database using the desktop icon. There will 
be a message saying that the data file was not found: 
click Yes to confirm that you are installing a new 
database. Another message will ask if you have a data 
file: click Yes to confirm. 

i) Browse to the flash disk, find and select the file 
PME Data Storage.accdb and then click . The data file will be copied to the correct 
location and the database will be opened. You can now log on. Note that the abbreviated name 
of the institution using the database will always be shown on the dashboard. 

 
12. When the central administrator database already contains data (activities, outputs etc.) the 
exported data file for a Type 3 and Type 4 database will also contain all that data. For a Type 2 
database, only selected data will be included in the exported data file: 

a) only institutions in the Institutions Register and beneficiary organizations in the Beneficiary 
Organizations Register will be included for which ‘share’  has been ticked; 

b)  only activities in the Annual Planning Register will be included for 
which it has been indicated that they belong to the institution using the 
Type 2 database; 

c) no output level results will be included; 
d) all data at outcome level and all data in the Knowledge Management Register will be 

included. 
 
 
 
 
 
 

                                                   
6 Both for the general database and the administrator database, a 32 bit version will normally be installed 
(MS-Office installations are 32 bit by default). In case a 64 bit version of MS-Office / MS-Access is installed on 
the computer, you can select general database 64 bit or administrator database 64 bit. 
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D.  Access Runtime, Language, Date and Time Settings 

 
13. The PME Database requires MS-Access to work. If MS-Access is not installed on the 
computer, Access Runtime should be installed separately. The installer PME Setup300.exe will warn 
if MS-Access is missing, and offer to open the website\7 where Access Runtime can be downloaded. 
To download and install Access Runtime:  

a) select language 
b) click [Download] 
c) select the correct file\8 to download: 

usually the one starting with 
 

d) click [Next] 
e) download and save the file on your 

computer 
f) find the file on your computer and open it (double-click) 
g) wait for Access Runtime to install (this can take a while) 

 
14. Note that the language settings\9 on a computer influence how dates and numbers are 
displayed. Often, the default setting is English (United States), which causes dates to be displayed as 
mm/dd/yyyy: 6 March 2011 becomes 03/06/2011, which could be interpreted as 3 June 2011. When 
the setting is French, USD 120,377.50 becomes USD 120 377,50. It is recommended to always use the 
date picker    to enter dates, and to enter numbers without formatting: enter 38250 (and not 38 250 
or 38,250) and let the system do the formatting. 
 
15. The computer date and time is used to track when data have been entered or changed, and it 
must be set correctly on all computers where the database is installed. Open the Control Panel and 
click on the Clock, Language and Region → Date and Time to manually adjust the computer’s date 
and/or time, if necessary. Click on Change time zone to check whether the time zone is correct, and 
manually change the time zone, if necessary. Click on the Internet Time tab and make sure that the 
computer automatically synchronizes its clock whenever it is connected to the internet: this is the best 
way to ensure that the date and time are always correct. Every time you open the PME Database, it 
will check if the date and time are correct, but it can only do this if there is internet access.  
 

                                                   
7 Various MS-Office versions do not include Access. In those cases, Microsoft Office Access Runtime must be 
installed. It is recommended to install Microsoft Office Access Runtime 2013, which can be downloaded from 
https://www.microsoft.com/en-us/download/details.aspx?id=39358. It is free and allows you to use (but not 
design) any Access database. 
8 There are 32-bit and 64-bit versions of MS-Office. Normally you will have the default version which is 32-bit, 
in which case the 32-bit version of Access Runtime must be installed: download the file that starts with 

. If a 64-bit version of MS-Office is installed, you must install the 64-bit version of Access 
Runtime: download the file that starts with  . In that case you must also install a 64-bit 
version of the PME Database. To check the MS-Office version, open Word or Excel, click on File – Help and 
look for version: it will show a number like  with 32 or 64-bit between brackets. 
9 To change the settings, open the Control Panel, click on Clock, Region and Language → Region and 
Language, and on Formats tab select the appropriate format: English (United Kingdom) or French (France) or 
Portuguese (Portugal) or another setting appropriate for your county and language. 
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2. SETTING INDICATOR TARGETS 

 
16. Targets for output indicators should be entered as soon as possible after the PME Database has 
been set up, and updated annually. Three types of targets can be entered. The first type is cumulative 
indicator targets derived from the project design documents. Indicators and targets are usually 
scattered and can be found anywhere in the documents, including in the logical framework, the text, 
the annexes and the cost tables. This therefore involves careful analysis of all the design documents: 
you may for example find that an indicator is mentioned more than once with different targets, in 
which case a decision must be made about which target to use. 
 
17. The second type is revised cumulative indicator targets, which are cumulative targets set by 
project management. This may be done at the start of the project for indicators that do not have a 
target in the design documents: in such cases the cumulative indicator target would be zero and the 
revised cumulative indicator target would have a value set by the project. Over time, it may be found 
that for some indicators the cumulative target is unrealistic, or at mid-term review targets may be 
changed, in which case the revised cumulative indicator targets would be given a different value. 
When the PME Database is set up at the beginning of the project, the first step would be to analyze the 
project documents, extract cumulative indicator targets and enter them in the database. At this point, 
the revised cumulative indicator targets would be given the same value. 
 
18. The third type is annual targets for output indicators, which should be defined each year 
during AWPB preparation, and entered in the PME Database. Revised cumulative indicator targets 
could also be reviewed annually and modified if necessary. 
 
19. To enter targets for output indicators, click > Administrator Options on the Dashboard to open 
the Administrator Menu Form and then click Targets to open the Indicator targets Form. This Form 
allows you to enter both annual and cumulative targets, as well as comments related to the targets you 
set. At the top of the Form, you can: 

a) select a project year from the dropdown list Year: this will give you a list with all output 
indicators as shown in Figure 2, with space to enter annual indicator targets for the 
selected project year; 

b) select Cum (for cumulative) from the dropdown list Year: this will give you a list with all 
output indicators, with space to enter cumulative indicator targets derived from the project 
design documents; 

c) select Rev (for revised) from the dropdown list Year: this will give you a list with all 
output indicators, with space to enter revised cumulative indicator targets; 

d) select an indicator from the other dropdown list Indicator: this will give you a list with 
space to enter annual targets for each project year, as well as a cumulative target and 
revised cumulative target, for the selected indicator (see Figure 2). 

 
20. The Form is opened read-only and must be unlocked for editing, by clicking on the ‘key’  
symbol, which changes the Form to data entry mode. Any data that is added or changed in 
data entry mode will be automatically saved as soon as the Form is closed using Close or when you 
move to another Record.  
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21. Annual targets for output indicators must be entered every year as part of the annual planning 
process, and project management must try to define reasonable targets for as many indicators as 
possible. However, when it is impossible to make a reasonable estimate, it is better to leave the target 
as zero than to enter a target that has little basis and may be unrealistic.  
 

 
22. When the unit for an indicator is person (for example, this would apply to all indicators that 
measure ‘people trained’), gender disaggregated targets can be entered for the number of men under 
Target Men and the number of women under Target Women. In all other cases, a single target can be 
entered for the indicator under Target General. For each indicator, a short Comment can be entered to 
explain the target. Annual and cumulative indicator targets are used when an Output indicator 
summary Report is generated and when RIMS indicator data is exported (see user guidelines). In the 
Output indicator summary Report, comments entered with the annual targets for the year for which the 
report is generated are included, as well as comments entered with the revised cumulative targets. 
 

Figure 2. Indicator targets Form for setting annual and cumulative targets 
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3. BACKUP 

 
23. Automatic monthly backup. On every computer where the database is installed, the data file 
is backed up automatically once a month. This is done the first time the database is opened in any 
month, and the backup file then represents the status of the project at the end of the previous month. 
During automatic backup, the data file PME Data Storage.accdb is copied to the folder PME Backup 
in the Documents / My Documents folder on the computer. After it has been copied, the name of that 
backup file is changed to PME Data Storage_xx_yyyy.accdb where xx is a number indicating the 
month and yyyy indicates the year\10. For example, when the database is opened on 4 July 2015, and 
the previous time it was opened was 27 June 2015, the data will represent the status of the project at 
the end of June 2015. In that case the data file will be copied and the copy will be renamed to 

 where 6 refers to June. When the database is not opened at all during July, 
there will be no backup copy for June: when the database is opened in August, a backup file named 
PME Data Storage_7_2015. accdb will be made. 
 
24. Manual backup. The central database, managed by the M&E Officer, is where all data is 
compiled. The administrator functions in this database include the option of manually making a 
backup at any time. Click > Administrator Options on the Dashboard to open the Administrator Menu 
Form. Click Backup to make a backup of the data file. A message will appear asking for confirmation, 
and if you click Yes the data file will be copied. Another message will appear showing where the data 
file was copied to: just like automatic backup, the data file will be copied to the folder PME Backup in 
the My Documents folder on the computer. However, in this case the name of the data file will not be 
changed, it will remain as PME Data Storage.accdb. When you do a manual backup, an existing file 
from a previous manual backup will be replaced. 
 
25. Automatic backup during maintenance. Occasionally, the database will carry out some 
maintenance (compact and repair). Before this is done, a backup is made of the data file, to the same 
folder PME Backup in the My Documents folder on the computer. In this case, the backup copy that is 
made of data file is renamed to PME Data Storage.bak. 
 
26. Automatic backup during data exchange. When the data file is submitted for data exchange 
from a Type 2 or Type 3 Database, a backup is first made of the data file, to the same folder 
PME Backup in the Documents / My Documents folder on the computer. In this case the name of the 
data file will not be changed, it will remain as PME Data Storage.accdb, and an existing backup file 
from a previous data exchange will be replaced. If anything goes wrong during data exchange, you can 
manually copy this data file back to the folder where the database files are kept. 
 
27. All the backup files mentioned above will still be on the computer where the database is 
installed, which is of no use if the hard disk crashes beyond repair, or if the computer is stolen. In 
addition, it is therefore recommended to copy the backup files from the folder PME Backup in the 
Documents / My Documents folder to a removable media (CD/DVD, external hard disk or cloud-
based service for data storage and file sharing (see Section 8).  
 

                                                   
10 As mentioned earlier, file extensions such as .accdb may not show depending on the computer settings: 
PME Data Storage.accdb may show as only PME Data Storage when you check in My Computer. 
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4. USER ACCOUNT MANAGEMENT 

 
28. The PME Database has three types of accounts. A user can only view data, generate reports 
and export data. An operator can also add new records, edit existing data and delete records. In 
addition, the administrator can add or change database definitions and use various administrator 
functions, such as restricting data entry, making manual backups and carrying out data exchange. Each 
account consists of a username, a password and an indication of the type of account: usr for user, opr 
for operator and adm for administrator. 
 
29. When the PME Database is set up the first time, two accounts are created: one account for the 
administrator (adm) and one account for a general user (usr). The username for the administrator will 
be the abbreviated name or acronym of the project followed by admin: for example, sampleadmin or 
vcdpadmin. The username for the general user depends on the language used in the database: for 
English, it is user, for French it will be utilisateur, for Portuguese utilizador and for Spanish usuario. 
 
30. The PME Database has only one adm account, to be used by the M&E Officer. The password 
for the adm account can be changed, but the username cannot be changed. In addition to the general 
user account, the M&E Officer can create other usr accounts: Ms. Ndege, for example, can be given 
her own usr account with username (for example JNdege or Jean.Ndege) and password. However, this 
account would be no different from any other usr account: it can only be used to open the database, 
view data and generate reports. 
 
31. The type of account that is most important and will be most used is the operator (opr) account, 
because operators add, change and delete data. Operator accounts can also be added by the M&E 
Officer at any time on the administrator menu. 
 
32. All the accounts that are created, are shared among all databases during data exchange. When 
an operator or administrator is logged on and adds new records, or changes data or deletes records, the 
account information is used to record when and by whom information was added, changed or 
removed. For any record, it will therefore be possible to see who did the original data entry and when, 
and who made the most recent changes and when. For any record that has been deleted, it is possible 
to see who did the original data entry and when, and who deleted the record and when. Since data 
entry may be done by different people, it is recommended to create opr accounts using the actual 
names of the operators. If J. Ndege is the Livestock Marketing Officer under the project and uses the 
PME Database, JNdege would be preferred as username and not LMO or LMofficer. When J. Ndege 
leaves the project and is replaced by P. Mwangi as the Livestock Marketing Officer, another 
opr account with username Peter.Mwangi would be created. In this way, it will be clear what data was 
added, changed and deleted by J. Ndege, and likewise for P. Mwangi. 
 
33. Click > Administrator Options on the Dashboard to open the Administrator Menu Form. Click 
Add User to add a new usr or opr account. Click Delete User to delete any usr or opr account or to reset 
the password for such an account. Click Change Password to change the password for any usr or opr 
account, or for the adm account. 
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34. When you click Add User, the Form shown in Figure 3 will be opened. To add a new user: 
a) select the User type, user (usr) or operator (opr); 
b) type the User name (the maximum is 20 characters); 
c) enter a password in the type password Field; 
d) re-enter the password in the confirm password Field. 

 
35. Passwords are case-sensitive 
and can include special characters 
such as # and %. The minimum length 
is four characters and the maximum is 
twelve characters. Click Cancel at any 
time to cancel the process and close 
the Form. When you click Save and all 
the required information has been 
entered and is correct, the new user 
account details will be saved 
immediately, a confirmation message 
will appear and the Form will close. 
 
36. When you click Delete User on 
the Administrator Menu Form, a 
similar Form as shown in Figure 3 will 
appear, but with only one Field: select user. Use this Field to select the correct usr or opr account; the 
administrator account cannot be deleted. Click Cancel at any time to close the Form without making 
changes. When you have selected an account and click Delete, a warning message appears asking you 
to confirm that the account should be deleted. If you click Yes, that user account can no longer be 
used. However, some details of the account will remain in the system, to be able to identify which data 
have been entered by that operator.  
 
37. When you click Change Password, a Form with four data Fields will appear, which can be used 
to change or reset the password for a usr, opr or the adm account. To change a password:  

a) Select the account from the select user dropdown list; 
b) Type the old password in the current password Field; 
c) Enter the desired new password in the type password Field; 
d) Re-enter the desired new password in the confirm password Field. 

 
38. Click Cancel at any time to close the Form without making changes. When you click Save and 
all the required information has been entered and is correct, the new password details will be saved 
immediately, a confirmation message will appear and the Form will close. When you have selected an 
account and click Reset, a warning message appears asking you to confirm that the password for that 
account should be reset. Click Yes and the password will be set to 12345.This feature can be used in 
case a password has been lost or forgotten. 
 
39. Anybody using the database can change their password when 
logging on. To do this, type the Username but leave the Password blank; 
click on Change, and make the changes on the Form that appears. 
 

Figure 3. User account management: adding a new account 
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5. REVIEW ERRORS AND DELETED ITEMS 

 
40. Like any software, the database may occasionally encounter problems or errors, which may 
lead to small improvements or larger upgrades over time. To assist in this, the database keeps track of 
any errors that occur.  
 
41. Records can be deleted by different people and in different databases, and records that have 
been deleted in one database will subsequently be deleted in other databases through data exchange. 
To enable the M&E Officer to track what has been deleted, when and by whom, this information is 
recorded in each decentralized database and compiled in the central database during data exchange. 
 
42. To see what errors have occurred, click > Administrator Options on the Dashboard to open the 
Administrator Menu Form and then click Errors. This will open a text file called PMEerrors copy.txt 
where information on any error that occurs is stored. Once this text file has been opened, the 
information can be used to assess the type and frequency of errors. 
 

43. To get an overview of records that have been deleted, click > Administrator Options on the 
Dashboard to open the Administrator Menu Form and then click Deleted. This will open the read-only 
Form shown in Figure 4, with an overview of records that have been deleted. The information about 
each deleted record includes: (i) the register from which it was deleted; (ii) part of the data (for 
example, the description for an activity that was deleted, or the full name for an institution that was 
deleted); (iii) when and by whom the record was originally entered; (iv) when and by whom it was 
deleted. The Form only provides key information about what was deleted, when and by whom, but 
cannot restore deleted records.  
 

 
 
 

Figure 4. Form showing deleted items  
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6. ADD PROJECT YEARS AND CHANGE DATA ENTRY SETTINGS FOR YEARS 

 
44. Click > Administrator Options on the Dashboard to open the Administrator Menu Form and 
then click Years to open the Form shown in Figure 5. This Form allows you to: 

a) disable or enable the Annual Planning Register for a specific year; 
b) disable or enable the Progress with the Plan Register for a specific year; 
c) enter the exchange rate for a year: this is the rate that is used to convert local currency (for 

example ZMW – Kwacha) to foreign currency (USD – United States Dollars); 
d) add a project year, in case the project period is extended. 

 

 
45. Once an AWPB has been approved, it should not be changed except in special cases. A 
revision may be required during the year, but this process should be well managed. To prevent a 
situation in which anyone still changes planned activities and targets when implementation of the 
AWPB is already going on, the administrator can disable data entry in the Annual Planning Register 
for a specific year. To do this, change the Planning setting for that year from enabled to disabled.  
 
46. For years where planning has been disabled, the Add button on the Annual Planning Register 
Form will be disabled to prevent adding of new activities. The arrow buttons to move activities up and 
down will also be disabled. On the Activity Form, the button   to unlock the Form for editing will 
be disabled, and there will be a message at the top of the Form: Planned activities can be viewed but not 
edited for this year. If during the year amendments to the AWPB become necessary and are approved, 
these changes can be made by temporarily changing the setting back to enabled. The enabled/disabled 
settings are copied to all decentralized databases during data exchange. 
 
47. When a year, and implementation of the AWPB for that year, have ended, it may be advisable 
to prevent further changes to the activity monitoring data for that year. To do this, change the 
Monitoring setting for that year from enabled to disabled. When this has been done, no more changes 
can be made for that year to implementation progress details in the Progress with the Plan Register. If 
it becomes necessary to modify the progress information later on, this can be done by temporarily 
changing the setting back to enabled. 
 

Figure 5. Form to manage settings for project years  
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48. For years where monitoring has been disabled, the button   to unlock the Form for editing 
will be disabled on the Progress with the Plan Register Form. At the top right of the Form there will 
be message that says: Editing is not allowed for this year. If during the year amendments to the progress 
information become necessary, these changes can be made by temporarily changing the setting back to 
enabled. Again, the enabled/disabled settings are copied to all decentralized implementing agency and 
service provider databases during data exchange. 
 
49. All financial data, such as activity budget details, and amounts for savings, loans and grants 
must be entered in local currency, for example ZMW (Kwacha) or XOF (CFA Franc). However, 
RIMS reporting to IFAD on indicators such as Value of voluntary savings and Value of infrastructure 
protected from extreme weather events must be in USD. This conversion is made using an exchange 
rate that can be entered for every year. On the Form, the heading of the column with exchange rates 
will look like this: 1 USD = ... ZMW if the local currency is ZMW (Kwacha) and the foreign currency is 
USD (United States Dollars). When the database is set up, the exchange rate for the first year should 
be entered, and the same exchange rate should be entered for all the other years. To change the 
exchange rate for a certain year, simply change the number to reflect the amount of local currency you 
will get for one unit of foreign currency. 
 
50. When the database is set up, the duration of the project is specified (the number of years) as 
well as the first month of the financial year and the first year of implementation. The duration of the 
project can be between four and ten years. If the project period has been defined as six years and a 
one-year extension is decided on at mid-term review, the project period in the database can be 
increased. To do this, click on Add year on the Form shown in Figure 5. A warning message will be 
shown, indicating the current project period and the fact that a year will be added. If you click Yes, a 
year will be added. Be careful: once a year 
has been added, it cannot be removed. 
When a year has been added, various 
Forms where data is entered for project 
years, for example the rating for RIMS 
Level 2 Results, will show an extra year. 
Likewise, Reports and Graphs that show 
results by project year will include the 
extra year. 
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7. DATA EXCHANGE BETWEEN DATABASES 

 
51. If the project uses multiple databases, data exchange must be carried out regularly to share and 
compile new data that have been entered and changes that have been made. It is recommended to do 
this at least once per month. During data exchange the following happens. 

a) Database definitions, such as geographic areas, project components, indicators, status 
definitions, units of measurement and details on database users, are copied from the central 
database to all other databases. This is done to make sure that everybody has the same, and the 
latest, definitions. 

b) All new data entered and changes made to existing data are copied from the decentralized 
databases (Type 2 and Type 3) to the central database. 

c) All data are copied from the central database to other databases (Type 3) in the unit or 
institution responsible for managing the project. 

d) Some selected data are copied from the central database to decentralized databases (Type 2) 
used by Lead Implementing Agencies and Lead Service Providers. 

 
52. As a result, Type 1, Type 3 and Type 4 Databases will have the same data set: all the data for 
the entire project. Type 2 Databases will only have the data entered by the institution using it, plus 
some selected data from other databases (for example, lessons learned in the Knowledge Management 
Register) that are shared among all databases. 
 
53. To carry out data exchange, copies of the data file for decentralized databases (Type 2 or 
Type 3) must be submitted for data exchange. Submitting a data file can be done using a flash drive, 
by sending it as an email attachment, or by using a cloud-based service for data storage and file 
sharing\11. Dropbox offers an easy, user-friendly solution and this is recommended, provided that all 
computers where the database has been installed have internet access. In the remainder of this section, 
it is assumed that Dropbox is installed and used\12.  
 
A.  Procedure for submitting the data file 

from Type 2 and Type 3 Databases 

 54. Click > Data Exchange on the Dashboard 
of the decentralized database. Several messages 
will appear, including one that warns that data 
entry cannot be done in the database until data 
exchange has been completed and the data file 
has been returned.  
 
                                                   
11 For example, Dropbox at https://www.dropbox.com/, Google Drive at https://www.google.com/intl/en/drive/, 
Microsoft OneDrive at https://onedrive.live.com/about/en-gb/ or Box at https://www.box.com/. All these 
services offer a free version, which should be adequate for the purposes of a project. Things to consider when 
selecting such a service include: security of stored data and of data during transmission; storage size limitations; 
reliability and credibility of the service provider; restrictions on file size and/or file extension; restrictions on 
download/upload speed; restrictions on bandwidth per day; and possible expiration of stored files. 
12 Download the Dropbox Installer from https://www.dropbox.com/install. First install Dropbox on the computer 
with the central database: you will have to provide an email address as username and a password. In the Dropbox 
folder, create one folder for each installed database (Type 2 and Type 3). These folders will be used to submit 
the data files. Then install Dropbox on each computer that has a database, using the same username and 
password. 
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55. Another message will show the 
folder to which the data file will be 
copied. The first time it will show the 
My Documents folder as the destination: 
click No, browse and select the 
appropriate folder for the institution in the 
DropBox folder, and click Ok to save it\13. 
Another message will ask you to confirm that the folder you 
selected is correct, after which the data file will be copied to that 
folder. The folder itself will be saved as the destination folder for 
next time, and the database will close. When the computer is 
connected to the internet, Dropbox will now upload the data file 
automatically, and it becomes available to the central database for 
data exchange.  
 
56. The next time you open the Type2 or Type 3 Database, it 
will check if data exchange has been carried out and an updated 
data file has been returned. If this is the case, it will show a 
message saying that data exchange has been completed, that the database has been updated and that 
you can continue with data entry. If not, there will be a message reminding you that data exchange is 
in progress, and asking whether the updated data file has been returned. If data exchange has been 
carried out and the updated data file has been returned, but it is in a different location, click Yes. You 
should then browse and find the updated data file PME Data Storage.accdb. Select it and click Save. 
The database will check if the file is indeed the updated data file, and copy it. You can now log on and 
continue using the database for data entry. 
 
B.  Procedure for adding a new Type 2 or Type 3 Database for data exchange 
57. When a new Type 2 or Type 3 Database has been installed and the data file has been 
submitted for data exchange for the first time, as described above, click > Administrator Options on 
the Dashboard of the central database and click Exchange to open the Data exchange Form. The Form 
will be empty the first time you do this, but later on it will show one or more databases with which 
data exchange will be carried out (see Figure 6). To add a newly installed database, click Add, find the 
Dropbox folder\14 where the data file is kept, select the folder and click Ok. The central database will 
check if the folder actually contains a data file, and if this is the case, it will show the institution 
(abbreviated name, for example LSP/CASS) and the path to the folder (for example 
C:\Users\Admin\Dropbox\LSP SNV Zambia) on the Form. At this point, whenever data exchange is 
carried out, the central database will look in the specified folder for a data file. To remove an 
institution from the list, click on its abbreviated name, click Delete and confirm. 

                                                   
13 If Dropbox is not used, select a folder on the computer where the data file should be copied to. It is 
recommended to create a folder specifically for this purpose. You can then send the data file in that folder to the 
M&E Officer as an email attachment, or copy it to a flash drive and send it that way. 
14 If Dropbox is not used, create and use a separate folder for each institution/database somewhere else, for 
example \My Documents\PME Backup\LSP1, \My Documents\PME Backup\LSP2 etc. Put the data files in those 
folders when they are received via email or on a flash drive. 
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C.  Procedure for carrying out data exchange 

58. The M&E Officer should notify all institutions that use a Type 2 or Type 3 Database to submit 
their data file, preferably on the same day. These files should be received automatically in the 
appropriate Dropbox folders\15. Click > Administrator Options on the Dashboard of the central 
database and click Exchange to open the Data exchange Form. On the Data exchange Form, click 
Exchange to start the data exchange process for all the databases/institutions shown on the Form. Please 
wait while data exchange is carried out: the stages and progress will be shown on the Form, and once 
the process has been completed a message will appear (see Figure 7). 
 

 
 
59. When you click Exchange on the Data exchange Form, the central database first checks: 
(i) whether each of the specified folders contains a data file PME Data Storage.accdb; (ii) whether 
each of those data files is for the institution specified on the list; (iii) whether each data file is of the 
same and correct database version; (iv) whether the file was recently submitted for data exchange, and 
                                                   
15 If the files are received via email or on flash drives, manually copy them to the folders that have been created 
for this purpose.  

Figure 6. Form for data exchange 

initially the Form is empty: databases that will be included in data exchange must be added 

 
five databases have been added: four LSPs and one additional database in the management unit 

 

Figure 7. Progress information and completion of the data exchange progress 
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is not a file that was already updated previously. If any of the folders is empty, contains a wrong file or 
contains a file that has already been updated, a message will appear and the process will be 
cancelled\16. When that happens, all the files that have a problem are greyed out on the list and only the 
correct files remain selected. 
You now know which files can 
be used for data exchange, and 
you can proceed doing data 
exchange with just those files. 
Alternatively, you can wait 
until the other institutions have 
submitted their correct file. 
 
60. During the data exchange process, data are checked and exchanged with each 
institution/database file twice (two cycles). This ensures that data from any database that needs to be 
shared with all implementing institutions is actually copied to all databases. During the data exchange 
process, the following data are checked and copied between databases. 

a) All database definitions in each Type 2 and Type 3 Database file are replaced by the latest 
definitions in the central database. 

b) Information on items that have been deleted is copied from each Type 2 and Type 3 Database 
to the central database. 

c) Details on users are copied between all Type 2 and Type 3 databases and the central database: 
users that have been added, deleted, or for whom the password has been changed. Afterwards, 
each database will contain the details for all users, to be able to identify which records were 
added or changed by whom. 

d) New activities in the Annual Planning Register that are not in the central database are copied 
from all Type 2 and Type 3 databases to the central database. 

e) New activities in the central database that are not in Type 3 databases are copied to the Type 3 
databases. 

f) New activities in the central database for which it has been indicated that they belong to a 
certain institution (Type 2 database), will be copied to the database of that institution. Such 
indications can be made only by the administrator in the central database.  

g) Changes made to existing planned activities that are kept in the central database and in 
decentralized databases (Type 2 and Type 3) are updated. The date and time when records 
were last modified are used to determine which records have the latest data. This includes 
deletion: activities that have been deleted in one database, will also be deleted in the other 
databases. 

h) Data in the Progress with the Plan Register in the central database and the decentralized 
databases (Type 2 and Type 3) are compared and updated. This is the data on progress made 
with implementing planned activities.  The date and time when records were last modified are 
used to determine which records have changed. 

i) All new institutions in the Institutions Register that are not in the central database are copied 
from Type 2 and Type 3 databases to the central database. 

j) All new institutions in the central database that are not in Type 3 databases are copied to the 
Type 3 databases. 

                                                   
16 To check if the file for one particular institution is correct and can be used for data exchange, select that 
institution on the list and click on Ref at the top of the Form. A message will show whether the data file for that 
institution can be used for data exchange, and why not if it cannot be used. 
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k) Selected new institutions in the central database that are not in Type 2 databases are copied to 
the Type 2 databases. This applies only to those institutions that should be shared among all 
databases, which means the ‘share’ Field  has a check mark . 

l) Data in the Institutions Register, for institutions that are both in the central database and in the 
decentralized databases (Type 2 and Type 3) are compared and updated. The date and time 
when records were last modified are used to determine which records have changed. This 
includes deletion: institutions that have been deleted in one database, will also be deleted in 
the other databases. 

m) All new beneficiary organizations in the Beneficiary Organizations Register that are not in the 
central database are copied from Type 2 and Type 3 databases to the central database. 

n) All new beneficiary organizations in the central database that are not in Type 3 databases are 
copied to the Type 3 databases. 

o) Selected new beneficiary organizations in the central database that are not in Type 2 databases 
are copied to the Type 2 databases. This applies to those organizations that should be shared 
among all databases, which means the ‘share’ Field  has a check mark . 

p) Data in the Beneficiary Organizations Register, for beneficiary organizations that are both in 
the central database and in the decentralized databases (Type 2 and Type 3), are compared and 
updated. The date and time when records were last modified are used to determine which 
records have changed. This includes deletion: beneficiary organizations that have been deleted 
in one database, will also be deleted in the other databases. 

q) All new results recorded in the Outputs Register that are not in the central database are copied 
from Type 2 and Type 3 databases to the central database. 

r) All new results in the Outputs Register in the central database that are not in Type 3 Databases 
are copied to the Type 3 Databases. 

s) Data in the Outputs Register, for results that are both in the central database and in the 
decentralized databases (Type 2 and Type 3), are compared and updated. The date and time 
when records were last modified are used to determine which records have changed. This 
includes deletion: results that have been deleted in one database, will also be deleted in the 
other databases. 

t) Data in the Outcomes Register in the central database are copied and replace data on outcome-
level results in the Type 2 and Type 3 Databases. Data entry in the Outcomes Register is only 
done in the central database. 

u) All new lessons learned and stories from the field in the Knowledge Management Register that 
are not in the central database are copied from Type 2 and Type 3 Databases to the central 
Database. 

v) All new lessons learned and stories from the field in the Knowledge Management Register in 
the central database are copied to Type 2 and Type 3 Databases. 

w) Data in the Knowledge Management Register, for lessons learned and stories from the field 
that are both in the central database and in the decentralized databases (Type 2 and Type 3), 
are compared and updated. The date and time when records were last modified are used to 
determine which records have changed. This includes deletion: records that have been deleted 
in one database, will also be deleted in the other databases. 

 
61. When data exchange is complete, the updated files for Type 2 and Type 3 Databases will be 
distributed automatically via Dropbox. If this procedure is well planned, it can easily be completed in 
one day, including receiving the files, doing data exchange, and returning the files. 
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D.  Procedure for distributing the data file to Type 4 Databases 

62. Type 4 Databases contain the same information as the central database, but they are only used 
to consult data. Each time this type of database is opened, it checks in a specific folder whether an 
updated data file is available, and copies the new data file if one is found. When a new Type 4 
Database has just been installed, this folder will be the My Document folder. To change this folder to a 
Dropbox folder, click > Update on the Dashboard, click No, find and select the desired Dropbox folder 
and click Ok.\17  
 
63.  To distribute an updated data file from the central database after data exchange, click 
> Administrator Options to open the Administrator menu, select    and click on 
Export. A message will appear showing to which folder the data file will be copied. If this folder is 
correct, click Yes and the data file will be copied. To change the folder, click No, find and select the 
desired Dropbox folder and click Ok. The data file will be copied to the specified folder, and will be 
automatically uploaded by Dropbox when the computer is connected to the internet. If the same 
Dropbox folder has been specified as the source for updated data files in the Type 4 Database, it will 
automatically be found and used the next time that Type 4 Database is opened\18. 
 
64. Several implications of how data is exchanged are important to note. First, the central 
database, as well as Type 3 and Type 4 Databases, will contain all the data from all databases. Type 2 
Databases will only contain the data they have entered themselves, plus information that is shared 
between all databases (selected institutions, selected beneficiary organizations, and all lessons learned 
and stories from the field). Second, some duplication may creep into the system. For example, if two 
Lead Implementing Agencies both enter a certain NGO in the Institutions Register, that NGO will 
exist twice in the system after data is exchanged, as two different records/organizations. This is not 
likely to happen often, but it is good to be aware of the possibility. Third, if the same Record is edited 
in two different databases, the latest changes made will be copied. For example, if budget details for a 
planned activity are changed on 17 May by the management unit, and changes are made to the same 
activity by Institution X on 22 May, the changes made by the management unit on 17 May will be lost 
during data exchange and the changes made by Institution X will be copied. 
 

                                                   
17 If Dropbox is not used and the data file is distributed via email, flash drive or in some other way, create and 
select a folder where the data file will be kept after it has been received. 
18 If Dropbox is not used, create and select a folder where the central database should copy the updated data file 
to. From there, send the data file to persons and institution that use a Type 4 Database, via email, on a flash drive 
or using another cloud-based service. 
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8. DATABASE DEFINITIONS 

 
65. The PME Database has standard definitions and project-specific definitions (see Table 1). 
Standard definitions are inbuilt and are the same for every project, for example institution types. 
Project-specific definitions, for example project components, must be entered as soon as the central 
database has been installed, and before any decentralized database is installed. Standard definitions are 
included in four languages: English, French, Portuguese and Spanish\19. Standard definitions can be 
deleted and replaced, if needed\20. Project-specific definitions are not multi-lingual and must be 
entered in the language that has been selected for the database, the same language that is used to enter 
data. The system is flexible in the sense that the M&E Officer can add or change most definitions. 
This must be done carefully, because it is possible to make changes that cause the database to present 
incorrect information. 
 
Table 1. Standard definitions and project-specific definitions 

Standard Definitions Project-specific Definitions 
 Institution types  Components  Geographic areas 
 Activity status definitions  Sub-components *  Geographic sub-areas * 
 Group status definitions  Expenditure categories  Commodities (value chains) * 
 Result status definitions  Expenditure sub-categories *  Activity groups (main types) * 
 Units of measurement  Financiers  Activity types (sub-types) * 
 RIMS Level 1 indicators  Costcodes (level  1) *  Project outputs 
 RIMS Level 2 result statements  Costcodes (level  2) *  Output indicators 
 RIMS Level 2 ratings +  Costcodes (level  3) *  Result milestones 
 Countries and currencies +  Costcodes (level  4) *  Project objectives/outcomes 
  Costcodes (level  5) *  Outcome indicators 

+ not available for editing * may not be available, depending on how the database was set up 

 
66. To add, change or delete definitions 
click > Administrator Options, which opens the 
Administrator menu. Select the definition type 
from the list of definitions and then click 
Add/Edit (see Figure 8). This will open a Form 
showing the selected type of definitions. The 
Forms have a common design (see Figure 9), 
with some variation depending on the type of 
definitions. The Forms are all opened in read-only mode, and need to be unlocked before data can be 
edited by clicking on the ‘key’  symbol. The Form then changes to data entry mode. Click on the 
‘lock’  symbol to go back to read-only mode. 
 

                                                   
19 The exception is IFAD RIMS Indicators, which are available in English, French and Spanish but not in 
Portuguese. If the language for the PME Database is Portuguese, the English RIMS indicators are used. 
20 Some standard definitions, for example selected units of measurement which are used for RIMS indicators, 
cannot be deleted. 

Figure 8. Selecting the type of database definitions 
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67. In data entry mode, new definitions can be added at the bottom of the Form. You will be asked 
to confirm before the new definition is added. When you edit an existing definition, changes made will 
be saved automatically when you close the Form or move to another Record. An existing definition 
can be deleted by clicking on Delete. However, if the definition has been used in one or more registers 
there will be a message saying that the definition cannot be deleted. The order in which definitions are 
shown in dropdown lists on Forms is determined by the sort numbers. In read-only mode, definitions 
can be moved up and down in the list using the Move record up  or down  buttons. Sort numbers 
are added and modified automatically. 

 
A.  Project components and sub-components  

68. The various definitions Forms will now be discussed in detail. The first project-specific 
definition type on the Administrator Menu is project components. Click on Component and then click 
Add/Edit to open the Definitions Form for project components. The Form has three columns: sort 
number, Code/number and Component name. Sort numbers are added and updated automatically. To 
add, edit or delete a project component, click  to enter data entry mode. Project components can 
now be entered. Decide on a numbering system for the components, for example Component 1, 2, 3 
etc. or Component A, B, C, etc. Enter these data in the Code/number Field and type the names of the 
components in the Component name Field. 
 
69. The second project-specific definition type is sub-components. Not every project has sub-
components, but if it does they can be entered by clicking on Sub-component and then clicking 
Add/Edit. A sub-component must always be linked to a component: first select the component from the 
dropdown list Select component: . Any sub-components that were previously entered will be 
displayed (see Figure 10). To add, edit or delete sub-components, click . Decide on a numbering 
system for the sub-components, for example Sub-component 1a, 1b, 1c etc. or Sub-component 1.1, 
1.2, 1.3 etc. or Sub-component A1, A2, A3, etc. The Form has four columns: sort number, 
Code/number and Sub-component name and Component. Sort numbers and the component reference are 
added and updated automatically. Enter the appropriate data in the Code/number Field and type the 
names of the sub-components in the Sub-component name Field. To add/edit sub-components under a 
different component, click the  symbol, select another component using Select component: , 
and then click the  symbol. 
 

Figure 9. Example of a Form to add, edit and delete definitions (financiers) 
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70. If the project only has components, the dropdown list on Forms (for example on the Annual 
Planning Register) will show components. If the project has components and sub-components, the 
dropdown lists on Forms will show sub-components. If the project has components and sub-
components, but not all components have sub-components, the components without sub-components 
should have their description repeated as sub-component (see the example below). 

Component Sub-component 

1. Horticulture 
1.1 Rehabilitation and expansion of irrigation schemes 
1.2 Improving market-oriented production of horticultural crops 
1.3 Strengthening linkages between horticultural producers and markets 

2. Cassava 2.1 Improving cassava production and farmer organization 
2.2 Strengthening input and output market linkages 

3. Institutional Support and 
Project Management 

This component does not have sub-components. In the database, enter: 
3.1 Institutional Support and Project Management 

B.  Categories of expenditure  
71. To add or edit expenditure categories of the project, click Category of expenditure and then 
click Add/Edit. The Form has three columns: sort number, Code/number and Category name. Sort 
numbers are updated automatically. The numbers and names of expenditure categories can be found in 
the Financing Agreement. Enter these in the Code/number Field, and type the names of the expenditure 
categories in the Category name Field. 
 
72. The next project-specific definition type on the list 
is sub-categories of expenditure. In most cases the 
Financing Agreement does not have sub-categories and sub-
categories will not be used. However, when the Financing 
Agreement does have sub-categories, or when the project 
wants to be more specific\21, these can be entered. It is recommended to use the same approach as in 
the financial management system of the project. Click on Sub-category of expenditure and then click 
Add/Edit. A sub-category must always be linked to a category, so first select the category from the 
dropdown list Select category: . Any sub-categories that were previously entered will be 
displayed. Decide on a numbering system for the sub-categories, for example Sub-category IIIa, IIIb, 
IIIc, etc. or Sub-category III.1, III.2, III.3 etc. The Form has four columns: sort number, Code/number 
and Sub-category name and Category. Sort numbers and the category reference are updated 
automatically. Enter the appropriate data in the Code/number Field and type the names of the sub-
categories in the Sub-category name Field. To add/edit sub-categories under a different category, click 
the  symbol, select another category using Select category: , and then click the  symbol. 
 
                                                   
21 For example, the project may want to break down an expenditure category such as IV. Training, workshops 
and studies into three sub-categories: IVa. training, IVb. workshops and IVc. studies. 

Figure 10. Form to add, edit and delete sub-components 
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73. If the project only has categories, the dropdown list on the Annual Planning Register will 
show categories. If the project has categories and sub-categories, the dropdown list will show sub-
categories. If the project has categories and sub-categories, but not all categories have sub-categories, 
those categories without sub-categories should have their description repeated as sub-category, as 
shown in the example below. 

Category Sub-category 

I. Civil works This category does not have 
sub-categories. 

→ in the database, enter as sub-category: 
Ia. Civil works 

II. Vehicles, 
equipment 
and materials 

This category does not have 
sub-categories. 

→ in the database, enter as sub-category: 
IIa. Vehicles, equipment and materials 
Alternatively, create your own sub-categories, for example: 
IIa. Vehicles 
IIb. Equipment and materials 

III. Training, 
TA and 
studies 

This category does not have 
sub-categories. 

→ in the database, enter as sub-category: 
IIIa. Training, TA and studies 
Alternatively, create your own sub-categories 

IV. Recurrent 
costs 

IVa. Salaries 
→ enter these three sub-categories in the database. IVb. Allowances 

IVc. Incremental operating costs 
  
C.  Financiers 

74. To add or edit financiers of the project, click Financiers and then click Add/Edit. The Form has 
only two columns: sort number and Financier name. Sort numbers are updated automatically. Type the 
names of the financiers of the project expenditure in the categories Financier name Field. The maximum 
number that can be entered is 10 financiers. 
 
D.  Cost codes 
75. The PME Database can use cost codes when budget details are entered for planned activities. 
These project-specific codes may be defined by the project itself, or may be government cost codes 
that the project uses to submit budget information to government\22. Cost code systems can vary, and 
provision has been made for up to five levels of cost codes. The highest level of cost codes (Level 1) 
should always be entered first, followed by lower levels if applicable. To add or edit a top-level 
cost code, click Costcode Level 1 and then click Add/Edit. The Form has three columns: sort number, 
Code/number and Costcode (level 1). Sort numbers are updated automatically. Use the Code/number 
Field to enter the numbers or codes used for different cost items. Type the description of the cost items 
in the Costcode (level 1) Field. The use of cost codes is optional. For projects that do not use cost codes, 
a default ‘cost code’ will be shown when entering budget details by quarter: 0 not specified. 
 
76. To enter a second-level cost code, click on Costcode Level 2 and then click Add/Edit. A 
second-level cost code must always be linked to a first-level cost code: select the first-level cost code 
from the dropdown list Select costcode level 1: . Any second-level cost codes that were 
previously entered will be displayed. The Form has four columns: sort number, Code/number, 
Costcode (level 2) and Linked to costcode level 1. Sort numbers and the reference to costcode level 1 are 
updated automatically. Enter the appropriate data in the Code/number Field and type the names of the 
second-level cost codes in the Costcode (level 2) Field. To add/edit second-level cost codes under a 
different first-level cost code, click the  symbol, select another first-level cost code using 

                                                   
22 The Government of Mozambique, for example, uses a system of cost codes with four levels in which the cost 
code 121005 is built up as follows: 1 Current expenditure → 12 Goods and services →  121 Goods →  
121005 Office supplies (consumables). 
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Select costcode level 1: , and then click the  symbol. The procedure described in this 
paragraph applies in the same way to third-level cost codes, fourth-level cost codes and fifth-level cost 
codes. 
 
E.  Geographic areas 
77. The project can use up to two levels of geographic areas in the PME Database, for example 
Provinces and Districts, or Regions (Régions) and Divisions (Départements), or States and Local 
Government Areas (LGA). To add or edit a main geographic area of the project, click Geographic 
area and then click Add/Edit. The Form has only two columns: sort number and Name of the area. Sort 
numbers are added and updated automatically. Enter the names of the regions, provinces, states or 
whatever main geographic area is used by the project in the Name of the area Field. 
 
78. Projects that use two levels of geographic area can enter geographic sub-areas. Click on 
Geographic sub-area and then click Add/Edit. A sub-area must always be linked to a main area: to add 
or edit sub-areas, first select the main area from the dropdown list Select area: . Any sub-areas 
that were previously entered will be displayed. The Form has three columns: sort number, Name of sub-
area and Linked to main area. Sort numbers and the reference to a main area are updated automatically. 
Enter the names for the geographic sub-areas in the Name of sub-area Field. To add/edit sub-areas 
under a different main area, click the  symbol, select another area using Select area: , and 
then click the  symbol. 
 
F.  Value chains 

79. For projects that want to link activities and results to value chains, these can be entered by 
clicking on Commodity value chain and then clicking Add/Edit. The Form has three columns: sort 
number, Short name and Value chain description. Sort numbers are updated automatically. Type the short 
name or title of the value chain, for example Livestock, in the Short name Field. A more detailed 
description of the value chain can be typed in the Value chain description Field, for example Goats, 
sheep and pigs. 
 
G.  Institution types and beneficiary organizations 
80. The first set of standard definitions is institution types. Click Institution types and then click 
Add/Edit to open the Form shown in Figure 11. The Description column shows 20 standard institution 
types that each project will start with\23. This list of institution types has been entered four times, in 
English, French, Portuguese and Spanish. These definitions cannot be edited, but institution types can 
be deleted and others can be added. Click the  symbol to delete or add an institution type. When 
you add an institution type in one language, for example the institution type millers in 
English, the same will be copied into the other language lists. Change the language and 
translate the new institution type as appropriate for those other languages. 

                                                   
23 In English, the predefined institution types are: 1. contractor; 2. supplier of goods; 3. service provider 
(private); 4. service provider NGO; 5. other service provider; 6. input supplier; 7. agro-dealer; 8. trader; 
9. processor; 10. transporter; 11. other enterprise; 12. commodity organization; 13. financial institution; 
14. research institution; 15. development agency/project; 16. government agency/project; 17. donor/financier; 
18. other apex organization; 19. project management; 20. other institution. 
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81. The Form shown in Figure 11 can also be used to enter beneficiary organization types. Use 
Select: to change from 1. Institution types to 2. Farmer organization types. These are project-specific 
definitions of the types of beneficiary organizations the project works with. They are used in the 
Beneficiary Organizations Register. The Form has five columns: Sort number, Description, 
Ind1 (FOs Supported), Ind2 (FO members) and Ind3 (women leadership). To add a new type of organization, 
unlock the Form for editing and enter the type of beneficiary organization in the Description Field, for 
example Grain Producers Association or Community Savings Club.  
 
82. The three other Fields can be used to link a beneficiary organization type to indicators. When 
you do this, these indicators will be selected automatically every time a new organization is entered in 
the Beneficiary Organizations Register. Provision has been made for three indicators in line with the 
three indicators that are used in IFAD RIMS for beneficiary organizations: (i) Groups 
formed/strengthened (number); (ii) People in groups formed/strengthened (male/female); (iii) Groups 
with women in leadership position (number). Project-specific indicators must be entered as output 
indicators (described further on), linked to the result type farmer organizations and linked to IFAD 
RIMS indicators. Those project-specific indicators can then be selected from the dropdown lists 
Ind1 (FOs Supported), Ind2 (FO members) and Ind3 (women leadership). An example is shown below. 

 
Description  Ind1 (FOs Supported) Ind2 (FO members) Ind3 (women leadership) 
Community 
Savings 
Club 

linked to project-
specific output 
indicators 

Community savings 
clubs supported  

Members of community 
savings clubs 

Community savings clubs 
with women leaders 

 
linked to these 
IFAD RIMS 
indicators 

Saving and credit groups 
formed/strengthened 

People in saving and credit 
groups formed/strengthened 

Saving and credit groups 
with women in leadership 
position 

 

Figure 11. Form to add, edit and delete institution types 

 



PME Database Administrator Guidelines 

26 
 

H.  Activity types 

83. The project can use up to two levels of activity types: in the PME Database, these 
are referred to as broader activity groups and more detailed activity types. Activity types 
consist of codes with general activity descriptions, and they are used in the Annual Planning Register. 
Such codes are often used in financial software, to enter expenditure information by activity type, and 
they can be included in the PME Database to facilitate comparing financial progress (expenditure) and 
physical progress (implementation 
progress and results). Activity groups 
fall under sub-components, or under 
components if the project doesn’t have 
sub-components.  
 
84. To add or edit an activity group, click Activity group and then click Add/Edit. An activity 
group must always be linked to a sub-component or component. First select the (sub)component from 
the dropdown list Select sub-component:  or Select component: . Any activity groups that 
were previously entered under that (sub)component will be displayed. The Form has four columns: 
sort number, Code/number, Activity group name/description and Link to sub-component (or Link to 
component). Sort numbers and the link to (sub)components are updated automatically. Decide on a 
coding system (see the example in the previous paragraph), enter the appropriate codes in the 
Code/number Field and enter activity group descriptions in the Activity group name/description Field. 
 
85. Projects that use two levels of activity types can enter the second level by clicking Activity 
type and then clicking Add/Edit. An activity type must always be linked to an activity group, so first 
select the activity group from the dropdown list Select activity group: . Any activity types that 
were previously entered will be displayed. The Form has four columns: sort number, Code/number, 
Activity type name/description and Linked to activity group. Sort numbers and the links to activity groups 
are updated automatically. Enter the appropriate codes in the Code/number Field and enter the activity 
type descriptions in the Activity type name/description Field. 
 
I.  Activity status definitions 

86. The second set of standard definitions is activity status definitions. These are used in the 
Progress with the Plan Register to indicate the status of activities using standard descriptions. Click 
Activity status definitions and then click Add/Edit. The Description column shows the eight standard 
definitions\24 that each project will start with. This list of definitions has been entered four times, in 
English, French, Portuguese and Spanish. These definitions cannot be edited, but they can be deleted 
and others can be added. Click the  symbol to unlock the Form for editing, and you can add new 
definitions, or use Delete to remove existing definitions. When you add an activity status 
definition in one language, the same will copied into the other languages. Change the 
language and translate the new definitions as appropriate for those other languages. 
 
 
                                                   
24 In English, the predefined options are that an activity is: 1. not yet due (for example, planned to start in the 
third quarter of the year while it is now the first quarter); 2. due but not started (it should have started, but it has 
not started); 3. ongoing and on schedule; 4. ongoing but behind schedule; 5. postponed, not completed (the 
activity had not started and was postponed until later, or the activity started, was stopped and postponed until 
later); 6. cancelled, not completed (the activity may or may not have started, but was permanently cancelled); 
7. partially completed (the year has ended, the activity target was only partly achieved) and 8. fully completed. 
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J.  Project outputs and output indicators 

87. Project outputs are linked to sub-components, or to components if the project does not have 
sub-components. To add or edit a project output, click Output and then click Add/Edit. First select the 
(sub)component from the dropdown list Select sub-component:  or Select component: . 
Any outputs that were previously entered under that (sub)component will be displayed. The Form has 
four columns: sort number, Code/number, Output and Linked to sub-component (or Linked to component). 
Sort numbers and the link to (sub)components are updated automatically. Decide on a coding system 
for the outputs, for example 1a1, 1a2, 1a3 etc. or 1.1.1, 1.1.2, 1.1.3 etc. Enter the appropriate codes in 
the Code/number Field and enter output descriptions in the Output Field.  
 
88. Output indicators are used to measure direct results of a project. In RIMS terminology, they 
are used to measure first level results. Output indicators are linked to project outputs, but are also 
linked to result types and to RIMS indicators. To add or edit an output indicator, click Output 
indicators and then click Add/Edit. First select the output from the dropdown list Select output: . 
Any indicators that were previously entered under that output will be displayed. The Form has eight 
columns. The first two columns, sort number and output are automatically updated. Use the third 
column, Output indicators, to type the full indicator description. In the fourth column, Unit, you must 
select the unit of measurement for the indicator from the options on the dropdown list. In the fifth 
column, Type, you must select a result type from using the dropdown list. The options are as follows. 

a) Institutions. Select this option if the indicator measures institutions as a result, for example, 
Financial institutions participating in the project or Commodity organizations supported. The 
indicator will be available only in the Institutions Register. 

b) Farmer organizations. Select this option if the indicator measures an aspect of beneficiary 
organizations, for example: Community savings clubs supported or Members of community 
savings clubs or Community savings clubs with women leaders. The indicator will be available 
only in the Beneficiary Organizations Register. These indicators can be linked to a type of 
beneficiary organization (this was already mentioned under definitions for institution types). 

c) Training / capacity building. Select this option for any indicator that measures transfer of 
knowledge and skills to the target group or other stakeholders, through formal classroom-
based training, on-the-job training, Farmer Field Schools (FFS), study tours, demonstrations, 
Business Development Services (BDS) and other forms of coaching or mentoring, etc. In most 
cases, it will start with People trained in ... The indicator will be available in the Outputs 
Register under the result type training/capacity building. 

d) Infrastructure / facilities. Select this option for any indicator that measures ‘hardware’ that is 
built, improved or put in place by the project, such as access roads, storage facilities, 
processing facilities, rural markets, input supply or agro-vet stores, market outlets, water 
points, agricultural equipment and machinery, irrigation systems, livestock pens and sheds, 
social infrastructure, etc. The indicator will be available in the Outputs Register under the 
result type infrastructure/facilities. 

e) Financial services. Select this option for indicators that measure loans, grants or other types of 
financial services provided under the project to the target group or key stakeholders, usually 
for investment or working capital. The indicator will be available in the Outputs Register 
under the result type financial services. 

f) Other results. Select this option for indicators that cannot fit under any of the result types 
mentioned above. The indicator will be available in the Outputs Register under other results. 
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89. The fifth column, RIMS Indicator, can be used to link the project-specific output indicator to a 
standard RIMS Level 1 indicator. The project-specific indicators will usually be more detailed, for 
example shade houses established, while the RIMS indicator will be more general, for example other 
productive infrastructure constructed/rehabilitated. There will not always be a relevant RIMS 
indicator: for example, the project-specific indicator grain producers associations that have secured 
contracts or other formal marketing arrangements does not have an equivalent RIMS indicator. The 
sixth column, RIMS Outreach, can be used to link the project-specific indicator to a RIMS Level 1 
indicator for total outreach. These indicators are used to estimate the total outreach of the project in 
terms of total number of benefitting persons, households, groups or communities\25. Reporting on total 
outreach is mandatory. This setup means that project implementers only have to collect and enter data 
for project-specific indicators. Reporting on RIMS Level 1 indicators and on total outreach is done 
automatically, using the linkages described here. 
 
90. The sixth and last column, Status, can be used to exclude an indicator from reports by setting it 
to zero. This can be useful during the initial years when there are no targets or results for certain 
indicators. The Status indication also determines how indicator totals are calculated.  

a) If the status is 1, the annual result for an indicator is the sum of all results that have been 
entered for that indicator during a certain year. The cumulative result is the sum of all results 
in that year and in all previous years. This could be used, for example, for roads rehabilitated 
(km). When data for six roads, rehabilitated during 2016, have been entered in the database, 
the annual result for 2016 is the sum of the km for those six roads. The cumulative total is the 
annual total plus the km for all roads rehabilitated during previous years. 

b) If the status is 2, the annual result for an indicator is also the sum of all results that have been 
entered for that indicator during a certain year. For the cumulative result, however, the latest 
achievement is used, which means the cumulative result is the same as the annual result. This 
could be used, for example, for dropouts (person), the people who leave savings and credit 
groups for various reasons. When the number of dropouts during 2016 is entered for 200 
savings and credit groups, the annual result is the sum of those dropouts. The cumulative total 
is the same: this is the level of dropouts that has been reached by 2016, which is more relevant 
than the total number of dropouts over multiple years. 

c) If the status is 3, the annual result for an indicator is also the sum of all results that have been 
entered for that indicator during a certain year. For these indicators, a cumulative result is not 
calculated. This would be used when neither the sum for all years (status 1), nor the total for 
the current year (status 2), would make sense as a cumulative result. 

d) If the status is 4, the annual result for an indicator is the average of all results that have been 
entered for that indicator during a certain year. The cumulative result is the average of all 
results in that year and in all previous years. This could be used, for example, for the indicator 
growth of the loan portfolio (%). When data for several financial institutions have been 
entered, the annual result would be the average of the percentages entered for 2016. The 
cumulative result would be the average growth during the current and all previous years. 

e) If the status is 5, the annual result for an indicator is also the average of all results that have 
been entered for that indicator during a certain year. For the cumulative result, however, the 
latest achievement is used: the cumulative result is therefore the same as the annual result. 
This could be used, for example, for rice yields (mt/ha). When data on yields in 15 districts 

                                                   
25 The four RIMS indicators of total outreach are: people receiving project services; households receiving project 
services; groups receiving project services; communities receiving project services. Which of these indicators 
will be used must be decided when the PM&E system for the project is set up. 
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have been entered in the database for 2016, the annual result is the average of the yields in 
those 15 districts. The cumulative result is the latest achievement in terms of rice yields, also 
the average for 2016. 

f) If the status is 6, the annual result for an indicator is also the average of all results that have 
been entered for that indicator during a certain year. For these indicators, a cumulative result is 
not calculated. This would be used when neither the average for all years (status 4), nor the 
average for the current year (status 5), would make sense as a cumulative result. 

 
91. An important point to note is that the unit of measurement is used to decide whether data 
should be entered gender-disaggregated or not. If you select the unit person for an indicator, there will 
always be two Fields to enter data for men and women separately. If you select any other unit, there 
will be only one Field to enter data. Data that are entered using the local currency as unit, for example 
ZMW (Kwacha), will be converted to United States Dollars (USD) for RIMS reporting, using 
exchange rates entered in the system (see Section 7).  
 
K.  Group status definitions 

92. The Beneficiary Organizations Register includes two Status Fields that can be 
used to rate the level of development and performance of beneficiary organizations. 
This will involve assessment by project staff or service providers. Each project should prepare its own 
group status definitions: this should be a small number of clear and distinct definitions\26 with an 
explanation of the key criteria for each definition. For example: ‘a beneficiary organization must be 
legally registered to be classified as an advanced organization.’ Click Group status definitions and 
then click Add/Edit. The Form has three columns: sort number, Code/number and Classification 
description. Decide on a coding system, for example A = Advanced, B = Intermediate, C = Basic etc. 
Enter these data in the Code/number Field and type the description of the status of the beneficiary 
organization in the Classification description Field. 
 
L.  Result status definitions 
93. The third set of standard definitions is result status definitions. These are used in the Outputs 
Register to indicate the status of results using standard descriptions. Click Results status definitions 
and then click Add/Edit. Predefined definitions have been entered for the three result types: (i) training 
/ capacity building; (ii) infrastructure / facilities; and (iii) financial services. For training / capacity 
building, the status reflects the effectiveness of the training\27. For infrastructure / facilities, the status 
reflects the operational status of the infrastructure or facility\28. For financial services, usually loans or 
matching grants, the status reflects how far the process of approval, disbursement and repayment, if 
applicable, has gone\29.  
 
                                                   
26 Recommended is a set of definitions comparable to the following: A. advanced organization; B. intermediate 
organization; C. basic organization; D. not classified; E. no longer operational. 
27 For the result type training/capacity building, the predefined status definitions are: 1. very poor/ineffective; 
2. unsatisfactory effectiveness; 3. acceptable effectiveness; 4. very good/effective. 
28 For the result type infrastructure/facilities, predefined status definitions are: 1. in preparation; 2. operational 
in good condition; 3. operational in poor condition; 4. under repair/maintenance; 5. no longer operational. 
29 For the result type financial services, predefined status definitions are: 1. application under review; 
2. application rejected; 3. agreement signed, no disbursement; 4. disbursement ongoing; 5. cancelled, 
disbursement incomplete; 6. fully disbursed; 7. repayment ongoing; 8. cancelled, repayment incomplete; 9. fully 
repaid. 
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94. When the Form is opened, training / capacity building is selected as 
the result type and the related definitions are shown in the Description 
column. Select a different result type to see the other definitions. Sort 
numbers are updated automatically. All the definitions have been entered in English, French, 
Portuguese and Spanish. The definitions cannot be edited, but they can be deleted and others can be 
added. Click the  symbol to unlock the Form for editing, and you can add new definitions, or use 
Delete to remove existing definitions. When you add a result status definition in one language, the 
same will be copied into the other languages. Change the language and translate the new definitions as 
appropriate for those other languages. 
 
M.  Milestones 

95. The Outputs Register includes a Sub-form that can be 
used to enter result milestones. For the development of an 
irrigation scheme, for example, milestones could include: community consultations; topographical 
survey; scheme design; agreement signed; earthworks; intake structure; main distribution system; in-
field distribution system; training in operation and maintenance; formal handover. Milestones are 
entered together with the date on which they were achieved. You enter milestones using a special 
dropdown list that may have predefined data, but that does not require you to select from the list: you 
can type anything. Thus, the project can have standard milestones that are used often, while users can 
also type ad-hoc milestones. Standard milestones could be, for example, work plan approved, contract 
signed, disbursement made, report received. 
 
96. Click Result milestones and then click Add/Edit. Initially, the Form will be empty. Unlock the 
Form for editing, and the first standard milestone can be entered. The Form has two columns: sort 
number and Result milestone. Sort numbers are updated automatically. Standard milestones for the 
project can be entered in the Result milestone Field. 
 
N.  Project objectives, outcomes and outcome indicators 

97. Project objectives and outcomes\30 are next on the list. To add or edit a project 
objective/outcome, click Project objectives and outcomes and then click Add/Edit. The Form has three 
columns: sort number, Outcome and Component. Sort numbers are updated automatically. Enter project 
objectives and outcomes in the Outcome Field. An objective or outcome can be linked to a project 
component using the Component Field, which is a dropdown list. However, this is not required: an 
objective or outcome can be specific to a component, but can also be broader, for the entire project or 
covering multiple components.  
 
98. Outcome indicators are used to measure project results at the level of project objectives and 
outcomes. They are also used to justify ratings given to RIMS Level 2 result statements. Whereas 
output indicators are linked to outputs on their Definitions Form, outcome indicators are linked to 
project objectives, outcomes and RIMS Level 2 results in the Outcomes Register. To add or edit an 
outcome indicator, click Outcome indicators and then click Add/Edit. The Form has three columns. The 
sort numbers are automatically updated. Use the second column, Outcome indicator, to type the full 

                                                   
30 In the traditional four by four logical framework matrix, these are found at the third level from the bottom. 
Different terms are used at this level, including project purpose, specific objective, development objective, and 
outcome. These all refer to results that can be attributed to the project, results that directly follow outputs (the 
deliverables of the project). 
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indicator description. In the third column, Unit, you must select the unit of measurement for the 
indicator from the options on the dropdown list. 
 
O.  Units of measurement 

99. Another set of standard definitions is units of measurement. These are used in the Annual 
Planning Register to set targets. They are also used to select the unit of measurement for output 
indicators and outcome indicators. Click Units and then click Add/Edit. The Form has three columns. 
The sort numbers are automatically updated. The second column, Abbreviation, contains the unit. The 
maximum number of characters that can be entered is eight characters. In many cases, the unit follows 
international standards, for example ha for hectare or km for kilometer. The third column, Description, 
can be used to explain the unit. 
 
100. When the database is installed, it already has nine predefined units that cannot be changed or 
deleted. These units have each been entered three times, in English, French and Portuguese. The first 
six are used in the spreadsheet used by IFAD for RIMS reporting: number, male, female, ha, km and 
USD. The seventh predefined unit is percent (%) and the eighth is the local currency, for example 
ZMW (Kwacha), which is set based on the country where the project is located. The ninth predefined 
unit is person, which has special significance: for any indicator that has person as unit, data must be 
entered gender disaggregated, a separate number for men and for women. For indicators that use any 
other unit, only one number will be entered.  
 
101. Click the  symbol to unlock the Form for editing, and you can add 
additional units, or use Delete to remove units that you added previously but want to 
remove. When you add a unit in one language, the same will be copied into the other 
languages. Change the language and translate the new units as appropriate for those 
other languages. 
 
P.  RIMS Level 1 Indicators and RIMS Level 2 Results 

102. The PME Database contains the full set of RIMS Level 1 indicators, which are used for RIMS 
reporting to IFAD. These indicators have been copied from the data collection form first- and second-
level results (spreadsheet) that can be downloaded from IFAD’s website. Normally it will not be 
necessary to change these indicators, in fact, changing them may give problems. However, in case 
IFAD changes the description of a certain RIMS indicator or adds an indicator, there is a form where 
those changes can also be made in the PME Database. Click RIMS Level 1 Indicators and then click 
Add/Edit. The Form has three columns. The sort numbers are automatically updated. The second 
column, RIMS Level 1 Indicator, contains the indicator description. The third column, Type, must be used 
to indicate whether the indicator is a special type, either because it is related to beneficiary 
organizations or because it is an indicator for total outreach. The options for Type are as follows. 

g) Grp1 must be selected if the indicator relates to beneficiary organizations, and is of the type 
Groups ... formed/strengthened, for example Marketing groups formed/strengthened or 
Groups managing infrastructure formed/strengthened. 

h) Grp2 must be selected if the indicator relates to beneficiary organizations and is of the type 
People in ... groups formed/strengthened, for example People in marketing groups 
formed/strengthened or People in natural resources management groups formed/strengthened. 

i) Grp3 must be selected if the indicator relates to beneficiary organizations and is of the type  
groups with women in leadership position, for example Marketing groups with women in 
leadership position or Crop/livestock production groups with women in leadership position. 
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j) x must be selected if the indicator is an indicator of total outreach. There are currently six 
RIMS indicator for total outreach: (i) People receiving project services; (ii) Households 
receiving project services; (iii) Number of smallholder households supported in coping with 
the effects of climate change; (iv) Number of smallholder household members supported in 
coping with the effects of climate change; (v) Groups receiving project services and 
(vi) Communities receiving project services. 

k) In all other cases, Type must be left blank. 
 
103. The PME Database also contains the full set of RIMS Level 2 result statements, to which the 
project will give a rating on a scale of 1-6 and which are then used for RIMS reporting at outcome 
level to IFAD. These statements have also been copied from the data collection form first- and 
second-level results (spreadsheet). Normally it will not be necessary to change these statements: 
changing them may give problems. However, in case IFAD changes or adds a certain RIMS Level 2 
results statement, there is a form where those changes can also be made in the PME Database. Click 
RIMS Level 2 Results and then click Add/Edit. The Form has two columns. The sort numbers are 
automatically updated. The second column, RIMS Level 2 Result Statement, contains the descriptions.  
 
104. Both the RIMS Level 1 Indicators and the RIMS Level 2 Results have been entered in four 
languages. When you add an indicator or result statement in one language, the same will be copied 
into the other languages. Change the language and translate the indicator or result statement as 
appropriate for those other languages. When you modify an indicator or result statement in one 
language, it is advisable to make the same modification in the other languages. 
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9. UTILITIES 

 
105. When you export a printable report from the database to MS-Word, some formatting (shades, 
colors, lines, boxes) may be lost. When you export a printable report to a PDF file all the formatting 
remains intact, but the exported report cannot be edited. This issue can be resolved by exporting the 
report from the database to a PDF file, and then converting it to a Word Document file. Various 
conversion utilities are available, both as programs that can be installed on your computer and as 
online services. A good free converter program is UniPDF \31. Free online conversion services include 
EasyPDF Cloud, PDF Online and Free Online PDF to Word Converter, which all allow you to upload 
a PDF file, immediately convert it and then make it available to download it, or directly open it in MS-
Word\32. Starting with MS-Office 2013, MS-Word can also directly import and convert PDF files: 
browse to open a file, select PDF as the file type, and open the required file. 
 
106. Screen capture utilities allow you take a screen shot, which can be compared to taking a 
picture of the computer screen or part of it. These utilities typically allow you to select the entire 
screen, select a window or draw a rectangle, and take a ‘picture’ of your selection which you can then 
paste into Word documents, Excel spreadsheets and graphics programs. Screen capture utilities have 
been used extensively to prepare the Figures in these guidelines, and can also be used, for example, to 
capture information from the internet. Windows has a built-in utility called Snipping Tool that can be 
used for basic screen shots\33. There are many free and paid screen 
capture programs available: good free versions include EasyCapture 
and PicPick\34. The PME Database has a built-in screen capture utility 
that can be used to copy and paste parts of reports, tables and graphs 
that you see on the screen.  
 
107. Photos of project activities, structures and facilities, farmer groups and individual beneficiaries 
can be a good way to complement numbers and written reports. There are many ways to share such 
photos, in reports, via email and on web-based sharing sites such as Flickr, Google Photos and 
Facebook, where pictures taken with a mobile phone are easily 
uploaded\35. When coordinates of infrastructure are collected and 
entered, these can be used to show infrastructure on a map. The 
coordinates of a single structure or facility can be copied and 
pasted directly into Google Earth or Google Maps. Coordinates 
for multiple structures can be exported to Excel, and from there 
can be used to prepare a map in Google My Maps\36. 
 

                                                   
31 UniPDF can be found at http://unipdf.com/, or search online for unipdf. 
32 EasyPDF Cloud: https://www.easypdfcloud.com/;  PDF Online: http://www.pdfonline.com/; Free Online PDF 
to Word Converter: http://www.convertonlinefree.com/PDFToWordEN.aspx  
33 How to use Snipping Tool to capture screen shots: see http://windows.microsoft.com/en-us/windows/use-
snipping-tool-capture-screen-shots#1TC=windows-7  
34 EasyCapture: http://easycapture.en.softonic.com/. PicPick can be found at http://www.picpick.org. 
35 For more information: Flickr https://www.flickr.com/; Google Photos https://www.google.com/photos/about/; 
Facebook https://www.facebook.com/help/174641285926169; Instagram https://instagram.com/ 
36 For more information: https://support.google.com/mymaps/answer/3024454  


