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PREAMBLE

This user’s guide is a step by step guide to using the Dynamic COMPAS.

In it you will find:

what is needed to install the software
an explanation of how the Dynamic COMPAS can be used to manage a project.

It does not include a presentation of the Quality COMPAS method and the concepts behind
it. This can be found in one of the following sources:

the ‘Quality COMPAS Kit’,

the Dynamic COMPAS tutorial,

the COMPAS System website (www.compasqualite.orq),

the various COMPAS System training sessions

the Dynamic COMPAS help-desk, and

numerous publications on the subject of quality within humanitarian aid.
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1 INTRODUCTION
1.1 What is the Dynamic COMPAS?

The Dynamic COMPAS is a knowledge management tool which enables information about a
project to be recorded, archived and consulted. It will allow users:

* to develop accountability in concrete terms:
“To say what | do, to do what | say, and to prove it".
* to analyse and pool knowledge in order to constantly improve the service they bring to
crisis-affected populations.
The Dynamic COMPAS is based on the Quality COMPAS, a quality assurance method
specially designed for the humanitarian sector which can be used to pilot a project or to
evaluate it. The Dynamic COMPAS deals with the management of the project cycle and is
suitable for all humanitarian sectors in all contexts.

N.B. The Dynamic COMPAS is only one part of a global quality assurance approach. For
more information on adopting a Quality approach see the Quality COMPAS website,
http://www.compasqualite.org or contact Groupe URD.

1.2 Who can use the Dynamic COMPAS?

The Dynamic COMPAS is a tool for humanitarian programme managers and for evaluators
of humanitarian action. To use the Dynamic COMPAS you need to have basic knowledge
about project cycle management and the principles of quality assurance (Quality COMPAS
method).

In order to get the most from the Dynamic COMPAS it is suggested that users should already
be familiar with the Quality COMPAS method.

N.B. Using the Dynamic COMPAS does not replace the need to have qualified personnel

nor does it remove the need to use specific technical tools for different sectors (food
security, water and decontamination, etc.)
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2 DESIGN

2.1 Types of window

The Dynamic COMPAS is organised using different types of window:

o The main window allows the user to move from one screen to another following the
logical progression of work on a project (cf. the tree diagram below). The main window
opens as soon as the application is launched. You are asked to identify yourself, to
choose between project management and evaluation, what phase of the project you
are working on, etc. There is only one main window.

Important:  If you close the main window, the Dynamic COMPAS closes. To return to your
work, you need to identify yourself again.

o Secondary windows are reached from the main window or another secondary
window. They contain specific work or consultation screens (answer key questions,
consult project documents, consult the quality terms of reference, etc...). Several
secondary windows can be open at the same time. Closing a secondary window does
not close the application.

Important: It is preferable to close secondary windows once the work or consultation
involved is finished in order to avoid having a large number of secondary
windows open at the same time.

2.1.1 The main window
* A tree diagram of the Dynamic COMPAS main window

Homepage
Project manage ment

+—— Praliminary phase

Phase clasiire

— Inilial assessment phase

Phase closure
— |:|-E"3|gl'l TH&SE
Phase closure

MonReding phase
Boniiaring managemand
| Phase clesurs

fl.1ClI'|=D|'||'Ig critical events
~Mlonfaring cntical avanls

— Project closure phase

I—l'_-'l'IEBI’.L closure

Frojact evaluation

Evaluation managament
—nalysis by critarion

Evalualian conclusian
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« Organisation of the main window

The main window is split into three sections (cf. Screen &
0 The upper section: shows which user is connected, which project is being carried
out and where they have reached on the tree diagram.

aThe central section: is the work space.
aThe lower section: has direct links to certain Dynamic COMPAS functions: return to

Home, access to tool box, access to COMPAS board, etc.

Screen 1: Organisation of the main window

Project identification
code. On the ‘Home’
screen, this space

Shows where you are
in the Dynamic

COMPAS
Upper T
section P L
COMPAS 15 m
Prelimimary phass
C i
Initial assessment
prhase
Central o
section Q o
@)
Lower
section

Link to Home

Link to Dynamic COMPAS tool
box (cycle management tools and
your organisation’s tools)

Your name as recorded

shows project choice.

by Dynamic COMPAS
administrator

Link to ‘Project
management’ screen

EHE ":':“'J
=

Mathilde 1 Guilment Matailde |

Link to identification
page from which
user can disconnect
Projesl cosure
phase

Design phase
S
Q

Vianitaring phass

Link to contacts for
assistance and advice

Link to COMPAS

board .  all Link to data transfer
(ﬁreser_ltatlon ora screen (export/import of
)

Link to Dynamic
COMPAS notebooks
which can be printed
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2.1.2 Secondary windows

Secondary windows have two sections (cf. Screen 2
aThe upper section: shows which project is being run and the screen title.
a The lower section: is the work space

Screen 2: Organisation of a secondary window

The upper il
section T

Name of screen being used Project code

- W e e el el B ga e ag niel, @l i e b
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L L R R LT o s R e e S L T I ¥ [: |
A e
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2.2 Dynamic COMPAS icons
Administration Management and Evaluation
_j Manage projects Phase
L : .
1 Create a project Key questions
&
_J Modify a project Phase report
5'?3 Manage users Validation
3 WE Create a user Monitoring critical events
,'f?ﬁ Modify a user Development of critical event
Data transfer Other
Export / Save data Tools
Import / Restore data Printable support materials
COMPAS board
Quality COMPAS Method Consultation of key questions
Criterion Consultation of phase report
chapters
Key process Dustbin
Generate Word document
Contact Generate Excel document

2.3 Screen colour code

The Dynamic COMPAS uses a three-colour code:
o Grey indicates that the work is not yet possible (the preceding stages have not yet
been validated and/or closed)
o Blue indicates that the work is available/being carried out.
a indicates that the work is

These colours are used for all functions of the Dynamic COMPAS.
For example: to indicate that a response has been given to a key question, the icon changes

from: to
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1 TECHNICAL FEATURES

For optimal use of the Dynamic COMPAS your computer or computer system needs to have
certain characteristics.

The Dynamic COMPAS was developed using PHP5 / MySQL with an html interface. All the
exchange data (export / import) uses an XML / ZIP format. A web browser such as Internet
Explorer, Firefox, Camino, Opera, etc. is needed to run the Dynamic COMPAS.

The Dynamic COMPAS functions as a website, and uses the Apache web server. Its
database functions using the MySQL database management system. These two servers use
TCP/UDP ports to function. The Dynamic COMPAS is technically programmed to use the
following ports by default:

* port 8080 for Apache

* port 3306 for MySQL (MySQL port by default)
These ports were chosen in order to avoid conflict with other applications such as Skype or
the IIS web server. However, if there is conflict between ports, it is possible for a user with
some technical know-how to reconfigurate the ports used by the Dynamic COMPAS, by
consulting and modifying conf/_apache_mysql_port_conf.bat. Another solution is to prevent
the use of other software which uses these ports while using the Dynamic COMPAS.
For network use (allowing several people to work on the same Dynamic COMPAS), ports
8080 and 3306 need to be opened by the Firewall of the host PC.

A capacity of 85 Mo is needed to install the software on the hard drive. A project in itself does
not need a lot of space. Space needed depends on the number and size of attachments.
Every project can be exported. The resulting file contains the project characteristics and
attachments.

The following characteristics are necessary for optimal use of the Dynamic COMPAS:

Central processing unit: Pentium Il minimum.

Memory: The Dynamic COMPAS needs 32 Mo of RAM, but 64 Mo
are recommended.

Hard drive capacity: The Dynamic COMPAS takes up approximately 85 Mo on
a hard drive.

The data takes up more space depending on the number
of projects and attachments, and the amount of
information added to the Dynamic COMPAS.

Graphics resolution: VGA or better.

Operating System: Windows 95, 98, NT, 2000, XP.

Page 19/81



Dynamic COMPAS
User’s Guide

2 INSTALLING/UNINSTALLING THE SOFTWARE

2.1 Installing the software

1. Open the following web page:
http://www.compasqualite.org/fr/compas-dynamiqgue/supports-compas-dynamique.php/

2. Before downloading the software you T AT ST
have to register. Registered users G = e
receive Dynamic COMPAS updates =
and patches. (Note: once your email
address has been recorded it is not
necessary to re-register to download

new versions of the software).

3. You can now download the software.
The latest version will be available.
Click on Download.

A window opens.
Click on Save.

E A
i om ry PerrrE rrr  e pi [[ P e ke
e v iy

T S ot | o s

4. Another security warning window may

Internet Explarer . Svwerfissoment die socurnide

appear Ignore thls WIndOW L'édtbﬂn'n'apalpuéh:u\éﬂhi\hukzwwrmkﬂutmoécﬂbﬂulﬂntld .
Click on Run.

Men = Imstalston_COM2AS _Dynamious_w i, T
Edbew - Editenr mcomnu

Extouter ]‘N\:‘pmmmhﬁ]

Ce fctier ng oo 32 pac de dogralae rundrigue velicke aclthen®fan s
peblerr Pl cirle g g fes el des il rs Ao aaf vous.
Bl

ina wi . .
5. The following window appears. s
C“Ck on Next o o iy Dneiine CTHAE Lot bating E

This sebup progrzme sl sl Deiamic COMPAS Snomeor Comgundn Chik
Caneal Fopeu sa mam Latkboneesl b spelestas. O Eackinosanhrus
K iretalotiin.

WARKING: |da crayta o de wratecicd e mationa | copmrgit bise ol
Frastine

Unaifhavized sacezd clizn ar disrbnen of b2 poosrsm, o snp-pamon of
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6. The following window appears. ey

CIICk on NeXt. ez read ths Polusng nfecniaoun,

|"ha Deneric COMPASE i s knoselsdns mansnsmank sy sm tist sae hasn a
Sunignes wachimivale for o iacion ad uu: iy Cruardicag, sborng, sharmg
||l] awauho g araiand catal o 0L ales Y

b acvukaboe, Lo A d-:- dz whib e sa and grove 1)
. Btk 0% CrRulTig Ssan6oce 17 SrSar T Sorho sy mpeavs b
SuaEy tFaareas [y des b ere c-seacted pepn ahene

Cpole Manzgerens,

“ha JuAmy SOHERCTE 28 quel ke sreiesnes = athed dezagmad cpeerhesils b
-umanicarisn & fd prajr—c. 2 ras b ussd o Beeh crojedt —anegs—am sod
crujat swaue win end b cveral vopdive ia oo cbneuuelp iprave e yual iy
B BT e e e

- Bazk | Pt Camcal

7. The following window appears. Jtll L
. License Agrecment
Read the |IC€FISG COI"ItI’aCt Cal’er”y L: e ll-i:u'!u-'uu! et ik i chearae

before continuing.

Tick the box to confirm that you accept bkt
the terms and conditions —'l agree with L ACHEE 0 B et &t THE JENE CFTHISELL G BY METALLINC o1
the above terms and conditions”. tﬂ.’;:l?f&dﬁ-!";‘:l_'t-:: Telhs N Ui B AL e o FILES Fat oL

LILLE-

Then click on Next.

o wl L
e T T P O T P S s T

I:1 ancam ceth e sbavs terms ans oond Hone

8. The following window opens. Dot S

stinatien folder
The Dynamic COMPAS software files o ot el s Spoai CON A il ¢ il
are copied by default onto your

computer's ‘C:\Program Files’ folder. utups el inatal R in e Folkoing fuker.

2y wondd B o el D e CORPES DL oo I e Tuider Umn e
Broses cnd v and v fedes

D nyon faiar

| EEmnTAm FimeL OHPAS Danamoqus Fanees,,..

R arA I rRs - SN
Tpan a-aiabie: D0 ULE

Fazaneh Dwvams SOHPGS alter S inaglaien

v DRy | | LR AR

9. The files have now been copied onto R
your computer. The following window D am o COMEAS “as bash suzmssnil nen e
opens.
The « Launch Dynamic COMPAS after
the installation» box is ticked
automatically.

Click on ‘Finish’.

chek Fisigh 1o compimbe the ine el ek o
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10. A window with a black background
opens automatically and then
disappears. The COMPAS system icon

then appears in the taskbar. This
icon opens a menu which allows you to
open and close the software, as shown
opposite.
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About,.
Adrmiriztration L4

p Open the Dynamic COMPAS
ik

COMPAS system
icon

11. The software will open by default on the web browser installed on your computer (Internet

Explorer, Mozilla Firefox, etc.)

12. The final step in installing the software
is the creation of a database where
you will stock the data concerning your
project each time you use the Dynamic
COMPAS.

To do this click on Next. The following
message appears: “Database under
installation... Please wait...”

13. Once the database is installed, the
window opposite appears. You must
now create the first Dynamic COMPAS
user on your computer. To do this you
must fill in the following sections:
“Surname”, “First name”, “User name”,
“Password” and “Confirm the
Password”

The User name and Password will
allow you to open the software.

This information can be changed at
any time.

14. The software is now installed and can
be used.
Click on Launch the Dynamic

COMPAS.

Important:
The password should be no longer

than 8 characters long.

[t
b
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Subsequently, the application can be opened using the COMPAS system icon m in the
taskbar or via ‘Start-> Programs—>Dynamic COMPAS’

For the following steps go to paragraph 4.1Creating/modifying a project
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2.2 Uninstalling the software

1. Close the application by selecting
“Quit” in the lower toolbar menu

2. Go to: ‘Start>Programs-> Dynamic
COMPAS'.
In the menu choose 'Uninstall’, as
shown on the screen opposite

3. The window opposite appears. ALt e
Click on Cancel if you do not wish to = arma < Denamis CoPAS Unneallatint

uninstall.
S e SEIRE YR LARE R pminsRs Do SOVPGET

Click on Next to continue uninstalling. This el prcaaa i e Tmammit TTRAS fr S Gt e iy
CHok ZanodliF vz oo pobsent b e o i Aopioat o

vk Hash ocamonos the wvimda b pru o,

4. The following window appears.
Uninstallinng Pracesy
Po=oeiig il Deaname CTHPAT applvdio fzm sulr compaber

Ta werrapt ar caescca Lnnetalbhg poceee d ok Sancal

Cewing ks

awl |
5. Then the following window appears. Fles ettt
C||Ck on Delete A” Filaw ~or 2ainfad bs the u-ivaballsban proz e

The fodiaadra Hles meid Cresls O before an afisr 1re nssakation,
vaLcar 7 zi- oder spol oatoss may aeas tham.

PO T T T

Synamauahmzd_ane o -
reb kit b o g

ST

Lonlatm Calatn Al |

Keak = | | Cencel
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6. The following window then appears.
Click on ‘Finish’. The software is now
uninstalled.

W Ui lisey Dpivnar: COHPSE

inish
Fiy=armn TOHEAS nee haen currasshly omeckslad!

Note: o _
Check that “Dynamic COMPAS” has R
disappeared from the

‘Start->Programs’ menu and that the
icon is no longer on the desktop.

If they are still there, remove them
‘manually’ by removing the Dynamic
COMPAS file from the C:\Program files
folder.
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3 OPENING A SESSION

Important You can only open the Dynamic COMPAS if you are a ‘user’, that is to say, if you
have a user name and password. (cf. 4.2 Entering/Modifying a user)
Within an organisation, the user name and password are chosen by one or several
administrators (called the ‘super user’) of the Dynamic COMPAS (cf. 4.3
Creating/modifying rights for a project).
If you do not have a user name or password, contact the people in your organisation
who are responsible for the use of the Dynamic COMPAS.

1. Open the Dynamic COMPAS by clicking

on the COMPAS system icon m in the
taskbar or by using the ‘Start->Programs”
menu.

The following window appears (

Screen 3: Identification

[

Screen 3

2. Enter your user name and password and
select the language you wish to work in
(French, English or Spanish).

For example: User name: test
Password: test
Language: English
3. Then click on Se connecter.

e b 8
5 A, OFTE B

4. This opens the Home page. Screen 4: Home

5. You can now choose between the
following activities, by clicking on the icon: s e
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4 ADMINISTRATION

For an administrator (super user), the procedure for opening a session is the same as that
described above. However, an extra icon appears on the ‘Homepage’ (Screen 3

P LT T T R

e .
¥ B M Hathl=a : Gulmeant Heth za |
l_:'ﬂ‘Mf‘l\E

Link to
Fwnntae Administration page
| — List of users
Projact 1Z quality Projact
managemant critaria svaluation

Qe compas @ @ @

Hammuegs Tozls LOHIAY huars Hrirrbable

To access the administration page from the Home page, click on S Administration This opens
the secondary window ‘Administration — User list’ (Screen h

Screen 5: Administration — User list

Link to ‘Administration — institution dat

L R
A Cf. 4.4
COMPAE
-1 o e | Link to ‘Administration — Manage
Linige iRl et e AL :J ; = prOJeCtS1 Cf. 4.1
Vbt e aurrmem Hatdzs wdrm f—:’

- Preject

== i Link to ‘Administration — Create a

T . project’. Cf. 4.1
i
2
o Link to ‘Administration — Manage

‘ users’. Cf. 4.2.2

Link to ‘Administration — Create a

user'. Cf. 4.2.1

The Administration page allows you to:
» Create/modify a project
e Create/modify a user
« Define/modify what rights a user has regarding a project (consultation, editing, access
to confidential information, etc.).
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4.1 Creating/modifying a project

4.1.1 Creating a project

=]

1. Once on the administration page click on -~ J

2. This opens the ‘Administration — Create a —
project’ page:

3. The project details can now be filled in

(code, title, country, type of crisis, crisis _ =2
process, step in the crisis, sector, start e -
date, length, head of project, description). ——
Only the first three headings (code, title,
country) are compulsory when creating a
project. The other headings can be filled
in at a later stage.

4. Next, click on Create. Your project has
now been created. It will now appear in
the list of projects available on the ‘Home’

page.

4.1.2 Modifying a project
Information about a project can be added to or modified at any point.

1. Click on - J
2. The list of projectf presently in your Dynamic COMPAS appears.

3. Click on the =5 icon for the project you want to modify.

4. This opens the ‘Administration — Modify a project’ screen (which is the same as the Create a
project screen. Cf. 4.1.1 Creating a projegt

5. Once you have made the modifications click on Modify. The project information is then modified.

Note: When validating project stages, there is a direct link to the ‘Modify a project’ page

t Update information on the project
-
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4.2 Creating / modifying a user

4.2.1 Creating a user

o=

1. Click on 28

2. The following secondary window opens:
‘Administration — Create a user’.

3. Enter the relevant information (Surname, e o
First name, User name, Password, Repeat =

password, Position). “i

Important: 8 characters maximum per line. . ..

4. Next you must define the rights of the new
user (cf. 4.3.3. Creating/Modifying the rights
of a user).

5. Then click on Create. The new user is
added to the User list and can begin to use
the Dynamic Compas.

4.2.2 Modifying a user

Information about a user can be modified at any point.
=
1. Click on &=

2. The list of users in your Dynamic COMPAS appears.
[ o

3. Click on the ©:% icon for the user you wish to modify or on if you wish to delete the user.

4. The ‘Administration — Modify a user’ screen appears (identical to the screen for creating a user.
Cf. 4.2.1 Creating a usér

5. Make the modifications that you want to make then click on Modify.

4.3 Creating/modifying rights for a project

It is necessary to assign rights of each user.
These rights define which operations a user can carry out regarding:

- administration (creating/modifying a project, a user or user rights)

- each of the Dynamic COMPAS projects (project management and project evaluation)
Note: Rights can only be assigned by users who have administration rights.
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4.3.1 Assigning rights to a user for the management of a project

The ‘Administration —Create/Modify a user’ windows give the list of projects recorded on the
Dynamic COMPAS.
For each project, under the heading ‘Rights/Project management’, a user’s rights regarding project
management can be determined by ticking the relevant boxes:
o Consult: to allow a user to consult project data.
o Edit: to allow the user to enter and record project data (responses to key questions, phase
reports, phase conclusions).
o Validate: to allow the user to close a phase in order to move onto the next one.
o Access to confidential information: to allow the user to consult the project data which
has been labelled ‘confidential’ (cf. chapter 4 -1.6.2 Responses to key questipns

4.3.2 Assigning rights to a user for the evaluation of a project

The ‘Administration —Create/Modify a user’ windows give the list of projects recorded on the
Dynamic COMPAS.
For each project, under the heading ‘Rights/Project management’, a user’s project evaluation rights
can be determined by ticking the relevant boxes:
- Consult: to allow the user to consult project evaluation data.
- Edit/Create: to allow the user to create a project evaluation and to enter and record the
evaluation data (assessment of indicators, criterion-based summaries, evaluation
conclusions).

4.3.3 Assigning administration rights

To give a user administration rights, tick the ‘super user’ box at the foot of the ‘Administration -
Create/Modify a user’ windows.

4.4 Personalising your institution’s data

1. Click on == ]

2. This opens the ‘Administration — Institution data’ window (Screen 6).
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Screen 6: Administration — Institution data

Trmtihition
4 - .

i
Prupe
|
|
Cf. 2.4.1.
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o |
g
[l
o LRl H My
Cf. 2.4.2. Thees dpeumark sre dva latle n the s’ uheet 2 How Dpsems SOHPAS
Acd a deoummrt
Pzorpharn
Ml [ | T
TR

4.4.1 Saving institution data

1. Complete the three sections (Name, Description, Details).
2. You can add your logo (it will appear in the ‘Tools’ page of your Dynamic COMPAS). To do this

click on 72| Select your logo then click on Save. Your logo will appear. We recommend
that you use a small logo (around 3 cm x 3 cm) so that the page layout is not affected.

4.4.2 Saving institution documents

You can save documents which will be accessible in the ‘“Tools’ page of your Dynamic COMPAS
(cf. chapter 7 - 2 TOOLS).

1. To save documents, click on @. Select your document then click on ‘Add document.’
Your documents appear on the screen.

2. To delete a document, click on the icon which appears next to the document.
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5 EXCHANGING DATA

This function allows you to exchange projects, that is to say, to export and import projects with
other people using the Dynamic COMPAS whether they are at the organisation’s headquarters or

in the field.
Screen 7: Data exchange

Hleek i ponbeeds | ia - e & IF the ardject sou wre impcrbng aresdp sl f
A P i paur Synarms SOHPAS, sl four wéammorion mil be C . partS 1

Cnybems af expert rapihsd

[ Export aaches fine and parB 2
Pir medcwan wedfor v aldeton [yau s sok b . — i )
e ba o antl e hase raceiaad | | Gabact e _Farran
ther s

& Fof cobsuiaiing oy {ibe recereer will be sbie o
corm i b ok madiFy, She date)

This fusction enabdes W aoen di racerded deta frem paur Warmomg: 81 dsta drom pour Dpsamio COMPAS wil be f 5 3 d
Dpnarsiz COMPRT rupleced By Wiz fram thae mmparked W 1F van @ nat C . part . a.n

i Eort 4l gk I sre, ek o8 ek - up Befare impartiag
part5.4

Swtwat Hip Pavam |

Irraier: 41 durs

5.1 Exporting project data

1.

Click on the icon in the toolbar at the foot of the ‘Home’ page. This opens the ‘Data
exchange’ window (Screen Y.

In the “Export project data” section, select the project that you wish to export in the menu.

You can choose to export the document with or without its attachments. To export it with the
attachments tick the box ‘Export attached files’.

Next, you must choose which export option you want, by clicking either:

For modification and/or validation (you will no longer be able to modify your project on the
Dynamic COMPAS until you have received the updated version).

For consultation only (Those who receive your exported file will not be able to modify its
content, but simply consult it. You will still be able to modify it).

Click on M A confirmation window
opens, “Are you sure?”. Click on ‘Yes'.
The Dynamic COMPAS produces a ‘.cdyn
file: this is your exported project.
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5. Select or save your file onto your computer. You can now transfer this file (by email or other
means) to another Dynamic COMPAS user.

5.2 Importing project data
1. See instruction 1 in 5.1 Exporting projectiata.

2. In the ‘Importing project data’ section, choose the project that you wish to import from the
‘.cdyn’ files saved on your computer.

3. Click on _Imeort | A confirmation window opens up — ‘Are you sure?’. Click on ‘Yes'. The
project is imported into your database. This project will now appear in the list of projects.

Warning: If you import a project with the same name as a project that is already in your database,
the old project will be replaced by the new one.

5.3 Data backup

1. Click on the icon at the base of the ‘Home’ page. The ‘Data exchange’ window opens
(Screen 7). The options ‘backup’ and ‘restore’ are in the lower half of the screen.

2. Click on _Export all data | click on 'Save'.
A confirmation window opens — ‘Are you
sure?’” Click on ‘Yes. The Dynamic
COMPAS produces an ‘archive.zip’: this
IS your backup.

3. Select or save the backup onto your
computer. You can now save a hard copy
of this file.

5.4 Restoring data
1. See instruction 1in 5.3

2. In the Restore section of the screen, choose the ‘archive zip’ file that you wish to restore
amongst the “.zip’ files saved on your computer.

3. Click on _lmeertalidata | A confirmation window appears — ‘Are you sure?’ Click on ‘Yes'. This
restores your database. All the data can now be consulted via the Dynamic COMPAS.
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CHAPTER 3:

CONSULTING THE QUALITY REFERENCE
FRAMEWORK AND QUALITY COMPAS FILES

1 CONSULTING THE QUALITY REFERENCE FRAMEWORK 37

2 CONSULTING A CRITERION INFORMATION CARD (VIA THE QUALITY
REFERENCE FRAMEWORK) 38
3 CONSULTING A KEY PROCESS INFORMATION CARD (VIA THE QUALITY
REFERENCE FRAMEWORK) 39
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The COMPAS method is based on a reference framework of 12 quality criteria. The same
reference framework is used both for project management and evaluation.

1 CONSULTING THE QUALITY REFERENCE FRAMEWORK

-

1. Click on 12 Quality criteria or the ' icon representing the Compass rose on the ‘Home’
page.

2. This opens ‘The reference framework of the Quality COMPAS: the compass Rose’ (Screen 8

Screen 8: The reference framework of the Quality C®IPAS: the compass Rose

g ¥ The T S A ol L Sualty COMPaAEE Hhs mimpi

sk

COMPAS

12 quality critena

Criterion title

} hqpumr-n-nnn ) Criterion title (impac
(structure and i

and result criteria)

pr%cgss criteria) | ety B i sty | PRt Al st ezt by g Iand its associated
and its etter.
associated =
letter [ L ey ML U A e AFFECTED
== POPULATIDNS
- .
CONTEXT

Criterion letter.
- At the faur cardaal peints, impant and resulss ofitena foeas on affectzd poaulaticns and their znvisonmant.

I:l To rocek thise faue criteria, theea are aictt stuctues and peacess critaria, which facas oo the praject and the ad ageaey,
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2 CONSULTING A CRITERION INFORMATION CARD (via the
Quality reference framework)

For each criterion of the Quality COMPAS Method, an information card outlining the main issues
and containing a series of indicators can be consulted.

To consult a criterion information card, click on the criterion. The ‘Criterion information card’ then
opens (Screen

Screen 9: Criterion information card

For example, to consult Criterion information card A, click on

ki o S N | S—

COMPAS
A o The neajact respands toa demonstrated nesd aBTODEFGHILIIEL
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alfiects of & ralural deastar or sonlhet [collapse of the loeal seonormy, desing in public secsices, gt 5 0 tselt tha rain
Justifcstion for all humanitanan projescss,
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Key process
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Critical events
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3 CONSULTING A KEY PROCESS INFORMATION CARD (via
the Quality reference framework)

A key process is a set of activities which need to be carried out to ensure that project
results conform to quality criteria. Each criterion can be broken down into key processes.
The Quality COMPAS method includes 46 key process information cards, grouped into 7
sections, i.e., Definition, Anecdotes, Why it is important, Why it is difficult, Warnings, Tips
and Critical points.

1. To consult a Key Process Information Card, first open the Criterion Information Card (cf. 2
Consulting a Criterion information card).

2. Next, click on the key process that you wish to consult. This opens the Key Process
Information Card.
For example, to consult Key Process Information Card Al, click on

on Criterion Information Card A.

The Key Process Information Card opens (Screen 1§)

Screen 10: Key Process Information Card

COMFPAS

Humnanitarian responses generally focus on the provision of basic subsistence needs, such as public health, food, medical and
shelter programmes. However, communities often have a wide variety of needs, some requiring non-material assistance, such
as education, protection, psychological care, etc, This raises the moral question of who should be responsible for deciding which
needs are essential or impartant: the aid agency or the comrunity? And who in particular within the community?

Meeds assessment should distinguish between expressed needs, which may be influenced by previous interaction with the
hurnanitarian systemn (i.e. relationship between aid provider/aid recipient, knowledge of what agencies “usually” provide, ete.),
and real needs,

Once the needs assessment is terminated and priorities have been set, it is important to establish whether the population,
controlling authorities or other agencies are already in the process of providing a response for any of these needs and identify
those that still require a response. Finally, it is impartant to identify whether the population has the capacity to respond to any of
these needs itself,

Angola, 2002. Aid agencies were surprised at how often IDP populations asked for help in building an ondjange {comrmmunity
meeting place), as they felt that other, more pressing, needs had been identified. However, building an ondjango meant that the
population would have sarmewhere to meet, thus restaring the community’s sense of identity in its new location, or on return.
Dignity and a sense of identity may be just as important for crisis-affected populations as more practical considerations.

Albania, 1999. Following NATC bombardments in Kosowo and the resulting displacement of the Kosovar population towards
neighbouring countries, emergency camps were set up in Albania for Kosovar refugees. Howewver, many of the camps remained
unoccupied, since nearly 70% of the refugees found alternative solutions, preferring to stay with relatives or friends rather than
in the camps. Insufficient analysis of local coping mechanisms meant that considerable amounts of resources were wasted.

» A detailed analysis of each context should produce relevant tailor-made solutions rather than poorly adapted
standardised respanses.

» Local capacities must be taken into account in order to avoid unnecessary duplication or weakening of existing coping
mechanisms. This also impraves programme relevance and efficiency

» People’s needs are complex and tend to evolve over time. To maintain programme relevance it is essential that needs
rantinne tn he rmonitnred theanahoot the neniect
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Important  To manage a programme, the project details must already have been entered in the
Administration page (cf. chapter 2 - 4.1 Creating/modifying a projertTo do this,
you have to have the relevant administrative rights or you have to contact the
Dynamic COMPAS administrators in your organisation.

1 WORKING THROUGH THE PROJECT CYCLE PHASE BY
PHASE

1.1 Starting a project

1. On the Home page, select your project per Aewppeionl s
from the list. B

Important

The projects on this list are those which have
been recorded on your computer and for
which you have rights (cf. chapter 2 -4.3
Creating/modifying rights for a projectf a
project which should be on the list does not
appear, check that your rights for this project
have been properly assigned.

2. Next, click on B2y Project Management.

This opens the ‘Project management’ screen. It shows the 5 phases of the project cycle and what
stage has been reached.

Screen 11: Project management

[

e E_LJ

L
Fra o

COMPAS

Link to project
phase
Here: phase TO

Frafiminar

Link to phase
conclusion. This icon
only appears once the
phase has been
validated.

| 0%

Link to list of key
questions and
responses to them

Y piase
L

esign phase

Inital assessment
plyase

Mathide  Sailment Mathide

Manitoring phase

Project closure

phase

Link to phase reporT
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General rules for working on phases of the projexsicle
To begin working on a phase, click on its icon (blue-coloured phase — cf. chapter 1 - 2.3 Screen

colour codg
Important:

longer be changed and can only be consulted.

Dynamic COMPAS
User’s Guide

Once a phase has been validated and closed, the related information can no

Note: For the monitoring phase, as much monitoring as is judged necessary can be done. For
more information about the monitoring stage, go to chapter 3 of this guide.

1.2 Layout of project management screens
Screen 12: Project management — Monitoring phase

]
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EOFrE s an s

The different steps
in the phase
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:-'nnu—llu"lnl.'lln

ik ng sy
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mb"-l'ﬂllnlil:
||

Link to phase report. Her&
Monitoring report.
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Link to highlight respon:
by author or by date

o

Key questions for the
step in the current
phase

LR GHGOET - Mattelde - Guilmart Mathiddw

et semitirng report

Link to ‘Response to key
guestion’ form

Link to the same chapter in
other projects.

retrwilarl g Ist H vt 1 ik il bl P — — N
oo = R A Report chapter tit
Section for writing report
chapter for this step.
Arach Ra Fareot |
I Lot dartisl azac mec
Foa] Link to consult chapters from
J preceding phases which
Q) 4 i correspond to the same criterign
U U isiimuil ik 1 ]
EI L et Ik He sarne tliapis b eng
St et dedtan

Note: The same layout is used for all phases of the project except the preliminary phase for which

there is no writing section.
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1.3 Answering a key question

Note: The Dynamic COMPAS allows you to adopt the Quality COMPAS quality assurance
method. For further information on key questions (definition, etc.), see our documents on
the Quality COMPAS method.

1. On the ‘Project management’ page (cf. Screen 1 click on to the right of the key
question, if you want to give a personal answer, or on , Iif the question has been taken into
account, or if the question is not relevant.

2. If you click on , this opens the ‘Response to key questions’ page (Screen 18

Link to Criterion
Screen 13: Response to key questions information card |

. Link to Key process
information card

Key questlo I = What Hinanrcial and Iaqlctesd resnnress wrn neracasry and suslinhles e . .
T Link to consult answers to this
project’s other key questions
4 i= %= | Link to consult answers to this
Section for writing key question for other projects
response to key
guestion
— T ool fesponsg
frnevh 2 bl | Favie |
T SOOI donaimesl
Answer Options o peu iz tercapa ol e il st s g reae Have
T Gl Ok 1 b aatd
suaston rof Rl ondereand IZ
O Gummtran suban prin mecark brr ma rmapanan g e
\ Gacthsr resmar

3. You can now enter your response in the space provided or click on one of the other answer
options:
0 Question not relevant
o Question not fully understood
o Question taken into account but no response given
a Another reason

It is also possible to attach documents to your response.
If you want your response to remain confidential and only to be consulted by users who have
the right to do so, click on the corresponding box.

4. Then click on Save.
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Important If you forget to click on Save and you close the window, your response will be lost.

Note: It is suggested that you close the ‘Response to key questions’ window after you have
completed it in order to avoid having too many windows open at one time.

1.4 Writing the phase report

At each step of a phase it is possible to write a chapter of the phase report. In doing so, you will
stay up to date with your phase report writing (initial assessment report, project design report,
monitoring report, closure report).

1. On the main page of a phase (cf. Screen 1Pthere is a box for writing each chapter. The title of
each chapter is indicated above the box.
It is also possible to attach documents to your text. If you want your response to remain
confidential and only to be consulted by users who have the right to do so, click on the
corresponding box.

2. Next click on Save.

Important If you forget to click on Save and you leave the page your text will be lost.

1.5 Validating/closing a phase

A phase can only be validated and closed once all the work on the phase has been done, i.e. all
the key questions have been dealt with and all phase report chapters have been completed. The
colour code makes it possible to see where you have reached in the project. To validate a phase

all the ‘Response to key questions’ icons have to be orange: , as do all the steps in the phase
(cf. Screen 12example ‘monitoring of needs’).

1. When a phase is completed as described above, a ‘Validate the phase’ option appears on the
screen as shown below.

BRichdp [ Pwceni |
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Click on ‘Validate the phase’. This opens
the secondary window opposite (Screen
14).

The window contains:

O a section with information about the
project (cf. chapter 2 - 4.1
Creating/modifying a projert

O a box to write a conclusion for the
phase.

Write your conclusion in the box provided.
You can also attach a phase report.

When you click on

_j Update information on the projoct ]

, the ‘Project
modification’ window opens. This allows
you to update the project information.

Click on Save.
Then click on ‘Close this phase’. The

phase is now validated. You can no
longer modify the project information.

The following screen appears. Click on
Begin next phase.

Dynamic COMPAS
User’s Guide

Screen 14: Project management — Design phase —

Phase validation
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1.6 Consulting project data and exporting it in Wor
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d format

On the ‘Project management’ screen, each phase is surrounded by a semi-circle with two or three
icons on it (cf. Screen 15). Before a phase is opened the icons are grey, when it is being worked
on they are blue and when it is completed they are orange. The third icon only appears when the

phase is validated

(

= phase report,

Screen 15: Consultation of project data

= key question,

= validation).

Link to phase report

Link to responses to key questions
for the phase

Link to phase conclusion

1.6.1 Phase reports

On the ‘Project management’ screen click on
documents’ (Screen 1B

Screen 16: See project documents

Document titl

The different chapters of
the report (by clicking on
the chapter title, the
corresponding text appears

—

i

S

Prajact decurmd - Eeitial assess e

[ istrogautiop b the dEameosle shed mid meoa sy
A Coskea a0 aEsusinlens

2 Hubtical s hegal ot

- Prohiemy anelened oo nwedy o et

- Lecal capmct mnd aulsrabilibe fecnm

5 —Borhoutiong| characharistics 1RoR I0EE L0
b= Copsnralacs ipntfod

2= potintial izt iee dnpacts idiatified
I_Gwcurily cinks G sbalf, gaogi and s
B Shakshalder snd instihtisnal cosbest snabisiy
L0 awilalle resaurces Cocel md shrandh

LL - Legeans benl Trom srpeioys maperience

. This opens a secondary window, ‘See project

Link to other phase reports
(1=initial assessment, 2=project
design, 3=monitoring, 4=closure)

EELC

Allows user to hide or
e et € (igplay the contents of
the document

sl © tleall
Allows user to export the
< document using Word
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1. Toread a particular chapter, click on the chapter title.

2. To read the whole document click on Display all.

3. To export the document using Word, click on Create Word document.

1.6.2 Responses to key questions

To read responses to key questions, click on . This opens the secondary window, ‘Go to
responses to key questions’ (cf. Screen 2b

1. For consultation options, go to chapter 6 -2 Consulting responses to key questions.

2. To export the document in Word format, click on Create Word document.
1.6.3 Comments and conclusion for phase

On the ‘Project management’ screen, click on the = icon (this icon only appears when a phase has
been closed)This opens the secondary window, ‘Comments and conclusion for phase’.
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2 PROJECT DESIGN
Important:
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This section only deals with the functions which are specific to the project design

phase. For functions which are common to all phases (Responding to a key
guestion, Writing a chapter of a phase report, Validating/Closing a phase), see
paragraph 1- Working through the project cycle phase by phase.

2.1 Creating your logical framework

Go to ‘Project management — Project design
phase’. Click on ‘Defining objectives, results
and indicators’ in the left-hand column. A new
screen appears. You can now create your
logical framework in the section provided.

2.1.1 Creating/updating your overall objective

1. Click on Add/Update as shown opposite.

e [ e

DBIECTIVELY MEASURABLE

LOGIC OF INDICATORS MEANS OF
IMTER¥YEMTION YERIFICATION
D s inidiimbeirs
OYERALL
OBJECTIYE
Bl S Upd ke
olijacive \
2. A box appears below the table. T
3. Enter your overall objective and then click
on Save.
4. Your overall objective now appears in the
corresponding section of the logical
framework.
[e]
5. Itis possible to make changes to your overall objective by clicking on Add/Update.
2.1.2 Creating/updating a specific objective
1. Click on Add a specific objective in the o OBIECTIVELY MEASURABLE
‘Overall objective’ box as shown opposite. e e[ ks A
gﬂﬁnuinﬂnilun’.
OVERALL
OBJECTIYE
A pd ke
E——— olrjactive
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5.

2.1.3 Creating/modifying your indicators
1.

A box appears below the table.

Enter a specific objective. You can give it
a code (optional). Then click on Save.

The specific objective now appears in the
corresponding section of the logical
framework.

Dynamic COMPAS
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el ki orhve

You can change or remove this specific objective by clicking on Modify or Delete.

Click on Define indicators in the
‘Objectively measurable indicators’
section.

This opens the window opposite.

You can now define all the indicators of
your logical framework. Complete the
following information, ‘Code’ (optional),
‘Description’, ‘Source of verification’ and
‘Value'.

Then click on Add.

Close the window.

UHIEL TIVELY HEARLIEABLE
LAGTC OF THOICATORS MEAMNS OF
IKTERMERTION VERIFICATION
Wl e dilgi
OYERALL

UHAET 1 1Y \

. i S tiprate
Akd 5 b cafp R ttpdate
nhjarHer

EPFCIFIE
QBIECTIVE

boality add / Updnts
el e iy bl

REAULIR

T r B

e R LN

Finally, you have to assign indicators to the specific objectives and expected results. To do
this, click on Add/Update in each box of the Objectively measurable indicators column of the

logical framework.

The previously defined list of indicators
appears below the table.

Select the indicators by clicking on the
corresponding square, then click on OK.
The indicators appear in the column of
the logical framework.

Project indicators

Code. Description Source of verficstion Walue

I Aa Total of women assessment phase 50 sodify  Deleke

[T Bb private iIncome  survey 200 Modify Delete

oK

Repeat this operation for each specific objective and expected result.
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2.2 Producing an ECHO single form for the projecta t the design phase
The Dynamic COMPAS allows you to present your project using the ECHO single form.

Important  The information that you have entered for the design phase will only partially fill the
ECHO single form. Further information is needed to complete it.

1. To access the ECHO single form click on the icon, on either the ‘Project design’ or the
‘Project management’ windows.

2. Click on Generate the single form at the foot of the page.

3. This opens a single form Word document.
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3 MONITORING OF THE PROJECT

Important:  This section only deals with the functions which are specific to the monitoring phase.
For functions which are common to all phases (Responding to a key question,
Writing a chapter of a phase report, Validating/Closing a phase), see paragraph 1-
Working through the project cycle phase by phase.

3.1 To begin monitoring

While the project is being run, the monitoring phase lasts for as long as it takes to carry out all the

necessary monitoring.

1. On the ‘Project management’ screen,

click the ‘Monitoring phase’ icon
This opens the ‘Monitoring management’
screen opposite (Screen 17).

2. The ‘Start date’ is automatically filled in
with the present day’s date. This should
be changed if necessary.

3. Click on Begin monitoring.

4. The screen opposite appears. Click on
Monitoring in progress to start.

5. This opens the monitoring phase screen.

Screen 17: Project management — Monitoring
management

48 H T
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3.2 Monitoring of indicators

When you designed the project, you created the logical framework (Cf. 2.1 Creating your logical
framework and determined the indicators.

1. On the ‘Monitoring phase’ screen click on
‘Monitoring of objectives, results and
indicators’.  This opens the screen e
opposite. Code Deseriptin Value
s Tol e w0 [T

OE ariam neoms Snd | =

2. The list of indicators appears with the
information that was entered during the

design phase (‘Code’, ‘Description’ and e
‘Value’). To carry out monitoring of the D i shapies
indicators use the space provided. Ummiaaerme SN s
You can consult the logical framework of B

the project by clicking on Objectives,
results and indicators.

3. Then click on Save

3.3 Adjusting project design during the monitoring phase

Monitoring sometimes makes it clear that the design of a project needs to be adjusted. The
Dynamic COMPAS allows you to make adjustments to each chapter of the project design.

1. From the ‘Monitoring phase’ screen, it is
possible to adjust the design of each step
by clicking on Adjust project design.

D00

2. A secondary window like the one opposite o= = T
opens. The title of the chapter to be e e L el [
adjusted is indicated above the text box. :

3. Make the necessary changes to the
chapter. You can also attach a document.

4. Click on Save. This creates a new project
design document.
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5. To consult the new design, go to the -
‘Project management’ screen. Click on s M | S o

‘See project design report’ icon

6. The secondary window, ‘See project documents’ opens (Screen 18
In the pull-down menu in the top right-hand corner, choose the project that you have just
adjusted. The chapter that you have changed appears in red as shown below.

Screen 18: Adjusted design of a chapter ‘Needs ambpulation groups targeted’

T~

Pull-down menu of
Prujeud dasige Frogact samgy aciored | 3007 al-2xly . .
i = < project designs

Biapkoy ok ¢ Bk

1 Jebreslection 9g e desion abeaye @il

= papedds arad poolanog graies g0t g
2o Ansrces puatilan o ks nelkicalaad leaal canbs it
Az danumntion gl aberaative susrationsl Sralo;
5= CrosiTalebs baken inie pocoend

& ol el ekl

¥ - AcHudtes plaared [ sk i |
B Buulive mrmech (geatilied
= podpinkal neotie: [aoacts Bei s, gresvserlathai: o oot fotve actian uka dngd
A - Porticistion siratras

. ki s

13 - ¥ aveardcaTian e

3.4 Producing an ECHO single form for the project at the monitoring

phase

The Dynamic COMPAS allows you to present your monitoring results using the ECHO single form.
This can, for example, be used for the interim report which ECHO requests.

Important  The information that you have entered for the design phase will only partially fill the
ECHO single form. Further information is needed to complete it. The form is
generated in a format that is adapted to Word 2000. Certain changes will have to be
made if another version of Word is used.

1. To create the ECHO single form, go to the Monitoring Report by clicking on the icon either

on the ‘Monitoring phase’ screen or the ‘Project management’ screen.

2. Click on

Generate the single form at the foot of the page.

3. This opens the single form in Word format.
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3.5 Closing a monitoring phase which is only partia lly complete

It is possible to close a monitoring phase which is only partially complete, in order to focus on
certain aspects like the monitoring of indicators.

It is not necessary to complete all the questions and chapters in the monitoring phase. If you
decide to click on ‘Complete the monitoring’ (shown below), the phrase, ‘Question not taken into
account in this monitoring’ appears automatically in all the sections that have not yet been filled.

rinnEtarirg |Essnn foarning
p-l_‘m_.l:-:l-'ldil

Camplste te

3.6 Validating the monitoring report

1. Once the monitoring is complete, the
‘Validate monitoring report’ box appears
as shown opposite.

%
Cod

2. Click on ‘Validate the monitoring report’. JEn
The secondary window below opens. fhwas =
A conclusion can be written in the box
provided, and a report attached.

= o 3
3. Click on Save
4. Finally, click on ‘Validate monitoring
report’. Your report is now validated. You
can no longer modify the information
saved for this piece of monitoring.
I--muru’-c‘\-wll AT ]
Gl
et R i ot e bl
o i it L 1 T i i ol Wl S
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5. Once you have validated the monitoring, L "
the ‘Monitoring management’ screen fiériras i
appears once more. Gt s
3800 bl e e [l :‘-
The ~ icon now appears next to the S —srmse |

relevant piece of monitoring. Click on this
icon to read the monitoring conclusions.
Another link, consult also appears. Click
on this link to read the monitoring report.

6. It is now possible either to close the

monitoring phase by clicking on ~  close
this phase, which appears at the bottom
of the screen, or to leave it open in order
to carry out further monitoring at a later
stage.
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4 MONITORING OF CRITICAL EVENTS

Monitoring of critical events is a section which allows you to apply the principle of critical events
management while running your project.

4.1 Monitoring critical events

1. Go to the ‘Project management’ screen v

and click on
This opens the ‘Project management —
Monitoring critical events’ window. e R R

2. Enter the type of critical event monitoring
that you wish to carry out in the
‘Description’ box. The ‘Start date’ is
automatically filled in with the present
day's date. This can be changed if
necessary.

3. Click on Create.

4. The window opposite appears. alén i,
Click on in progress to begin. o

5. This opens the ‘Monitoring critical events’ Eres iz ML .
window (Screen 19
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Flags representing the frequency
with which a critical event has
taken place.

Screen 19: Monitoring of critical events
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A number of critical events are linked to each criteria.

6. For each critical event, four flags represent the frequency with which the critical event has

taken place:
o Has not taken place
Has rarely taken place

Has sometimes taken place

yvv.

Has often taken place
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Box to write comments
<4————— and details about the

critical event

7. Comments and details can be added in the box to the right of the critical event.

8. Click on Save.

9. Once you have added all your comments, click on Validate at the bottom of the page. This

validates your critical events monitoring. You can no longer change this information.

4.2 Consulting monitoring of critical events

1. Go to ‘Project management — Monitoring critical events’. Click on
Screen 20: Project management — Monitoring criticabvents

T FEEKE A e

e duky durenphsn
AED Ly ke EwA CEEARLT | AR

I i |

Page 59 /81



2. This opens the screen opposite.
You can consult the last 4 examples of
critical event monitoring carried out on the
project.

3. Clicking on the
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icon opens a window containing the information that has been entered

regarding a particular critical event during the project (date, value, comments/details).
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CHAPTER 5:
EVALUATING A PROJECT

CREATING/CONTINUING AN EVALUATION
1.1 CREATING AN EVALUATION
1.2 CONTINUING AN EVALUATION

WORKING CRITERION BY CRITERION

2.1 LAYOUT OF EVALUATION PAGES

2.2  ASSESSING QUALITY INDICATORS AND KEY PROCESSES BY
CRITERION

2.3  WRITING A SUMMARY FOR EACH CRITERION

FINALISING YOUR EVALUATION REPORT
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1 CREATING/CONTINUING AN EVALUATION

1.1 Creating an evaluation

1. On the ‘Homepage’, select the project that you wish to evaluate from the list in the top right-

hand corner.

2. Next, click on

This opens the ‘Evaluate the project —
Evaluation management’ screen shown

opposite (Screen 2L

Important If you are unable to create an
evaluation of the project, check that you have
rights for this
project (cf. chapter 2 - 4.3 Creating/modifying

been assigned evaluation

rights for a projegt

3. In the ‘Description’ box, enter the type of
evaluation that you wish to carry out. The
‘Start date’ is automatically filled in with
the day's date. This can be altered if

necessary.

4. Click on Create.

5. The screen opposite appears. To begin
working on your evaluation click on

evaluation in progress.

1.2 Continuing an evaluation

Screen 21: Evaluate the project — Evaluation

management

--------

Sarkdge (e

R

AT

Medodir 1 o, ol Mk

Follow the same instructions as described for creating an evaluation. On the ‘Evaluate the project —
Evaluation management’ page, select the evaluation that you wish to work on and click on

evaluation in progress.
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2 WORKING CRITERION BY CRITERION

2.1 Layout of evaluation pages Link to ‘Project evaluation

. . - — Evaluation manageme
Screen 22: Evaluate the project — Analysis by critéon

ETG

ht'

R

COMHAS

Halidde - “ul v lHhik:

Criterion to evalua Link to evaluation of other crite

ra

e
sl i aliare i i

Quality INAICALONS TOI| i e ot st sl s grassss woe v el mds
thlS Criterion CrHErenCA Tacaen arat rasds avd sreca= chjscHiae
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£y Link to key questions

Farpbas nasde mre machrwd ant nonb e

Key processes for thjs TP g rem i L H AL il e S T SR o
criterion i ek pLoei Al A s e e e

The desion man sz asdress sl af the Setir e besin nesds T be cusfisd

N—

—  [ritical ayents
Critical events for st bl e Link to development of critical
this criterion o Fwoabepapeated vonsk for Pk bt cHer nemds event

L & Fanals hod sbereasym s for areias s anment i ewcs nas Jioe ananis an end, sivased oF aschatnad, s-aasd, sk

& Smmanery of 01in Hndings end camments for the citerlon A

Box to summarise the
evaluation of this
criterion.

AHA-S ha L TR

Link to evaluation
document

Romanay i RN A ) Arepeit Depan

To go to the evaluation of another criterion, click on the corresponding letter from the list in the top
right-hand corner.

2.2 Assessing quality indicators and key processes by ¢ riterion

In the Quality COMPAS method, each criterion is linked to a number of indicators. Each criterion
also corresponds to a number of specific key processes — activities to be carried out in order to
meet the criterion. With the Dynamic COMPAS, the user evaluates to what extent a criterion has
been met by assessing both quality indicators and key processes.

For each quality indicator and key process, choose between the following four levels of

assessment:
++:  fully meets the criterion
+: meets the criterion (room for improvement)

- partially meets criterion
- does not meet criterion
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2.3 Writing a summary for each criterion
The assessment of indicators is not enough to provide a pertinent evaluation. Indeed, it is the
explanation of this assessment which makes it possible to reach conclusions, make

recommendations and generally give meaning to an evaluation. The Dynamic COMPAS provides a
space to write a summary for each criterion.

1. Enter your summary and comments for each criterion in the box provided (cf. Screen 2
You can also add attachments to your summary.

2. Click on Save.

3 FINALISING YOUR EVALUATION REPORT

It is only by looking at all the criteria together that a complete picture can be established
concerning the quality of a project. Tensions and links between criteria mean that it is very
important to write a final summary which presents the most important findings and the main
recommendations.

1. On the ‘Project evaluation — Evaluation management’ screen, click on validate the evaluation.

2. This opens the window opposite, Screen 23: Evaluate the project — Validate the
‘Evaluate the project — Validate the evaluation
evaluation’ (Screen 28

LT e e

3. Enter your summary, conclusions, and e
recommendations in the box provided. A ———
Documents can also be attached. N

4. Click on Save.

5. Then click on ‘Validate the evaluation
report’. Once validated it is no longer
possible to change the information it s .
contains.

6. The window ‘Evaluate the project — Evaluation management’ reopens.

The icon now appears indicating that the evaluation has been validated. You can consult
the conclusions of the evaluation by clicking on this icon.
The link Consult also appears. Click on this link to consult the evaluation by criterion.
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1 CONSULTING THE COMPAS BOARD

The COMPAS board is a table in which all the documents related to a project are organised either
by:

o quality criterion

o phase of the project cycle
The COMPAS board makes it possible to consult all the documents of a project on one screen.

On a main window, click on the icon at the bottom the screen.
This opens the ‘COMPAS board’ secondary window, shown below (Screen 2}

Screen 24: COMPAS board
In this example, the project is in the monitoring phase but no monitoring has yet been carried out.

Project cycle phase and
phase report

‘ Link to phase report for all criteria

/ Link to all the chapters related to

<4— this criteria, for all phases

Link to chapter on criterion D in
the project design document

e

The 12 criteria of the
COMPAS Rose

Orange = completed Grey = not yet done
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To consult a chapter, click on the chapter title
(completed chapters are in orange. Cf.
chapter 1 - 2.3 Screen colour cogleMore
than one can be opened at a time. By
positioning the curser on the chapter title you
can reposition chapter windows on the screen
so that you can see them at the same time.
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2 CONSULTING RESPONSES TO KEY QUESTIONS
Key questions can be consulted on two levels:

- for the current project

- for other projects entered in your data base
2.1 For the current project

1. Goto ‘Response to key questions’ (cf. Screen 18 and click on

2. This opens the secondary window ‘Go to responses to key questions’ below (Screen 2p

Screen 25: Go to responses to key questions

In this example the search is being carried out for ‘all criteria’, ‘all key processes’, the ‘project
design phase’ only, and ‘all responses’.

/ :'.":":"" . rus

Search form (selection of it el
criteria, key processes, (TR PR
phases and responses) e Eobimr s -

Fue prusay &l evn proiavs £ . )

pracs o =« The project design phase

[ LTRSS TIR P .‘|| 'l.'.-..u ana L haS been SeIeCted

I Gt It

i 3
Prepuring bis dowign pliges
Search results

I = Wha I= respan<ihis b piaisrt dralqn® Wht 1< the lnk hatessn the deinn team and thateam caerexing
Lhe diapnuusd

SETRET Y b il Faiinla

Sucation ko s accou Ll bol s respones yman

A =line arndAnri=inne made and salldaben? 'Whn makss thaxs deri<innn
LSRN s b
R HETI

il Failinde

coultbib i roaptes i

- lIne ranrh Binas dn ynn sline har preadaek deslqn *
e e s b oiimens Batiinde
Sucation ok s accau i bol ns raapons yan

K A - Inmhak mny v Fhe prpolsHan infneesd, ransibed and Inualued In bhs project desinn phease®

The key question search can be carried out:
a by criterion
a by key process
o by phase
a with or without displaying responses

3. Click on Search.

Note. Click on Search form to make the search form disappear or re-appear.
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2.2 For other projects

1. Go to ‘Response to key questions’ (cf. Screen 18and click on Responses from other
projects.

2. This opens the secondary window, ‘Responses from other projects’, shown below (Screen 2B

Screen 26: Responses from other projects
In this example, the search is being carried out on key question n22 for the monitoring phase and
the monitoring preparation chapter.

};_.':‘-.:,,,_. e e e R BN
COMEAR
Search form (sélection of
country, type of crisis and e
operational sector) At -.mi.-i.;l-.—p. = u.ru":.-i;._:-'l
Srohdr I‘:i.'l..l.t A :.I.'.iu: wl

. . . / aEC v Fr .
List of projects saved in P L
your data base (for which R
the current user has fik - fer - AChIniain

FHEE - THE - it

consultation rights)

Crapay |

N—
r Introductan ta the deslgn phass and methodalagy

Search results

The project search can be carried out:
o By country
Q By type of crisis
o By operational sector

3. The ‘Project list’ displays all the projects i ™ Afghanistan has
that correspond to your criteria. Select the been selected
projects that you wish to consult. cus e <

NB. To select more than one project, SIS

continue to press the Ctrl key.

e dlokiee

4. Click on Display s

Ankemdailing e Ow deoige ploss ol asibade by
i - g ]

Cf. Example: consultation of projects in
Afghanistan (opposite)
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3 CONSULTING CHAPTERS FROM PHASE REPORTS

Consultation of chapters from phase reports can be done on two levels:
- For the current project: you consult chapters from preceding phases for the same criterion.
- For other projects saved in your data base: you consult the same chapter in other projects.

3.1 For the current project

1. Go to ‘Project management — Phase...” and click on ™ Consult chapters from previous
phases (below the report box).

2. This opens the secondary window, Screen 27: Consult chapters from previous phases
‘Consult chapters from previous phases’
(Screen 27). i e

In this example, the chapter is ‘Monitoring
of needs’, criterion A. This means the
user can consult chapters from previous

phases which are connected to criterion Link to chapters
A: /

- DiagnOSiS report: ‘Problems analysed Shaiarsis ouatt datraduoion o e dbiess el and methaecieas /
and needs Identlfledl Dpakie ghase decormots: Tl e ta S gaden phase ard metind ey

- Design phase documents: ‘Needs and
population groups targeted’

3. To read the chapters click on the
underlined titles.

3.2 For other projects

1. Go to ‘Project management - ...phase’. Click on == Consult the same chapter from other
projects (below the report box).

2. This opens the secondary window ‘Consult this chapter from other projects’ (Screen 28).

In the example, the chapter is ‘Introduction to the monitoring phase and methodology’. The user
can therefore consult this chapter in other projects.
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EHZ

[ LR

Search form (sélect

country, type of crisis, :

operational sector) i e s bt L
Tipe ores| Seleck tyce af cagis w ]
Hesior |=.'-'|u.t..| amzinr -

[Roihomd |

List of projects saved i_n I - Tk - Franne

your data base (for which eraa e ke

the current user has A, - test - Cao L2 nds

consultation rights) oo Ln il

N—

Irtrndurtian tn tha manitnring phase and methndalnay

Search results

Liiaplsy J

The project search can be carried out by:

o Country
a Type of crisis
o Sector

3. All the projects that correspond to your
search criteria appear in the ‘Project list'.
Select the projects that you wish to
consult.

NB. To select more than one project

continue to press the Ctrl key.
4. Click on Display

Cf. The example opposite concerns projects
in Afghanistan

i
- LR}

Afghanistan has
been selected

Imre sbhor s -

L T LR
Eerdm Felnbe ardw &

List of projects
in Afghanistan

i g et

Evaha by b U e R g Bees dad vl by

B R L TS

1 project has
been selected
from the Project
list
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4 CONSULTING THE DEVELOPMENT OF CRITICAL EVENTS

During the management of a project: Cf. chapter 4 - 4.2 Consulting monitoring of critical events
During the evaluation of a project: cf. chapter 5
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CHAPTER 7:

Dynamic COMPAS SUPPORT MATERIALS

2.1
2.2

PRINTABLE SUPPORT MATERIALS

TOOLS

CONSULTING YOUR ORGANISATION'S DOCUMENTS
CONSULTING PROJECT CYCLE MANAGEMENT FILES
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1 PRINTABLE SUPPORT MATERIALS

The Dynamic COMPAS support materials allow the user to manage or evaluate a project phase by
phase in accordance with the principles of Quality Assurance. They have been specially created to
be downloaded and

The printable support materials include:
- 5 notebooks for the management of a project, i.e. one notebook for each phase of the
project cycle
- 1 notebook for the monitoring of critical events
- 1 notebook for the evaluation

A user guide for project management notebooks can also be downloaded or printed.
These printable support materials are for ‘Project teams’ and for anyone else involved in making
decisions for the project.

Screen 29: Printable support materials

B4R ES
B4 BB KR
BB RS
Ed B EE
B4 BB ER

EYy R EE
K i (R =] BEY [N EX
I wkeck EY IN EE
1. Click on in the toolbar at the bottom T T e T s

of the Homepage. This opens the
secondary window, ‘Printable support
materials’ (cf. Screen 29

2. Choose the document that you wish to
use by clicking on:
- EN: for the English version e = i
- ER: for the French version f =
- ES: for the Spanish version

WGt et T a b — |t mri— W

3. The following window gives you the
choice of whether to Open or to Save the
document.
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2 TOOLS

2.1 Consulting your organisation’s documents
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1. Click on the icon in the toolbar at the bottom of the Homepage. This opens the secondary

window, ‘Tools’ (cf. Screen 30).

Screen 30: Tools

Link to the organisation’s tools

—

(cf. chapter 2 —4.4.
Personnalising your
institution’s data) ~
/
B 0 ik
Link to project cycle tools to S
be downloaded oL
[ - - 1
—

The organisation’s own documents (cf. chapter 2 — 4.4. Personalising your institution’s data)
appear in the section headed, ‘Your agency’s documents and tools’. Click on the document you
want to consult.

A window opens giving you the choice of either Opening or Saving the document.

2.2 Consulting Project Cycle management files

Project cycle management files can be consulted at any time.

Click on the icon in the toolbar at the bottom of the Homepage. The secondary window,

Choose the document that you wish to use by clicking on:

1.

‘Tools’ opens (cf. Screen 30).
2.

- EN for the English version

- FR for the French version

- ES for the Spanish version
3.

A window opens giving you the choice of either Opening or Saving the document.
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Links to these files appear at ‘strategic’ moments in the management of the project.

For example, during the initial assessment D
phase, at the chapter headed ‘Analysng =]
problems, identifying needs’, there is a direct

link to the ‘Problem tree’ which can be

accessed by clicking on the icon next to
the chapter heading, as shown opposite.
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