Public-Private Dialogue
o wwpsbicomadinlogueory

The PPD Reform Tracking Tool

A tutorial to use a tool designed to manage, track and
report on Working Groups’ issues
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2 - BROWSING INFORMATION ERROR! BOOKMARK NOT DEFINED.
OPEN A DATABASE AND MOVE BETWEEN RECORDS .......ccceoeevveeeeennnnn. ERROR! BOOKMARK NOT DEFINED.
VIEW INFORMATION IN DIFFERENT WAYS: ..coiiiiiiiiiiiiiiieiiieeeeeeeeeeeeeeenn, ERROR! BOOKMARK NOT DEFINED.
VIEW YOUR LAYOUTS AS FORMS, LISTS, AND TABLES. YOU CAN VIEW YOUR LAYOUTS IN THREE DIFFERENT
WAYS: AS A FORM, AS A LIST, AND AS A TABLE. .....cuvvvieeieeiirreeeeeeeeenns ERROR! BOOKMARK NOT DEFINED.

3 - EXISTING LAYOUTS ERROR! BOOKMARK NOT DEFINED.
ISSUE FILING LAYOUT ..ccciiiiiiiiiiieiee ettt eeaveee e ERROR! BOOKMARK NOT DEFINED.
ALIGNMENT WITH WB INDICATORS .....oovvvviiiieiiiiiiieeeeeeeeeeiiieeeeeee e ERROR! BOOKMARK NOT DEFINED.
THIS LAYOUT ONLY RETRIEVES THE WORKING GROUP, REFORM NUMBER, REFORM TITLES AND
INDICATORS. ..veeieeeieeieieeeeeeeeeeeitreeeeeeeeeeeaareeeeeeeeeaaareeeeeseeenasreseeeseeanns ERROR! BOOKMARK NOT DEFINED.
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4 - CUSTOMIZING THE EXISTING LAYOUTS ....ccovvvveueeeeee ERROR! BOOKMARK NOT DEFINED.
RESIZE, MOVE, AND ADD A FIELD .....ccoovuvvvieeeeeieiirreeeeeeeeesinvereeeeeeens ERROR! BOOKMARK NOT DEFINED.
DISPLAY A NUMBER AS CURRENCY ERROR! BOOKMARK NOT DEFINED.
MODIFY THE ORDER OF COLUMNS IN TABLE VIEW. .......ccoovvuvvrieeeennn. ERROR! BOOKMARK NOT DEFINED.
CLICK ON THE DOUBLE ARROW TO MODIFY THE ORDER OF COLUMNS. UNCHECK THE BOXES TO MAKE
SOME FIELDS DISAPPEAR. .....cuvttiiiiiiiiiieeeeeeeeeseieaeeeeeeesesianseeesessessnnees ERROR! BOOKMARK NOT DEFINED.
CHANGING THE VALUE LISTS OF THE PRE-DEFINED FIELDS .............. ERROR! BOOKMARK NOT DEFINED.
CREATING NEW REPORTS BESIDE THE EXISTING ONES........ccccoeevn..... ERROR! BOOKMARK NOT DEFINED.
GENERATE A REPORT WITH GROUPED DATA AND TOTALS................... ERROR! BOOKMARK NOT DEFINED.
5 - ENTERING RECORDS ERROR! BOOKMARK NOT DEFINED.

CREATE THE FIRST RECORD ERROR! BOOKMARK NOT DEFINED.
CREATE ANOTHER RECORD......cuvvviieiiiiiiiieeeeeeeeeeeirreeeeeeeeenisnrereeeeeennns ERROR! BOOKMARK NOT DEFINED.
MODIFY DATA IN A RECORD ....ouvvviieiiiiiiiiereeeeeeeeeiiereeeeeseeensnrereeeeeennns ERROR! BOOKMARK NOT DEFINED.
DELETE A RECORD.....uuvtiiiiiiiiiiiieeeeeeeeeeiiiereeeeeeeeeiaareeseeseeensareseseeeeanns ERROR! BOOKMARK NOT DEFINED.
INSERT A FILE IN THE CONTAINER FIELD ......ccccooviriireieeeeieinnnreeeeeeeeenns ERROR! BOOKMARK NOT DEFINED.
6 - FINDING AND SORTING RECORDS ERROR! BOOKMARK NOT DEFINED.
FIND RECORDS BASED ON CRITERIA IN A SINGLE FIELD .........cccc........ ERROR! BOOKMARK NOT DEFINED.
FIND RECORDS BASED ON CRITERIA IN SEPARATE FIELDS ................... ERROR! BOOKMARK NOT DEFINED.
FIND RECORDS THAT MATCH MULTIPLE CRITERIA IN THE SAME FIELD ERROR! BOOKMARK NOT DEFINED.
FIND RECORDS THAT MATCH A RANGE OF CRITERIA IN THE SAME FIELD.............. ERROR! BOOKMARK NOT
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NARROW YOUR SEARCH ......coouuviiiiieiieeiiieeeieeeeeeeeeeieeeeeesessnaseeeeeesenns ERROR! BOOKMARK NOT DEFINED.
SORT YOUR FOUND SET.....uuuuiiiiieeiieiiiieeeeeeeeeiiisnreeeeeesensnnreeseessensnnnes ERROR! BOOKMARK NOT DEFINED.
7 - EXCHANGING DATA ERROR! BOOKMARK NOT DEFINED.
SAVING RECORDS IN EXCEL OR PDF OR EXPORTING ONLY SOME FIELDS .............. ERROR! BOOKMARK NOT
DEFINED.
IMPORTING DATA....euuvvvieieeeieeiiieeeeeeeeeeeiaeeeeeeeeeeesaareeeeeseeenaarereeeeeeanns ERROR! BOOKMARK NOT DEFINED.
7 - PROTECTING DATA ERROR! BOOKMARK NOT DEFINED.




CREATE AN ACCOUNT AND PASSWORD ......ccoveeiiiiiiireeieeeeeeiinreeeeeeeeens ERROR! BOOKMARK NOT DEFINED.
CREATE A PRIVILEGE SET ....uvvviiiieeeeiiiiieeeeeeeeeeeiiereeeeeseeesnnreseeeeeennns ERROR! BOOKMARK NOT DEFINED.



1- Introduction

PPDs are expanding in several countries and each one can take on its own form.
However the facilitator faces the same challenges in each PPD which is dealing with the
follow-up of all the working groups in the same time and manage them in an efficient
way in order for the PPD to succeed.

The tutorial presents the tool designed to help facilitators in this task. This is a
management tool for issues raised by working groups.
This tutorial shows how you can manage issues’ information in the tool:

You will learn how to use it to :
e |ocate and sort issues’ information

e create and enter issues’ records in a simple database
e run existing reports and modify them

e learn how files can be shared with other users on your network or over the
Internet

e protect information in your database by assigning user accounts and privilege
sets and by backing up your databases

The tool is built on the software FileMaker Pro.
8 Layouts were already designed for the purpose of effective management of working
group issues.

- Issue Filing

- Alignment with World Bank Indicators

- Number of Issues per Submitter Type

- List of reforms in numerical orders

- List of reforms per working group

- Potential impact of proposed recommendation per reform and working group
- Action items and jurisdiction

These layouts were designed upon needs assessment with facilitators but must be
subject to change to match your local PPD situation.

You can work with these 8 layouts in one of four modes.
e Use Browse mode to enter data and view records.
e Use Find mode to locate a record or a group of records quickly.

e Use Layout mode to specify how information will appear on the screen or when
you print it.

e Use Preview mode to see what the pages will look like when you print them.

Once you have opened a database, you can switch from one mode to another using
either the View menu or the mode pop-up menu at the bottom of the application window.
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