Annex 17. Using Layers Questionnaires on PDAs
Purpose

This general introduction to using Layers questionnaires on personal digital assistants (PDAs) is designed to complement Layers training. Many audiences may benefit from this annex, including trainers who may adapt the content to use in training sessions and enumerators who may refer to it following their training. For additional information on using and caring for a PDA, please refer to the PDA’s user’s manual and Annex 16. Introduction to PDAs. 
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1. What is a Layers Questionnaire?

Layers is a tool that helps USAID managers monitor the implementation of Title II programs carried out by cooperating sponsors (CSs). A Layers questionnaire is a data collection form that is used to assess specific Title II activities. Layers questionnaires are available for several different activity types including Warehouse Management, Food for Work (FFW), Food for Education (FFE), Maternal and Child Health and Nutrition (MCHN) and Agriculture (AG).

Variations occur from country to country, but the questions are usually organized into broad topics the cover several pages or screens on the PDA.
2. Layers Questionnaires and PDAs
Layers questionnaires are programmed in a software called Pocket PC Creations (PPCC) so they can be used on PDAs. Just as you would use a pen or pencil and paper to record answers to a traditional questionnaire, you can use a PDA to record answers for Layers. Refer to the user’s manual and to Annex 16 for more information. The best way to become proficient using a PDA is through trial and error. With a little practice, you will soon feel comfortable using this technology. The instructions below are designed for someone who has learned the basic operations of a PDA and is ready to begin using Layers. 

· Start ( PocketPCCreations ( Questionnaire menu

· In the questionnaire menu, tap on the questionnaire to see a list of the already completed questionnaires, if any.
· Tap New to open a new questionnaire.
· When you have completed a questionnaire, tap Finish to save it then tap Back to get back to the questionnaire menu.

· You must tap on Finish to save a questionnaire. If an interview/observation is interrupted, tap Finish to save it and then come back to that file later to complete the questionnaire.

· Back up data after finishing each questionnaire. To do a back-up: 

· Tap on Start.
· Tap on Resco Backup.
· Tap on the large Backup button.
· Tap on Done and close the window using the X in the upper right hand corner.
· Turn the PDA off when you are not using it and avoid playing with it to conserve the battery. 

· Monitor the battery level. Never let it run down too far. Charge the battery at every opportunity. 

· A response is required for every question in the questionnaire. If you miss a question, the PDA will notify you.

· You are asked to select all applicable responses for some questions. For other questions, you can only select one response. Pay attention to what the question is asking for. 

· If there are problems with the PDA, use a paper copy of the questionnaire.
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3. Opening a Layers Questionnaire

Step 1. To begin using a Layers questionnaire, you must open it on your PDA. From the main screen, use the stylus to tap the Start button. A drop list or menu of choices will appear. 

Step 2. Tap Pocket PC Creations. 

Step 3. Your PDA will display a list of all the Layers questionnaires on your PDA. Tap the one you will be using.

Step 4. Tap New or Session to open a new blank questionnaire. A new questionnaire, or session, will be filled out for every activity site visited. If you tap New, the questionnaire will open up automatically. If you tap Session, you will be given a menu of options for managing the questionnaire and must then choose New Session to open the questionnaire. 

4. Data Entry for Layers Questionnaires

When you open the questionnaire, survey questions will appear on the screen. For each question, a field or blank space is provided. This is where you will enter your observation or the respondent’s answer to each question. 

To enter data successfully, you must be familiar with two important concepts: data input methods and answer formats. Data input methods are the different ways you can enter information into the PDA. For example, you can tap on the on-screen keyboard or you can “write” on the screen with the stylus. Refer to Annex 16 and the manufacturer’s user’s manual for additional information. 

As with any questionnaire, different types of Layers questions require different types of answers. The answer format will determine how you enter the answer in the data field. Examples of each answer format are provided in the following section.
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5. Answer Formats

You will encounter the following types of answer formats in the Layers questionnaire.
Yes/No/Don’t Know

Most of the questions in a Layers questionnaire require a Yes or No answer. A Yes is represented by a green checkmark and a No is represented by a red X. On rare occasions a Layers question provides a “Don’t know” or “Not applicable” option. If that option is given, it is represented by a black zero. Tap on the correct answer.

Drop-Down Menus
For many questions, the questionnaire will automatically provide you with a drop down menu of possible answers to choose from. When you tap on the down arrow in the data field for this type of question, the answer choices will be displayed on the screen. 
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In some cases you are allowed to choose only one answer; in other cases you can choose more than one answer. If the “choose one” drop-down menu is short, the entire list will appear on your screen. Use your stylus to tap on the correct answer. If the list is long, use your stylus to move the scroll bar down the side of the list until you locate and tap on the correct answer. The drop-down menu will close automatically once you have chosen one answer. You can change your answer by clicking again on the down arrow. For example, the enumerator is asked to enter his or her name when starting a new questionnaire. When you tap on the data field labeled Enumerator, a list of all the enumerators will appear, as illustrated below:

Some drop-down menus allow you to select more than one response. When you tap on the down arrow in the data field for this type of question, the list of choices will be displayed on the screen. Each choice will have an empty check box beside it. Use your stylus to enter check marks into all the items which apply. The drop-down menu will close when you tap anywhere on the PDA screen outside of the drop-down menu.
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Numeric Range Numbers

Some questions require a numeric answer that falls within a predictable range. You may either enter a number using the keyboard or select a number by tapping the up and down arrows next to the data field until the number you want appears.
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Alphanumeric Text

Some questions require you to provide a text or numeric answer, such as the name of the person you are interviewing or the survey number. For these questions, you must provide the answer using one of the data input methods described in Annex 16.   
The onscreen keyboard is the most accurate data input method for beginners to use, but with practice the input method quickly becomes a matter of personal preference. Whichever method you choose, be sure the answer appears correctly on the screen before proceeding.
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Date

All questionnaires require you to identify the Survey Date. Dates may be asked for in other questions, too, such as the date of the last supervision visit to a warehouse. Tap on the data field to bring up a pop-up calendar, then tap on the correct month and day. Note that the pop-up calendar works on the PDA but it doesn’t appear if you are using PPCC on a desktop or laptop computer.
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Comments

You will have the option of entering comments at various points in the questionnaire. The data field appears as a large box where you can enter text using your preferred data input method. You may use this feature to provide additional context or background information that is relevant to your answers. For example, if you discover that extenuating circumstances, such as severe weather or a fire, caused damage to a warehouse that prevented proper storage procedures, you may provide an explanation here. It is especially important to include detailed comments when you encounter a situation where the activity is receiving multiple negative responses.
Automatic Calculations

For some questions, the Layers questionnaire may make automatic calculations based on your inputs. For example, for each commodity at a warehouse, you will be asked to input the quantity of commodity that you physically count and also the quantity of commodity according to the bookkeeping. Layers will automatically calculate the difference between the two quantities and the results will appear on the screen.

6. Navigation Features

Skips
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Layers questionnaires are designed to skip questions that do not apply to certain respondents or sites. A Yes or No answer may prompt additional questions to appear on the screen. For example, a filter question may be asked such as “Were there any commodity losses at this warehouse.” Follow-up questions (e.g., “Was a commodity loss report completed?) will appear only if the respondent answered Yes to the filter question. Therefore, you should not be surprised when the questionnaire does not follow the same progression at every site you visit. You should not make the decision to skip a question on your own. If a question appears on the screen, it must be answered.

Navigating Between Screens

Within the questionnaire, related questions are clustered together on the same page or screen. Only one page appears on a screen at a time, but you may need to scroll down to see the whole page. When you reach the end of the page, you should verify that the data you have entered is correct before proceeding.

At the bottom of each page, you will see a blue link to the next page. Tap on the link to proceed. You should always navigate to the next page by following the blue links in the questionnaire window and not by tapping the Next icon at the bottom of the PDA’s screen.

The best time to review your data for accuracy is before you advance to the next page. However, if you feel it is necessary to correct an answer at the end of a session, you may select the blue link Table of Contents. A list of all the pages in the questionnaire will appear and you may open the page you need to correct. Remember that changing an answer may alter or invalidate other questions or pages in the questionnaire because of the skips. Be cautious about changing answers.
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7. Saving a Questionnaire
When you get to the end of the last page in the questionnaire, you will see the message “Tap on Finish to end.” If you are sure that all the data you entered are correct and you wish to end the session, you may tap on the Finish icon at the bottom of the screen. This is the only time during the session when you should use an icon at the bottom of the PDA screen to manage the questionnaire. All other navigation should be limited to the blue page and Table of Contents links at the bottom of each page. 

[image: image10.jpg]Site address (if available) -]

Person
interviewed

FFEL. Comments

«FFE2 Attendance
« Table of Contents M

Errevion S ext| 44 Fnish




Questionnaires are saved with the date and time that they were created. If you need to revisit a completed questionnaire (i.e. to open the questionnaire again, to change certain answers), you can tap on its date and time to open it and make changes. Save it again by using Finish. 
8. Tips for Success 

Proficiency in using PDAs requires practice. Allow yourself plenty of time to experiment with your device. At first, you may feel self-conscious about using the PDA in public. You may also be concerned that the PDA could distract respondents or make them feel uncomfortable during the interview. With practice, you will become more comfortable with the technology. You may also find the following tips helpful:

· When you introduce yourself and the project to the respondent, explain that you will be using a PDA to conduct the interview. 

· Explain that working with a questionnaire on a PDA is similar in many ways to the traditional paper-and-pencil method.

· Demonstrate a few basic operations, such as turning the PDA on and opening an application.

· Allow the respondent to hold the PDA and use the stylus.

· The more comfortable you are with the PDA, the more relaxed the respondent will be, so practice as much as possible before going into the field. 

· Always carry a hard copy of the questionnaire with you. If your PDA is lost or broken, you may still conduct the survey using the traditional paper-and-pencil method. 
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