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Projects
Adding a new Project

>

In the Desktop menu, select Add Activity to go to the data entry form.

Editing a project

O

To edit a Project, look for its name in a tab and click on the  icon. Alternatively, look for the name of
the project in a tab and click on the project name, which will lead you to the project preview. From here,
you can click on the Edit button.



Identification

1. Project title: Enter the name of the activity, project, or program in this box. Each actvitiy should
have a unique name. (Required field)

2. Status: Select the status of the project. (Required field)
3. Status reason: If there has been any change to the status of the program that you would like to

note, you can enter that information in this box.



4. Related projects, Objective, Description,
Results, etc.: Enter the relevant
information in these fields; you can paste
information directly from a Word, PDF, or
other document.

5. Activity Budget: identify whether the
project is located in the state budget or
not

6. Humanitarian Aid: select whether or not
the project is humanitarian aid.

For the fields: Status reason, Related projects, Objective, Description, and Results, a text editor will
appear when you click inside the small box. You can enter the relevant information in this box or paste it
from another document. The editor allows you to apply formats to the text.



Activity Internal IDs

Internal IDs are the codes that donors, government institutions, and executing agencies apply to their
projects with the goal of facilitating identification. To enter an ID for a project, first select the
organization from the list and then enter the code in the box. Each project can have an unlimited
number of organizations and codes assigned to it.

To search for an organization:

e Start to write the name of the organization in the search box, which will then show you a list of
all the corresponding organizations as you type the name.
e Or, simply click on the arrow to view the entire list of organizations.

Click on the name of the organization to choose it. To remove an organization, simply click on the
icon.



Planning

For each of the fields that requires a date, click on the calendar icon to select the correct date. To
change the month and year, click on the left and right arrows or click on the month and year to select
the month from the drop down list and manually enter the year. Click the OK button to confirm the

selected date.

To remove the date, highlight the date and delete it.



Location

To specify where the project is being implemented, first select the correct option from the
Implementation Level drop-down menu.

¢ National: the project is being implemented at the national (central) level

¢ Sub-nationla/Regional: the project is being implemented at the sub-national level

¢ International: the project is being implemented in Kosovo and other countries in the region

e Both: there is a part of the project that is being implemented at the sub-national level and
another at the national level.

Next, select the Implementation Location. The options in this field are determined by what was selected
in the Implementation Level field.

To search for a location:

e Start to write the name of the location in the search box, which will show you a list of all of the
coinciding locations while you type;
e Orclick on the arrow to view the complete list of locations.

Click on the location name to choose. To remove a location, simply click on the icon.

To add more than one location, repeat the same process as described above. Enter the percentage of
the project that is being implemented in each location. If you are unsure or unable to enter a precise
percentage, click on Divide percentages. The percentage is a required field.
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Sectors

Sector is a required field. To assign a sector to a project, first look for the name of the sector in the drop-
down list under Search Primary/Secondary Sectors.

To search for a sector:

e Start by writing the name of the sector in the search box, which will display a list of match
sectors as you type.
e Click on the arrow to view the complete list of sectors.

To add more than one sector, repeat the above process. Enter the percentage of funding which
corresponds to each sector; if you are not sure or you do not have that information, click on Divide

Percentages. The percentage field is required. To remove a sector, click on the icon
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Funding

Before you can enter any information about the funding of a project, you should select the funding
organization.

To search for an organization:

e Start to write the name of the organization in the search box, which will then show you a list of
all the corresponding organizations as you type the name.
e Or, simply click on the arrow to view the entire list of organizations.

Click on the name of the organization to choose it. To remove an organization, simply click on the
icon.

Click on Funding classification to select the Aid modality and the Type of assistance. These are required
fields to enter funding information.

Click on Commitments or Disbursements to add funding information. To add a transaction, click on Add
commitment or Add disbursement.



Select the Type of transaction (actual or planned), enter the amount, select the original currency, and
enter the date of the transaction. In the case of commitments, if the project document defines a fixed
exchange rate against the Euro, you may enter that information under Exchange Rate. Each donor
agency can have multiple transactions for both commitments and disbursements; to add a new
transaction simply click Add Commitment or Add Disbursement.

To eliminate a transaction click on the icon.

NOTE: If you enter planned transactions, and they become actual transactions, be sure to add a new
transaction with the type as “actual”. Do not change the type of transaction from planned to actual, as
this will eliminate the historical information about the project.

If the same funding agency provides different modalities or types of funding to the same project, click
on Add new funding item and repeat the previous process.

12

If the activity has more than one funding organization, search for the other organizations and repeat the

previous process. If you selected the incorrect funding agency, click on Change organization to change
the organization and follow the instructions.
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Related organizations

To assign an implementing or beneficiary agency to a project, you should select the organization from
the list under Search Organizations.

To search for an organization:

e Start to write the name of the organization in the search box, which will then show you a list of
all the corresponding organizations as you type the name.

e Or, simply click on the arrow to view the entire list of organizations.

Click on the name of the organization to choose it. To remove an organization, simply click on the
icon.
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Navigation
To navigate through the form, use the menu on the right.

Save

Save and submit will save the project and redirect you to the
desktop. Projects that are saved and submitted will be shared in the
Donor Coordination Workspace and with the public. To save a
project in AMP, the three required fields (Project title, Status,
Sector) should be completed.

Save as draft will allow you to sabe the project without complete all
of the required fields; drafts will appear in red in tabs and reports
and will not be shared with other donors, the government, or the
public.

To save a project as draft, the only required field is Project title.



Reports

>

To create a new report, click on Report Generator in the Reports menu.

Report Generator

Report Details

1. To navigate within the Report Generator, use the Previous and Next buttons, or click on the
specific link at the right.

2. Funding grouping allows you to choose the type of report you want to create.
3. Totals grouping allows you to choose how to group the report totals.

Summary report shows only subtotals and totals without showing specific activities.
Annual report groups financial information annually.

Quarterly report groups financial information quarterly.

Monthly report groups financial information monthly.

Totals only shows total funding without any subtotals disaggregated by time.

15
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4. Options allows you to choose whether the report should show years, quarters, or months which
don’t have any financial information. This is particularily useful for exporting reports to Excel for
making graphs.

Report Description allows you to write a description of the report.
Sected filters allows you to view and allow/disallow the filters that have been applied to this
report.

7. Filters allows you to choose the filters that will be applied to this report every time it is opened.

8. Once the user has finished creating the report, the Save and Save as buttons will be activated.

Columns

Locate and select the columns you want to appear on your report, either by checking the box next to the
field and pressing the right arrow, or by dragging the field to the Selected Columns box.

To change the order of the fields, just click and drag the fields to the order you desire. To remove a field,
move the field back to the Available Columns box. A report has no limit to the number of columns.
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Hierarchies

Locate and select the columns you want to appear as a hierarchy in the report, either by checking the
box next to the field and pressing the right arrow or by dragging the field to the Selected Hierarchies

box.

To change the order of the fields, just click and drag the fields to the order you desire. To remove a field,
move the field back to the Available Hierarchies box.

A hierarchy is not a mandatory requirement for a report. A report can only have up to three hierarchies.



Measures

Locate and select the Measures you want to appear on your report, either by selecting the check box
next to the field and pressing the right arrow or by dragging the field to the Selected Measures box.

To change the order of the fields, just click and drag the fields to the order you desire.
To remove a field, move the field back to the available columns.

A report has no limit to the number of measures it can have, but should have at least one measure.

18



To save a report, click Save or Save As and enter a title, which must be unique. A report must have at
least one column and a measure for it to be saved.

Using reports

O

To see the list of available reports, click All Reports in the Reports menu.

Here you will find a list of all of the reports your user has created. To open a report, click on the report

name. To edit a report, click on the  icon. To delete a report, click on the L21 icon.

19
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1. The report can be exported to PDF, Excel, CSV, and printer friendly.
2. Sub-menus

a.

Change sorting — allows the users to change the sorting of the report, especially with
reports with hierarchies.

Change filters — apply filters to the report. By default, all of the existing filters are
turned on and all projects appear in the report. The filters allow the user to select the
type of reports that they want to see in their report.

Save report — When you use a filter to modify what appears in a report, you also have
the option to save a copy of the report with the filter options you have selected by
clicking Save Report.

Freeze Report Headings — allows you to freeze the headings of a report in the report
window while you scroll through the body of the report. This can be very useful for long
reports. After freezing the headings, the option will change to Unfreeze Report
Headings.

Report Settings — allows the user to make various changes to the design and format of
the report, including the currency.
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Tabs

A central feature of the main page of the desktop is the desktop tabs. The concept of Tabs is used
throughout the AMP to allow information to be added in different ways. The desktop tabs allow you to
quickly locate projects to view and/or edit.

Although you can create as many tabs you want for your work space, there is a limit to the number of
tabs that appear on the desktop homepage at any given time. The desktop homepage will allow seven
(7) tabs to show: five (5) tabs created by each user, one (1) preset tab (created by Workspace Manager),
one (1) tab in the "More.." tab allows you to see other tabs.

Tab Generator

Tab details

1. To navigate within the Tab Generator, use the Previous and Next buttons, or click on the
specific link at the right.

2. Funding grouping allows you to choose the type of tabs you want to create.

3. Report Description allows you to write a description of the report.
Selected filters allows you to view and allow/disallow the filters that have been applied to this
tabs.

5. Filters allows you to choose the filters that will be applied to this report every time it is opened.

Once the user has finished creating the tab, the Save and Save as buttons will be activated.
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Columns

Locate and select the columns you want to appear on your tab, either by checking the box next to the
field and pressing the right arrow, or by dragging the field to the Selected Columns box.

To change the order of the fields, just click and drag the fields to the order you desire. To remove a field,
move the field back to the Available Columns box. A tab should have at least one column but not more

than three.

Hierarchies
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Locate and select the columns you want to appear as a hierarchy in the tab, either by checking the box
next to the field and pressing the right arrow or by dragging the field to the Selected Hierarchies box.

To change the order of the fields, just click and drag the fields to the order you desire. To remove a field,
move the field back to the Available Hierarchies box.

A hierarchy is not a mandatory requirement for a tab. A tab can only have up to three hierarchies.

Measures

Locate and select the Measures you want to appear on your tab, either by selecting the check box next
to the field and pressing the right arrow or by dragging the field to the Selected Measures box.

To change the order of the fields, just click and drag the fields to the order you desire. To remove a field,
move the field back to the available columns. A tab can only have up two measures and should have at

least one measure.



To save a report, click Save or Save As and enter a title, which must be unique. A report must have at
least one column and a measure for it to be saved.

Using tabs

S

To see the list of available tabs, click on the Tab Manager in the Desktop menu.
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Here you will find a list of all of the tabs your user has created. To see a tab on your desktop, first

activate the tab by clicking Activate and select the position of the tab. To edit a tab, click on the  icon.

To delete a tab, click on the L1 icon.

To see the project preview from a desktop tab, click the name of the project. To edit a project, click on
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Activity preview

To access the preview of an activity, project title locate a bullet and then click the area marked in blue
(hyperlink). From this page you can view the details of each project, export them to PDF, Word or print.
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Dashboards

The Organization Dashboard or Donor Dashboard base is designed to show Organizations and
Organizations Groups activities with all of AMP or by workspace. The Region Dashboard base shows
information based on each country’s regions, and the Sector Dashboard likewise showing information
on the selected sectors. Information on activities can be displayed in different format and following
different criteria as can be defined in the Filters menu.

1. Atthe top of the page, the user can see an overview of the aid profile of all organizations and
organization groups selected. The user can also see the average Project size, which is the
average disbursements for all projects represented in the dashboard.

2. The user can see the current filters (if they have been applied) by clicking on the Show filter
settings link.

3. Additionally, the user can choose to export all of part of the available information in the
selected format by clicking on the Export options link..
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Graphics

The Visualization tab allows the user to view all the graphs that are available for organizations and
organizational groups. The user has the ability to change the way information is displayed by clicking on

one of these icons:

In this tab, users can select Show settings under the chart title for additional chart customizations. Here
users can change the title of the table, and the size and style of font. Other options allow the user to
show or hide the legend, divided by thousands, show data labels, and rotate the data labels. Click
Update chart to view and save the changes.

The user can also change the date range of a specific chart by moving the time selectors.
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To see the list of projects that make up a specific data point, click any of the bars, lines or circular
sections on a graph to see a popup with a list of activities.

The Contact Information tab has the contact information for organizations if this information has been
entered.

The Additional Notes tab shows "Organization's Background" and "Description of the Organization" for
the selected organization. This information appears only if an organization is selected in the Filters.



Filters
The Quick Filter allows the user to rapidly change certain
parameters that will change the data shown in the charts.

1.

By selecting Show Monochrome, the charts will be
displayed in black and white.

Selecting Show Only Data from This Workspace limits
the data shown to that which is available in the user’s
current workspace.

The user is able to select the type of currency shown,
the beginning and end year, to filter by a particular
organization group, as well as by a particular
organization, a specific location (District and/or Sub-
District), a sector configuration and associated sectors
and sub-sectors.

When clicking on the Filter button, the charts under
the visualization tab get updated to reflect the new
filter parameters.

When clicking the Reset button, the charts are updated with the default values.

Advanced Filters

In the General tab, the user can choose to:

1. Show data from the current workspace

30
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Choose Commitments, Disbursements or both for time series comparison

Display organization information related to Commitments or Project Disbursements
Select the Currency Type

Select the range of years to be considered in the charts

Select the type of Calendar

The number of projects/organizations/etc. to show in rankings

Number of decimal places to show

L O N e WwWN

Can select to show amounts in thousands

In the Organizations with Organization Groups tab, the user can select which Organizations and
Organization Groups that should be displayed in the dashboard.

In the Districts and Sectors and Sub Sectors tabs, the user can choose to display information for a
particular location, and particular sector, included associated sub-sectors and provinces where
applicable.

The Member Selector field can be used as a quick search tool. Just start typing the letters and the
options will be displayed as you key in the letters. Use the blue arrows to go from one option to the
other (you may need to do so if for example there are a few regions that start with the same letters).

Click on Apply to apply the new settings or on Reset to defaults to go back to the default value. You can
close the Filter pop-up by clicking on the Close button.

Quick Access

If you know the exact chart that you would like to view, just click on one of the links present in the Quick
Access menu, to be redirected to that portion of the Dashboard directly
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Top projects

1. The Top Projects menu displays the top 5 projects
(unless a different number is specified) that received
the higher selected criterion (Commitments,
Disbursements or Expenditures) for a given range of
year.

2. When you click on one activity, the user is taken to the
Channel Overview of that activity. Just click on the
Back button to go back to Organization Dashboard.

3. To see a complete list of projects, click on the Show
Full List link at the bottom of the menu box.

Other rankings

You can choose to show rankings for the Top Projects and Regions, Organizations, National Planning
Objectives, and National Strategy Programs. The menu displays the top 5 sectors/ regions/etc. that
received the higher selected criterion (Commitments, Disbursements or Expenditures) for a given range
of year. The amount of sectors/regions/etc. that shows can be changed in the Advanced Filters box.
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Geographic Information System (GIS) Dashboard

Funding Information in the Map

When you first enter the map, you will see a series of circles with numbers in the middle. The number in
the middle is the number of project locations in that area of the map (note that one project may have
many locations). The locations in the map by default represent region, zone, and district-level
information on project funding.

O

As you zoom in on the map (by double clicking or moving the line on the zoom bar in the left side of the
map up) the circles will break apart into smaller circles, showing more specific locations.
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When you hover over a circle with fewer than 20 project locations, the circle will expand to show
smaller circles with color coding. The colors in the smaller circles represent individual donor agencies
(the legend is in the bottom-right side of the map). Hovering over one of the smaller circles will display a
popup with basic project information and a link to the project page.

Navigating in the Map

To move around in the map, hold down the left mouse key and move your mouse to drag the map in the
direction you want to go. Double-clicking on the map will zoom in, or use the zoom bar on the left-side
of the map to zoom in and out (see above).

Indicator Layers

You can also view information on the map related to poverty or population density by clicking the
proper button in the right-hand side of the map. Once opened, a legend for the layer will also appear in
the bottom-left corner of the map. Clicking on the button again will turn the layer back off.
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Changing Base Maps

There are several “base maps” available for use, including satellite imagery and Open Street Maps. To
change the base map that you are using, click on the icon to the right of “Filter” in the top-right corner
and select the basemap you want to use. Note that some base maps are not available at all zoom levels,

O

so they may disappear when you zoom in on the map.

View Project Information
To view information on all of the projects displayed in the map, click the “Data Source” button. To close,
either click the x in the top-right corner or click the “Data Source” button a second time.
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Filters
All of the information in the map can be filtered based on year, on/off budget status, organizations,
regions, sectors, funding instruments and aid types, project status, and the types of structures. To access
the filters, click “Filter” in the top-right corner of the map and select the filters you want to apply. After
selecting your filters, click “Apply” — this will automatically close the filter box. You can also return to the
initial filter settings by opening “Filter” and clicking on “Reset to defaults.” To close the filter box
without applying any filters, either click “close” or the x in the top-right corner.

@)
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