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1. Introduction

This program was conceived and developed over many years by Uwe W. Diener 1 at first for
use in the educational sector: www.grafstat.com®.

GrafStat is a program developed for
designing surveys. It provides support
functions for:

A creation of questionnaire forms

A printable version of the form and HTML
forms for use in the Internet,

A different methods of compiling data,

Aevaluating and presenting data and
results

All these necessary functions can be done
within one interface.

1.1 Design of the Guide

This Guide was prepared on the basis of the original GrafStat Manual? focusing on functions
and examples relevant for NGO IDEAs. NGO-IDEAs publications build further basis for the
Guide®. The chapters are designed in such a way that they build on each other. If reasonable
they are followed by examples focusing on SAGE and PAG. These examples can be found
as complete example GrafStat survey together with the NGO-IDEAs GrafStat Guide for
download from http://www.ngo-ideas.net/publications/.

The Guide starts with describing how to construct a survey/questionnaire and how to fine

tune its design, followed by an example referring to SAGE and PAG. In a third step how to

enter data is being explained. The analysis of the data builds an important further chapter

and includes SAGE and PAG examples.Under t he heading AAdministrat
additional and helpful features when working with GrafStat are described.

Chapter 7 describes two additional assistants which were developed by Uwe Diener just
recently according to specific needs of NGO-IDEAs. The Annex includes guiding examples
on how to develop a code list, SAGE and PAG questionnaire and a detailed checklist on how
to go about developing a survey with GrafStat. It is advisable to follow the checklist when
developing your survey as it summarizes the major issues to be considered, describes
pitfalls and links you to relevant pages in the Guide.

! www.grafstat.de T webpage for the educational sector, licence free of charge; www.qgrafstat.com i
webpage for the commercial version, licence fee will be charged;.

> Some parts of the original GrafStat Manual of Uwe Diener have been copied directly into this Guide.
® NGO-IDEAS Impact Toolbox 2011, Participatory Monitoring of Outcome and Impact. Download URL:
http://www.ngo-ideas.net/publications/.
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1.2 Contact Person in Case of Support Needs

GrafStat is being constantly developed and improved upon. Whatever problems, support
needs, comments and ideas users identify or come up with Uwe Diener gives support as
long as it is communicated to him via Email: uwe.diener@qgrafstat.de

For Example, sometimes error messages might appear in German. That could be a
translation problem, or an error that happens in the depth of the program. Feedback is
important! Please describe what happened and send a screenshot to the programmer:

& - [=]x]
select filter settings
Variahle Filter State Filter type,

1 Region = &
2 Parish =
3 Group No
4 Groun Mame [ fisl
5 Member No @B lon
B Male No. il
7 Female No

=
B Yearformation
9 Month formatien
10 YearSuney =
11 Month survey
12 Day Suvey g
13 No. Survey HH
14 Meeling attendance
15 Punctuality
16 Group sustainable ]
17 Accountability
18 Save reqularly - : .
T - . 4,6y, 11" ist kein giltiger Gleitkommawert, ="
20 Solve conficts —

21 Newideas - NIV T v/ 0 am

=

L

W delete all filters Filter logic: ¢ AND © OR * XOR

Groups/classes | Cross chant } Filter / Coupli sentati @

Variable

77 Start € sm AW e e 7 [ 2. | T GrafStat Manu... | T PAGDataSheet.. | B i

Reporting / communicating requirements:

Support needs, problems or ideas should be described in details such that they can be
reconstructed / understood. Following is an instruction about what is needed most and how
best to send it via Email:

1. GrafStat Survey Files should be sent as zipped file.

The files should be sent as a zipped file including all survey documents available (e.g. -
gda, -gdf, -fre documents; see page 18). If you receive a zipped file you should make sure
that you unzip and save the data before you start working with the data again. If you work
on a file that is not unzipped, you will loose all the data you enter.

2. Survey Files should be named properly.

The name of the files should at least include the name of the organisation, date and place
so that you can easily distinguish different surveys.

3. Where necessary screen shots are to be included and explained.

Producing screen shots: while the window with an error prompt is open, press [Print] on
the key board i the screen will be automatically copied i open word and then [paste].
Now a copy of the screen should appear. Screen shots can also directly be copied into an
email.
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1.3 Getting Started - Acquiring, Installing and Configuring GrafStat

Acquiring GrafStat (by download®) is free of charge for public institutions active in the
educational sector. These institutions are also permitted to install the program on one or
more computers. However, a licence for the commercial version needs to be bought from
Uwe Diener. It provides more functions than the free version.

Installing GrafStat Attention:
If you want to install GrafStat you need to do the following: Y GrafStat requires Windows
1. Download the programme and a printer needs to be
2. Unzip it. installed (not necessarily
3. Open the GrafStat folder and start the installation connected).
by clicking on.the file 6setup. exeo

4. GrafStat will suggest to install in C:/Program_folder/GrafStat
GrafStat is configured to create an icon on your desktop and for GrafStat to open
every time you start the computer. You can change these settings during the
installation process.

Configuring GrafStat

Before you start working with GrafStat you should configure it. That can be done during

installation. If you want to change settings later, use the GrafStat Configuration Wizard. Go to
C:/Programme/GrafStat (or wherever you have installed GrafStat) and open the file
6gsconfig.exed. A window will open and | ead you
the folder in which your surveys are to be stored, network functions, proxy settings and copy

examples.

Where to store GrafStat surveys:
It is advisable to have one folder where all the GrafStat surveys will be stored. This
folder should not be under C:/Programme/GrafStat.

Information on how to install and configure GrafStat in a network can be found in the
GrafStat Manual (p. 93/94 in Version 2008):

GrafStat Manual, various GrafStat instruction papers and additional Assistants

A guide with a detailed description of GrafStat and several instruction papers for additional
assistants exist. During the installation they are stored in C:/Programme/GrafStat/doc.
Following is an Overview of the English documents and additional assistants:

Document Content
GrafStat Manual Describes in detail how to create a survey, collect data and analyse it. Explains
how to administer surveys and gives technical advice and further tips.

GrafStat within Recommendations for installing GrafStat in a Windows network.

LAN

Checklist Internet | Describes the proceedings for an Internet based data collection. Not relevant for
NGO IDEAS.

Additional Assistants

GrafMulti GrafMulti supports the analysis of the same survey conducted at different points

of time with the same group of survey participants. The assistant, too, allows for
the establishment of a consolidated matrix (see chapter 7.2 for more
information).

GrafPrep GrafPrep reduces the workload of entering same data for different surveys or
within a single survey repeatedly, by: (a) transferring identical information from
one survey to another (e.g. from year to year); (b) entering data which are the
same for all group members just once and then transferring them to the other
group members (e.g. survey number or village name) (see chapter 7.1 for more
information).

* http://www.grafstat.de/eng/service/edu-register.htm
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GrafSelect GrafSelect allows you to select fragments of a survey, you can (a) extract
specific questions or (b) split data of a survey according to specific features.
Graflmport Graflmport, which is only available in German (December 2011), allows you to

import data from e.g. Excel into GrafStat. The advantage: It enables changing
the questionnaire structure (add and delete questions) and still keep existing
data. But the procedure is quite complicated. It can fail and it can lead to wrong
data if done incorrectly.

GrafMix 1 GrafMix allows you two evaluations to be assimilated in a new, single

Instructions evaluation. Two sets of questionnaires are merged. This might be relevant for
some of the NGO IDEAs Partners.

GrafShow - GrafShow enables you to compile sequences of evaluations. With GrafShow

Instructions you can set up pages on which one or more evaluation pages can be displayed

and scaled. In addition, the Assistant allows you to insert headings and
commentaries. Blending effects assure a smooth transition from one side to the

next.
GrafMat GraMat allows you to update GrafStat evaluations whenever you want. The
Instructions evaluation settings you have saved with GrafStat will be applied to your current

data. The Assistant can also present on-screen cyclical evaluations and
displays, and allows you to save generated graphics.

1.4 Feedback of Partners who started testing GrafStat

Following are some comments on GrafStat received in 2010 from partners who started
testing the Software:

Advantages

A GrafStat is interesting and user-friendly.

Can be used by field level staff with minimum computer literacy.
No scope for mistakes in calculation.

Automatic compilation of data.

Auto generated reports.

Easy evaluation.

Graphic presentation.

Online sharing.

In Excel, formulas need to be used to get the result but in GrafStat, once the data is entered, it
yields the result automatically.

> > D > D> D>

A Excellent graphical visualization of results.
A Less time consuming for data evaluation.
Challenges:

A Linkages of villages and the names of the individuals in the SHG group to appear in the
~questionnaire (from PWR to SAGE to PAG).
A Some of the messages appear in German language.

2. Construction of a survey/questionnaire

If you have no experience with GrafStat it is advisable to begin with developing a
guestionnaire as draft in word, considering the checklist in the Annex 1V, before entering the
guestionnaire into GrafStat.
If you want to compare surveys of different times with each other, make sure

e you use exactly the same questionnaire for the first, second and following surveys,

o while developing the questionnaire think ahead such that questions are still relevant

for further data collection,
¢ you limit the number of questions to a few most relevant ones,
e that a year later you can still find the questionnaire you used for the first survey.
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2.1 Creating a new survey
GrafStat starts an assistant leading you through all necessary steps to create a new survey.

Open GrafStat and then

A Click on [NEW] to start a new survey;

A Click on [OPEN] to open an existing survey/questionnaire;
A Click on [EDIT] to work on an existing survey/questionnaire.

LN/

‘,"_‘ -

v
(B A/

Create a new folder for each new survey, village or district as while
working on a survey, you will quickly accumulate a large number of
single files.’

Ll

. Ouestionnaire

h "\

Attention:

Y Name of the fol der svaynaniedndmate
leastincludethename of t he AT Ymanisaidni St
Datei Pl acefni, e-KRWCDS-ZDBANGKkar war o

Y Long pat h naavededas machids gosdible as they
could cause problems

e\\e\\% |
H T

{

2.2 Construction of a questionnaire

Select in menu: Questionnaire; Button: [new, open or edit]
A question in a GrafStat survey consists of the following editing windows/elements of
guestions:

(A) Buttons

Delete question: Deletes the
current question from the
guestionnaire.

New guestion: Inserts a new
guestion after the last entered
e aCiRI l 1L " question_

Rearrange: Opens a window
s : containing a list of all questions;
- here you can rearrange the
: - { guestions as you wish i move the
e new question to another place.
Duplicate: Duplicates the last
entered question, and adds the

i copy to the end of the
D SRR questionnaire. You can then
0 choose whether to edit the
- original or the copy of the
question.

® For a complete survey at least the following files will be created:

A name.GDF - the questionnaire form

A name.STV - Style template for the form

A name.GDA - the collected answers

A name.FRE - text file containing the answers to open questions and text responses.
Additional files will be created for the saved graphs and presentations.
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(B) Question text
AlLong question text (up to 250 characters) - This is where you enter your question text.

Attention:

Y Only number the questions if you have
otherwise you can add numbers later, when editing the printed form
automatically

Y Dondét enter explanatory notes at thi s
include instructions etc. before you print the form.

(see chapter 3.1).

Y  Brd returns are not allowed when entering the question text.

AShort question text (up to 100 characters) - Optional: If you enter a short question text,
GrafStat will use it as a heading in the basic evaluation and for the relevant graph in the
data analysis lateron.1 f you donét enter a short question t
in the data analysis. It is advisable to use the short question text if questions are too long. If
need be, you can still think of changing the headings when analysing the data.

(C) Defining the question type
GrafStat allows for 5 different types of questions:

Select a question type by clicking on the

1.Single Choice 4.Measured Scale respective check box beside the type. To
2.Mu|t_|ple Choice 5.Free-Eorm / Open decide which question type to choose
3.0rdinal Scale Questions read the following description of the
guestion types, their advantages and
disadvantages.
Attention:

Y1 n g e ardinahsicale questions are preferable in the NGO-IDEAs context.
There are a few exceptions. If ordinal scales are not suitable, look for other types.

(D) Creating the answer quidelines for the chosen question type

Enter the possibilities for the responses. GrafStat will automatically insert letters or figures to
number the items you have entered.

Single / Multiple Choice
(Up to 32 answer choices and 250 characters per suggested response)

e A o= (1) Single Choice: From

e several choices given only

8 ‘ ONE suggested response

can be selected per
' | question. GrafStat will set
S “ " alower case letter (a, b, ¢
B ) in front of eact
e son possible response.

a

- o
Measured seale . lsec

d

8

f

& Singla choica

" Ogen o

i (2) Multiple Choice: allows
for the selection of more
than one response by the
person completing the
guestionnaire.
GrafStat will set an upper
case letter (A, B,
front of each answer in this
2 case.
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The choices of answers for the two question types must be easy to understand and clear and

distinct from one another.

To make sure it is possible to answer these questions you should always consider carefully if

it would be sensible to all owordhhtgon saa@sethee sponses,
6addi ti onal ohthebotton of theiGrafStat wvendadvdo add a text box at the end

of the choices.

Attention:

Y Only 32 answer choices are allowed in single and multiple choice questions.
In case you have more than 32 SHG, Villages, etc. to enter, you need to use a
code list (see Annex ) and develop ID numbers for each SHG, village, etc..
The answer type then needs to be a measured scale and you enter the
number instead of the name of each SHG or village in the questionnaire (see
also chapter 3.4.1)

Y GrafStat cannot analyse text responses.

In case you want to count the text responses or add SHGs later on you have
to use a trick. Add some additional
e.g. O6freeb6 to the respective quest
In chapter 3.4.1, question no. 7 or 8 you can see an example of what it will
look like in the questionnaire, e.g. question no. 8 asks for the SHG. In case
you want to add a SHG | ater you cou
and it will be considered in the analysis. In chapter 5.4.2 and 5.4.5 it is shown
how such questions are processed.

Y Analysis of single/multiple choice questions.

If you want to couple and aggregate variables (see below), the questions need
same answer choices and values. Single and multiple choice questions might
not be the suitable question type to choose. Ordinal scales should be
preferred.

Ordinal Scale
(The range of the scales can be between 0..10 or -5 .. +5.)
Ordinal scales are used for answers to scale questions containing a given order and

———— ssessemmeoss - S€Quence. To facilitate
B understanding, the
10 10 individual values will be
suesse ASSIgNed terms. E.g. the
‘ ope WO EXtremes of the scale

i couldbelabelledas Overy
goodéver @GrafBtaa d . 6
Dl then presents the scale in a
single line, with the labels
of the two extremes to the
left and right of the scale.
Or it is done as seen in the
screen shot, ranking the
overty status of SHG
member svérpympao
ww t O Oruriaveryr i ch
@ important to rank the
- options in an ascending or
descending order.

Scales can have an even or uneven range or values. It is also possible to create symmetrical
scales, for example from -2 to +2. These scales are useful for questions which allow for a
negative through to a positive response.

or 6
0. |
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Measured Scale (Interval scale)
In measured scales, the distance between adjacent points on the scale are equal.’ GrafStat
T requires details on the
8 @nit of measurementd In
the example the unit is
6No.d for the numt
oo Mt o SHG members.

" Eingle choice Messurement unit -
i ——— A To guarantee the

correctness of the

Minimumvales [ | . o .
entries it is also

e necessary to set the
@pper and lower limitsé

as well as the d@ecimal
pointbsettings.

Attention:

Y By setting minimum / maximum value,
longer be valid and for that not accepted when entering data.

Y In respect to the analysis of a spe
with measured scales it is only possible to analyse/filter e.g. group i -bobut not
group fi B and 5q i.e. it is not possible to exclude groups when setting filters
(see chapter 5.2.4). In case you want to analyse selected groups you have to
save the survey under a new name and delete all data/groups not relevant to
your analysis. This can be done in the Basic List: GrafStat Menu: Enter Data;
Button: [Basic list/Export] (see chapter 4.3).

Open Questions

(Open question allow up to 5000 characters for the answer.)

An open question (also referred to as open ended question) is an unstructured question in
which (unlike in a single or multiple choice question) possible answers are not suggested. It
provides qualitative information. You can choose the number of lines for the answers

Y — mm=c  gccording to the expected
complexity. However, these
answers cannot statistically be
evaluated using GrafStat.
GrafStat records the text
entries during the data entry.
For the analysis all text
responses to a question will be
compiled and displayed in one
text document (rtf) or in the
basic evaluation (see chapter
5.1). They can be exported
(e.g. in Excel or Access) and
further processed manually or
using other Software (see
chapter 4.4).

Attention:
Y Text answers cannot be statisticall
: question, GrafStat will not count it and there are no graphical displays.

® For instance, the Fahrenheit thermometer scale is an interval scale, since each degree is equal but
there is no absolute zero point. This means that although we can add and subtract degrees (100° is
10° warmer than 90°), we cannot multiply values or create ratios (100° is not twice as warm as 50°).


http://www.investorwords.com/3156/multiple.html
http://www.businessdictionary.com/definition/choice.html
http://www.businessdictionary.com/definition/answer.html
http://www.businessdictionary.com/definition/provide.html
http://www.businessdictionary.com/definition/qualitative.html
http://www.businessdictionary.com/definition/information.html
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2.3 Editing a questionnaire
Select in menu: Questionnaire; Button: [edit]

With this function you can make changes to the current questionnaire or continue working on
a guestionnaire by following the steps described in chapter 2.2.

It is advisable to be sure of the structure of the questionnaire before entering any data. This
includes thinking ahead of what you need for the analysis while constructing the
guestionnaire. For example, if you want to couple data (see chapter 5.2.5) later on you need
to make sure that respective questions are all of the same question type.

] Il Attention ! Attention:

Change structure

=

-

All responses will be deleted! Keep all responses

Answers already existent. Y | f y O U go t o Ques

entering data, GrafStat offers two
options: AChange s

Rewrite

structurein you wil

responses.| f you click

] possible to change the wording of
el @ guestions and keep the responses.

ARewrliypecii.ck on f@Ch

3. Design Questionnaire (Final editing of the design in the

printed form)
Select in menu: Design Questionnaire; Button: [printed form]

ANSRREAS

Design
Questionnaire

crinted Form

&1 internet Form

K

[ s There are three options to further edit a questionnaire: (1) in the printed

form, (2) in the internet form or (3) in an rtf document.

As the internet form is not relevant to NGO-IDEAs, we will only describe
how to edit the questionnaire in the printed form.

To edit the questionnaire in
T‘The QueshonnalreProgram an rtf document you have to
d|t Data Evaluaton Administration [nfo Help save the questionnaire as a
RTF (Word) File:Go t o
ASave ®BtheRTF
GrafStat Entry page.

55235 . Attention:

Y Ch anog thsRTF
: guestionnaire are not

Qunt
transferred to GrafStat
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The Printed Form
The Printed Form gives you the possibility to format the questionnaire and add additional
information texts.

12 Preview and design of printable farm layout

1 B B25% e
Suppiemonoey tests
Questionnaire: SAGE - Example 2010-06

Hasgin
1. Respondan 1D & 2
rin
2 hame of Respondent E addrass wau

3. rdurmber of Sureey [E] mt=rmediate text

Mo

A Tear of Survey
o B concluding test
2 6. Mont of somay ra =
= [uan aqmpni aJaun i [T T jitiic =
b [JFah = dune hJSep [ Dec
= [Fymarch 1 Oy P joet

| GEMEREL | MFORMATION
[

LocaliordDigict of SHS

= []Loe stonmisn A © [] Loe ananioisier ©
b [ Lo stionistrict B A Jfres

T Mare of e v llage
= [Ovillsgs & o[ Jfres = [res I [Cfrea
B villeae B =JTree FOnee ke
= [ ¥illsge © 1+ Clfree ' Cifres

B hame of e SHE
a[ISHO A 1 CJfree K [Jfres P]fes u[res
EOSHEE eJTres ! Onree A e = [Oiree
s EHE nres m_Jies P e wJires
4 Cree i Ctree n[Ciree =[rres
= e ! Clires = [Clfres tCifree

9. Murrher of SHS Members

10, Caste of the SHE Member

= Mareduled case ¢ rther backward ol eesza * Clribal
® [ sheduled ke A pper caste
11, Wealln SEatus of M ermbar

1 [Juers poor = [Cpoor 2 [Jmedium wealtre 3 [ Jrich
Il. PERSOMAL IMPACT

75, TiieamiienwEadign Y; NEI ot anplicanllg’l Mo answear
12. | make usa aof what | laamt fromirainings O o -
14, Ir:qr:I:r“nrss(nEtmngrneermeslnrrynasshuuk (= B =] (=] N e ! Fortl /| Evtim
15. | 3m a0ie 1o cantriouTe INdes Ennerly I HECISIon o o — Style e
18 v Sk ramen c o fatin b group, ki T 21 & B e
capaciky in conflicl resolulion D=l Phdlo Printer 720
17, 1 have imBroved m ST Gonaaen e and sa estasm [ -] [} A
S Brim
Gr Back G
A) Preview page a zoomed-in display of the print version.
B) Page selection You can use this bar to click directly on the page you wish to go to.
C) Zoom Adjust the magnification of the preview page using the buttons [+] and [-] in
the upper right of the screen.
D) Additional text Listed in four index pages. You Teaent
and design to supplement your questionnaire with additional texts such as headings,

introductions and tips for each individual question. Using the command
buttons on t Pagefii owdae makethegeatings for page format,
columns, borders, additional margins, and the optimal use of space. The

i ndex Fordigeal A ows you to make adjustn
line spacing. I ndex Page fAEXxt rtians,e.g.0
colouring the check boxes, adding your Logo, headlines or footers.

E) Printer A text field will display the current printer in use. Double clicking in the field
selection allows you to select another printer.
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3.1 Index page AText f

Youcan use the butt onTse xdmsupplénent yoor duestionpamegmih A
additional texts such as headings, introductions and tips for each individual question.

1 Preview and design of prinfable farm layout

Questiennaire: SAGE - Example 2010-06

1. Respondant (D
Mo
7 fame of Fie spondan]

[E] Heading

[ Ausracs

3 NMurcher of Survey Intzrnediste fesd
Mo
4 oar of Sury

ear

Car cluding 1eat

2 5. Mont of aurvar
3[den dAnnl aJauy
t[JFeh e hJsep
& [March 1 [uy ! Joct
< T GENEREL [NFOCRMATION —

# [JLocstionisinct A *[] Loc atian)Disirict
b [ Lo afionDickrict B A e

T, Marme of the yilage
= [ Village & 8 iree 3 [ Jires 1[0t
b vilage B =[mee hiree k[Mee
o [Village © 1 [Jfree | Tlfree

8 Marme of e SHG
2[]sHOA 1 free ¥ [Tlfres PLfree
b[JSHGE o[Jfreg ' Oiree a]frs
s[]SHGC ngfrae nJires r[fres
4 Omee i Orree r e =[Oiree

s [Ciae | [ires = [iree t[fee

9. Rlurrber of SHE Mermbers /
Mo

10, Cwste of the SHE Member
= Caheduled caste © ] other backward ¢l zess “ Ol
& [shedulad inbe 9] upper casie

1. Wl Status of M ember
1 [uers pon 2 [Jpnor

RG MO MOapplicable Mo srssar
oo ]
12. | make usa of wha | leamt fromisinngs oo ]
14, ::;:I;‘iss(nemngvne enftes in iy passhaak oo |} Tewk f, Pale | Forl f Exia
15, 1 3m anietn eantnnue Indeennently o HECiSion oo (] Siyle sheet
making al homs a5 wll a5 5H0s a. (=
16, | am &bletoresaie conflicts witin oroup end famiy oo jm) A
capacty in confict resalufion Del PhdtoPrinter T20
17, | haveimproved my seif confider e and s21 estaarm oo [m] 1
& Print
[ Back @)
Heading The heading will appear at the top of each printed page of the questionnaire.

Address Text | You can use this option to place an address text at the beginning of the
questionnaire. Usually, this text will contain a brief introduction to the questionnaire
and a few encouraging words. Enter a short, compact text.

Intermediate Each question can have a comment attached to it. The comment field can appear

Text before or after the relevant question. This placement is controlled using the option
command fiplace before questiono.

Concluding Here you can enter another text which will appear at the end of the questionnaire

text following the last question. E.g. you can use this concluding text to thank the
interviewee.

Hide You can use this option to switch off the automatic numbering of the questions. This

numbers is useful when you wish to apply your own structure to the questionnaire while

designing it (see chapter 2.2).
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3.2 I ndex page APageiq
o iy w4 Using the command but tPagefs ymu tchen i n
Pane settings create the settings for page format, columns, borders, additional
olat margins, and the optimal use of space:
Fapersize: A4 -
SN Smpep— . Portrait / These settings define in which format the page will be
Landscape printed.
S format
S Booklet This command prints the questionnaire on a DIN A4
" page in landscape format, with two pages of the
— Margin questionnaire in A5 format next to each other on a
v Optimize space printed sheet, so that a folded booklet can be made
v Separating line out of the questionnaire. (This printing method saves
[~ Blank line a |Ot Of paper.)
cimre— Columns Make better use of the available space on a page.
S B s GrafStat allows up to 4 columns. The exact.number
available depends on the format you are using. The
o full 4 columns are only available when printing in
landscape format. Printing as a booklet or compiling
£ cror question blocks reduces the number of columns which
Colours can be used.
0| Colar of checkbox Borders A form without borders makes better use of the
available space on the page - reduces the number of
pages.
Margins If you would like to file the questionnaire, for example
in a ring binder, you can select a margin for the form
(roughly 2 cm).
Optimizing Compile various answer items in one line. The
| space program will itself conduct all necessary calculations.
It will also ensure a regular spacing of all items.
Question Compile selected questions into one compact block.
o R blocks Only questions with the same question type can be

Selecting questions for a block

12 Organfze questions In blocks [block)

widh

blocked.

J=E|  This is how you create a question
: block:
AClick on the button [NEW

Mumber of SHG Ms
Uagte oft -

lth Statis of Meim b er «

leami how to sign 53
ljmake use of what | learnt from trainings 3
Ijam cross checking the eniiies in my passhook regularly £

am able to contribute independently to decision making at home as well a 53
am able to resolve conflicts within group and family capacity in conflict re 3
have improve:d my self confidence and self esteam

1 am doiing iegular saviings

I am reqularly repaying my loan with principal and interest
1 Im £ L

it

b &8

B 1 B
T—QUESTION BLOCK]

AThen click in the [COLUMN

| —BLOCK] next to each desired
question.

The question number appears in

the cell, and the number in the

column ANo. o will

marking the beginning of the block.

i
0
1
1
18

a]

FAIILIEE

s A question block consists of a
0 consecutive sequence of questions,
i with no gaps. Therefore, only the

[ o E4 Cancel

next question in the form can be
added to a question block.

c hang
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This is how you can expand a question block:

ASi mply click in or below the block number i
block will now appear in this cell.

This is how you remove a guestion from a block:

ACl ick on the numb e r.The block nuraberAliBappearskafid, ic aaseu mn
other questions further down are also part of this block, they will also be removed, as there
can be no gaps in a block.

Attention:

Y Begin building a block of questions o
Once the blocks have been compiled, you should avoid making further changes
in the area NMEXiietsd | mtnmeariwiese you run t
blocks.

3.3 Print Questionnairei | ndex Page AFont fi

5. @ o+ T he ind ePontfmlowse/ouAo make adjustments to the font, font
S size and line spacing.
Couriar nerr + (19 2 1h 3

Addrs=ing and closing Lecl Font Adjust the font size using a clickable control in a designated place.
pa _iE size As all typefaces in the document are altered by this, a percentile

Intermediate text 1 [hefo

value is used. When the setting is at 100%, the font size from the
- style file will be used.

N ERE Line Adjust line spacing using a clickable control in a designated place.
e TP bexiariene s spacing | The adjustments to line spacing are expressed in percentiles and

L
Lluestions

' & can be used: to save space; to use space more regularly
pa Jsp 26 s Fonts Select the fonts from drop-down-lists

Text ———(—113%

Ag J} o Attention:

B

Y After finalizing the questionné
: master copy and always work with a copy of the
guestionnaire when entering data.

erzs P

Style sheet
B [zage-krveds2010-05-1) (2,

Dl Phato Printer 720

L]
& Brini

Attached GrafStat Example

Following the SAGE or PAG GrafStat example attached you need to open the @dfé
document with GrafStat. Select in the Menu: Design Questionnaire; Button: [printed
form]

Nowyoucan reconstruct how we added text par
informationo; fApersonal impacto) and in
chapter 3.2).
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3.4 Example Questionnaire

The example can be followed by opening the GrafStat files attached to this Guide. The files
include all the examples presented in this Guide (chapter 3.4 and 5.4) and contain the
following SAGE and PAG documents:

(o))

Sage_GrafStatExample_2011-12.g d f
Sage_GrafStatExample_2011-12.g d a
Sage_GrafStatExample_2011-12.f r e 6

(@)

SAGE_GrafStatExample_Questionnaire_
2011-12.rtf

Sage_GrafStatExample_2011-12.stv
GrafStatExample_BasicReport. SHGB_
Surveyl 2011-12.rtf

Sage_GrafStatExample_Economiclmpac
t_SHG2-Surveyl_2011-12.jpg

[}

PAG_GrafStatExample_2011-12.g d f
PAG_GrafStatExample_2011-12.g d a
PAG_GrafStatExample_2011-12.f r e

™ M

PAG_GrafStatExample_Questionnaire_
2011-12.rtf

PAG_GrafStatExample_2011-12.stv

PAG_GrafStatExample_basic-
report_Survey1-2011-12.rtf

PAG_GrafStatExample_AbilityToSolve
Conflicts_Survey1-2011-12.jpeg

the questionnaire form
the collected answers

text file containing the
answers to open ended
guestions

the designed
questionnaire saved as
word format

style template for the form
a first general analysis

exported graph for presen-
tation purpose e.g. for use
in word or power point

To see how a questionnaire is constructed and/or edited open the SAGEor PAG6 g df 6

document with GrafStat and go to the GrafStat me n u e

6Que

stionnai Theo,

GDF document is the one to open whenever you want to access the (example)
guestionnaires (chapter 2 and 3), entered data (chapter 4) or analysed data (chapter 5).

Following are the some questions of the SAGE and PAG GrafStat example:

3.4.1 Header Data

Generally for comparison and separation of data in the analysis each survey needs some
specific 6 éader datadfor the analysis (e.g. comparison between SHGs, different survey
times or different poverty status). The minimum of data which need to be collected for
SAGE (similar to PAG) include the following:

Questionnaire: SAGE - Example

1) Respondent ID Me
No

2) Name of Respondent

asured Scale

|. GENEREL INFORMATION

Single Choice

6) Location/District of SHG

[ ]a Location/District A

Location/District C

[ e

Open question [ b Location/District B [ ]d free _
7) Name of the village Single Choice
3) Number of Survey Measured Scale [ ]a Village A [ ]Jc Village C [ ]Je free
No [ ]b Village B [ 1d free [ If free
) Vel 0 e Measured Scale ~ 8) Group ID RS
Year No
Single Choi
Single Choice 9) Name of the SHG e
5) Month of survey []aSHGA []c SHGC [ ]e free
[ ]a Jan [ le May [ ]I Sep [[bSHGB [ ]d free [ ]f free
[ Ib Feb [ 1f June [1i Oct
[ Jc March [ ]Jg July [ Ik Nov 10) Number of SHG Members
[1d Aprii [ ]h Aug [ ] Dec No Measured Scale

There is a need to have a CODE LIST (see Annex 1 for an example) to answer question

number 1 and 8:

The code list is essential for the data entry. At least each member and each group needs a
number for the GrafStat Software (respondent ID / group ID) which needs to remain the
same during all the surveys. The number needs to be given at data entry. The groups will not
get to know which number refers to which member. This guarantees anonymity in data
presentation within groups but also to outsiders who might get result reports.
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The respondent ID allows you, for example, to compare the development of the situation of a
single SHG member or group over the years. It also makes it possible to correlate respective
village and the SHG member by filtering respective data in the analysis (see chapter 5.2).

Entering the number of the survey i question 31 allows you to analyse the development
results over a certain time period by comparing different times with each other, the names (or
Respondent IDs) of the villages and SHGs allow you to compare data by village or SHG by
setting respective filters.

GrafStat offers, with its additional assistant GrafPrep, a way of dealing with header data
which have to be entered repeatedly, i.e. same data within a single survey or same data
which needs to be transferred from survey to survey. For more information see chapter 7.1.

Attention:

Y As descr i bediunderthe breafioh & answer. gaidelines:
Think of o6pl ac edodealquestions,67 ared® of thé examgls.
These allow you to add village names or SHG names in case you want to include
more in the survey.

Y Consider Limitations:

Single and multiple choice questions allow for 32 choices only. If you have over 32
SHGs or villages which you want to include in GrafStat you should use measured
scale as question type instead of single choice and connect the number to the
SHG or village name in a code list.

Y Certain header data are a must to be
to NGO-IDEAs tools. These include:
(1) survey number,
(2) respondent ID and
(3) group ID.

3.4.2 Well-being Status of the SHG member

To link the results of Participatory Well-being Ranking (PWR’) with SAGE you only need to
include Il-being StéaMeus of SHG Member so, &sSAGEe s ul t
guestionnaire. This allows you to track changes in economic, social, cultural & political
situations & status according to poverty/wealth status.

In PWR you classifiedco mmu ni t y me mb e s istdat Ibast fogr eabegolies. E.g.:

Extreme poverty Very poor quality of life (AVery poor o)
Severe poverty Poor quality of life (APoor 0)

Poverty in subsistence Acceptable quality of life (ALocal mi dd |l €
Simple affluence Good quality of life (ALocal ri cho)

At least two categories should be below the poverty line, and two categories should be above
the poverty line:

10) Wealth Status of Member Queliiel Sl
[ 11 very poor [ 13 local middle class

[ 12 poor [ 14 local rich

"or Participatory Wealth Ranking


http://www.grafstat.de/eng/service/edu-register.htm
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3.4.3 Specific questions

Specific questions have to be formulated according to the aims of the SHGs such that it can
be monitored to what extent aims are achieved over time. Following are some example
guestions for SAGE and PAG (see Annex Il for the complete questionnaires):

SAGE Ordinal Scales
Il. PERSONAL IMPACT
Yes No Not applicable/ No answer
11) | am able to contribute independently to
decision making in the SHG [ 12 [ 12 [ 13
12) | am able to resolve conflicts in my family [ 11 [ 12 [ 13

If you want to have more detailed/differentiated results for your analysis it is advisable to use
5 point scales and other scales then Yes/No (see Annex Il for examples and Toolbox page
42-5).

PAG Ordinal Scales
C. ECONOMIC IMPACT
13) Members of the group save regularly as agreed 14) Group members borrow regularly from the group
[ 11 Very little (None) [ 14 Good (Bigger Part) funds
[ ]2 Little (Smaller Part) [ ]5 Very good (All) [ 11 Very little (None) [ 14 Good (Bigger Part)
[ 13 Fair (Half) [ ]2 Little (Smaller Part) [ 15 Very good (All)

[ 13 Fair (Half)
15) All group members engage in additional viable IGA
that bring extra income
[ 112 Very little (None) [ 14 Good (Bigger Part)
[ 12 Little (Smaller Part) [ 15 Very good (All)

[ 13 Fair (Half)

Attention:

Y As mentioned earlier on, i f you want
| mpae$@€udbtural | mpactédé, O6Economic I m
6Sustainabilityd you need to make sur

same question type, include the same number of responses.

Y Ordinal or single choice questions?
If you want to block questions you should use ordinal scales as the
guestion type. Blocks compile selected questions into one compact block but
only scale questions can be blocked. In all forms questions will then appear to
the left in descending order, with the tick box to the right, as you can see in the
SAGE example above (see also chapter 3.2)
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4. Enter Data
== | Onscreen interviews
i This method of data entry is very useful if inexperienced persons have
~ =~ = toenterdata. Itis the most convenient method for collating data. You
Y |

i . can use this method of data entry when you wish to conduct the
1 questionnaire directly on-screen.

Data list entries

List entry can be used for entering, checking and correcting data in the
.-._‘I Data list entry | questionnaire.

d Onscreen Interview |

# Basic List / i i
Export Basic list / Export
The basic list provides an overview of all the data in a survey. You can
also use it for deleting specific data records or exporting data.
Job-Sharing

It is possible to share the job of entering data at different work stations and compile the data
afterwards to one work station (chapter 6.2). For entering data, you could use the free
version of GrafStat, while the data analysis should be done in the commercial GrafStat
version.

Entering Data in different GrafStat files

We suggest saving the data for e.g. different SHGs, villages or districts in separate GrafStat
files for better data management. After entering the data (e.g. each village gets one file for all
their assessments) different files/results (e.g. compile the results of the different villages) can
be compiled throughd c o mp i | e d acdhapter 62)sTdherefoee] ysuowill be able to
easily track developments over time for each village, at the same time compare
developments between villages by compiling the data of different villages to a new file.

ATTENTION:
ALWAYS ENTER DATA INTO A COPY OF THE ORIGINAL QUESTIONNAIRE

Y Working with a database like GrafStat meansthatther e i's no Arever se
What you have changed, is changed. If a major mistake happens, if data is deleted by
accident, people sometimes have to repeat days of work!

Y There is protection: Regularly save a new version under a new name in a new folder. Do
t hat every day at the end of the day. | f
data still available. And remember: Change folder name and file name.
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4.1 Onscreen Interview

Select in menu: Enter Data; Button: [On-screen interview]

Usually, in the answer window, only
2. I make use of what I learnt from trainings one question at a time will appear,
unless you have set up question
blocks for similar questions during
the design phase of the
guestionnaire. In that case, the
complete question blocks will
appear on the screen.

Entering answers

NO ©Cs Use the mouse to click on the
button for the desired answer (or
type letter A or B in this case.

Correcting answers
Repeat the process described
above in entering answers and the
button will appear once more in

No 44 I ridanumbors -k ® ot | e o a d earte d ﬁ amo d e .

0n-screen interview:usstionnalre:BE5T

Yes OaA

When answering single choice or scale questions, you can use any answer button you want.
GrafStat will ensure that only one answer is selected.

Next question Previous question

- press the button [NEXT] - press the button [BACK]

- or press [RETURN] - or press [ARROW LEFT]

Abort Save

If you wish to stop data entry in the When you have answered the last question,
guestionnaire, press [ABORT]. All data a small window will appear. You can now
entered of the current case will be deleted choose whether to save the entered data or

and you will be returned to the start window. not. If you click on [CONTINUE], then the
data will be saved.

The answer window is only visible when you are going through the questions, that is, during

the course of the interview itself.

Attention:

YThe answer window is only vi s ivdulcan onlylgst |
an overview of the data ofLisaEnntirnytoe rovri €
ABasic Evaluationo. The ddeisng wiaty itro tct
Entryo.

Y I't is also possible to pass a questi g
GrafStat does not give a notice that the question was not answered.
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4.2 Data List Entry

Select in menu: Enter Data; Button: [Data list entry]

Question?
a village A
b Village B
¢ Vilage ©
d e
e e
f free
g e
h free
i fiee
] e
k free

Ansvien(s) No. Question

1 1) Respondent ID
a=<Text=> 2) Name of Respondent
1 3) Mumber of Survey

2005 4) Year of Survey

) Manth of survey

E) Location/District of SHG
E 7) Name of the village
a 8) Name of the SHG

) Number of SHG Members
10) Caste of the SHG Member

11) Wealth Status of Mermber

12) leamt howto sign
13) Imake use of what | leamt from trainings
14) | am cross checking the entries in my pas sbook regularly
18} 1 am able to contributz independently to decision making at home as well as SHGs
16) lam zble to resoive corflicts wathin group and family capacity in corflict reselubon
17) I have impreved rmy self confidence and self estzem
18) | am doing regular savings
8) | am regularty repaying my loan with principal and interest
A) | amwell aware of my credit needs
2 Z\) 1 am imvoived in IGA and know the cash flow
24 My incorne has increased since | joined the group
231 have created assets in my name or jointhy with ry husband
i iy rights

and sons equally

Hide numbers . it g @
Short ot 2 st Einish input

You can perform the

Data input

Save data

Adding a data
record

Show data
record

Edit data
record
Delete a data
record

Find data

g tasks in this section:

in the cells in the yellow list. Simply click in the chosen field in the
yellow list, the rele uestion will be clearly highlighted, at the same time, the
entry markef will appear | green input field now type in the answers. (Letters are
for single and multiple choice setections, numbers are for scales and measured
scales) To go to the next question: [R RN] or [CURSOR DOWN] Alternatively,
you can enter the data by clicking on the desired values in the answer scale for the
question.
Once the Igst question in the questionnaire has been finis
[RETURN]|or [SAVE] and GrafStat will save the data.
use the [+]-button in the navigator and the program will jump to the en
database, a new data record will be created - as long as the nhumber shows a3 red,
the data record is not yet saved. Now enter the questionnaire information then save
the data record using [SAVE]

Move the data record cursor using the navigation buttons to the desired data record

simply press

display the desired data record, click on the desired question in the yellow data entry
field, change the answer, if necessary, change further answers then press [SAVE]

display the desired data record, use the Delete button [-] on the navigator.

click on the question, in whose answer you wish to search for data (the search
functions only with measured scales and open questions); open the context menu
using the right mouse button, <c¢click on
program should search forwards or backwards), then click on [CONTINUE
SEARCHING] GrafStat will now show the next data record which contains the search
term. If no data record is found, you can begin the search again from the other end
of the database.

22
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Attached GrafStat Example
Following the SAGE or PAG GrafStat example attached you need to open the @dfd
document with GrafStat select in the menu: Enter Data; Button: [Data List Entry].

Remember: When entering data the code list is essential (see chapter 3.4.1).

4.3 The basic list
Select in menu: Enter Data; Button: [Basic list/Export]

Attention:
Y You can access the basic list / export and evaluation functions GrafStat offers on
its entry page only after you have entered data.

The basic list provides an overview of all
the data in a survey. You can also use it
for deleting specific data records or
1w Mgl exporting data. In the basic list window
you can see all the data presented in a
table format. When you move the cursor
over the table, the line above the table
will display the question text relevant to

||i;1n|n

e o o ]

i Fepert

:lﬂ;J.S-Bf;“h?sL:.'..r.'.-r.:l'.s:?ﬁ.g:tﬂi?.!.ﬁm.an!ﬂ}ﬂ
T T A

7w O W

t
: ot
i

F
AL Mowor
3 B 3

S0 Ameses the column under the cursor.
e You can direct the display of the basic
ﬁ e list using the option fields below the
3 o e uh table.
.'.,LJhli i W .\,f;-_.-l.,-_ﬁ
Sedecborn of sramwry ;:.;q:::”ﬁ e ™ s [l LT r D
I Ervderd stor vt o
Option field The single and multiple choice selections appear in the table as numbers.
Aas nuombe
Option field Answers appear in letters; in multiple choice selections as a series of letters.
Aas loette
Option field Instead of being represented by letters or numbers, the answer texts from the
Al t &ms questionnaire are displayed in the table.
Option field Text answers will be shown in the table. In addition, GrafStat places the
Ax t ems relevant letter in front of each answer text in the table.
Option field When you choose this option, the labeling of the scales will be transferred
AScal e t e instead of letters or numbers.
Tick box If you activate this field, then the answers to free-form questions will be shown
AF r-toen in the table. For technical reasons, however, the answers thus exported will not

answer si

be visible in the table on-screen

Deleting specific sets of data

As it is not possible to analyse a selected set of groups, e.g. group 1to 3 and 5, i.e. to
exclude groups when setting filters (see chapter 5.2.4) with measured scales, you could use
the [DELETE] button in the basic list to delete all data/groups not relevant to your analysis

before you proceed in analysing selected groups.

Attention

Y Always save the survey under a new

Filter
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You can use t &tothdrghtbide eftthe Window, to filter data before export.
For a detailed description see chapter 5.2.4.

Duplicates

Sometimes it can happen that
same data are entered twice, due
R A 1 S e T (s i s 10 Mixed up lines.

' orer GrafStat can identify and delete
multiple entered data records.
In the light green check list you can
define which variables used in your
survey are to be evaluated when
checking for duplicates. The button
[HIGHLIGHT] begins the search for
duplicates. GrafStat will then run a
check on all data records and will
highlight those data records in
\\/ which the given variables are
. . identical. You can delete all the
o e S e s m found duplicate data records using

the [DELETE] button.

11 21 1 w02 b 2 T 0 1
EER) 1 o 3 b b 2 0 o . s s 2
ERCY] ' om0 3 v ® s o o . : b .

s 25 1 w2 ] b 2 ¢ g
1 B 1 o3 i ) Esl . B

32 i LT b b 2 3 5 f (] a 1

I it e
I Embedtmrssiansss [ Fiien

When you click in the first column (the running numbers) the line will be highlighted. Clicking
once more removes the highlighting. Clicking on [DELETE] permanently removes the data
record from the data bank.

Attention:
Y Be careful when using the delet button i Deleted data cannot be restored!

Y It may happen that two people give the same responses to every question. This
will always happen when a questionnaire contains either no, or too few,
variables which allow for a definite classification.

You must then make the selection yourself for each question individually 7
GrafStat can provide little help in such cases. Check your classification settings
very carefully before deleting the highlighted data records i deleted is deleted.
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4.4 Exporting Data

Select in menu: Enter Data; Button: [Basic list/Export]

The chapter (and the GrafStat column) is about entering data. But it is also possible to export
data to data base or spreadsheet programs, like SPSS and Excel. This allows you to further
evaluate the data and construct e.g. multivariable-cross-analysis-tables which cannot be
developed in GrafStat. However, GrafStat is not an easy program in this. Handling this
function needs expertise in dealing with databases.

Clicking on the button [EXPORT] on the left side of your basic list will open a dialogue
window in which all the settings for exporting data can be made:

1. Index page &ettingsod
On this page you can define the dividers, the encoding of the answers, and other important
details for export.

Export settings 3 Dividers GrafStat places dividers between
inge: | Busstionnaire | variables data fields. As well as semi-colons
and tabs, you can use any

Target format

Dividers character you choose. You must
& Semicolon however always select a character
" Tab which does not occur in the text
£ Other I itself. That is why such an unusual

character is used in the input field

Data export - options <
for Aotherd; the

[~ Add text responses

™ mpply filter Data Export Options

[ Multiple choice options as single questions Add text This option includes all answers to
[ Only data (no column headings) responses | free-form questions in the data
Coding of answers - export. - .
o Use Filter | You can f|Ite( the data you vv_lsh to
& Options as letters export foII_owmg p_reset cnte_na. For
C As text (items) example, if there is a question

about gender in the questionnaire,
you can use the filter to select only

) A&'AQK S fame' . @ elp the male test persons for export.
Multiple choice Unlike GrafStat, many other programs have great difficulties dealing with
options as multiple selections. Using GrafStat, you can separate multiple selections into
single single answers. This means that each answer option to a GrafStat question
questions: will be exported in its own data column, using a 0 or a 1 as answer.

Only Data Usually, the data export will contain the questions (or short question texts) as

column headings in the first line of the export. In some cases, however, this
heading line can be a problem, for example when exporting for SPSS.
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2. Il ndex page 6Target formaté
On this page you can define the export settings for some programs with a single mouse click.

Theoption fields directly oper adTheekpbrealwayst t i ngs
takes the form of a text file.

Guestionnaire | Variables

following format:

P _ characters of your choosing
¢ C8v il dorimpory Athe first data record contains the short question texts
Aindividual data is exported in ASCII-characters

You may have to select the dividers to suit the target
program. Multiple selections can be separated out into
single answers and be thereby optimally prepared for
data import.

[ oK 4 Cancel @) Help

Example - Exporting data from the attached GrafStat example into Excel:®

In the attached SAGE GrafStat example youneedtoopen t he & g d with GrdfStat.u me r

Select in the menu: Enter Data; Button: [basic list / export].

You could practice exporting data by following the above steps choosing e.g.:

- Target formati excel (csv)

- Settings I semicolon; add text responses; and as text (items)
Then click [OK] and save it to the file. Now you can open the file in Excel. The data are either
displayed in a table or in one column, separated by semicolon:

sign;trainings;cross checking;decision making;conflict r
1;1;1;1;1;1:1:1:1;2;2;2;2;1;1;1;1;1;2;1

1;1;1;1;1;1:1;1:1;2;2;2;2;1;1;1;1:1;2;1

1;1;1;1;1;1;2;1;1;2;2;2;2;1;1;1;1;1;2;1

1;1;1;1;1;1;2;1;1;2;2;2;2;1;1;1;1;1;2;1

1;1;1;1;1;1;1;1;1;2;2;2;2;1;1;1;1;1;2;:1

1;1;1;1;1;1;1;1;1;2;2;2;2;1;1;1;1;1;2;1

Caution: 1 f you f i nd A O &omeathigventwromge Trydagaina

In case Excel displays the data in a column, you need to do the following to transfer them into a

table: Highlight the first column (column A). Then choose from the menu:
German: Daten / Text in Spalten, English: Data / Text to columns

An assistant opens, choose the following options:

GrafStat exports the data records from a survey file in the

P ExpEeings o Aeach data record is written as a paragraph with the
& Cov-File (eneral _paragraph sign CR/LF
- spss Aindividual data is divided by semi-colons, tabs or other
" Excel (CEY)

This format is suitable for all programs which are able to
import tables in text formats, for example Excel or SPSS.

German English

Step 1: Choose: Getrennt Choose 6Delimited®

Step 2: Trennzeichen: Semikolon Del i mitepbed O6Semic
Texterkennungszeichen: kein Text qualifier: dNoned

Step 3: Datenformat der Spalten: Standard Column data format: 6

Now you have a normal Excel table which enables you to process data further, e.g. construct your
own multivariable-cross-analysis-table.

® The export from GrafStat to Excel might vary slightly according to different MS-Office Versions.

on



5. AnaIyS|s and Presentation of the Data

Basic Evaluation (Results Summary)

GrafStat offers with the basic evaluation a means of assessing and
counting complete surveys. One mouse click creates a text which shows
the counted values for all variables.

Evaluate and
Present Data

] Basic Evaluat

.-_1 Charting

5.1 Basic Evaluation - Summary of Results

W\

ion

choice.

Charting (Detailed Analysis)

Charting gives you the possibility to analyse your data in detail through
combining variables and applying filters, selecting options for graphs, etc.
The functions range from leafing through the saved evaluations to the
compilation of HTML presentations. Graphs you have created and saved
can be printed as you wish and exported to other programs of your

NGO- | DEAS i

Select in menu: Evaluate and Present Data; Button: [Basic Evaluation]

[ Basic Evaluation

GrafStat Guide
Version 1.4.1

Formathng character (4 Space iy

nel

By ofp
Athe absol
Aand perc
Athe totals
y Ordinal s
y Measgure

22) My income has increased since [ joined the group

Not applicable/Ne answe

"Thow

n
fecian

23) 1 have created assets in my name or jointly with my husband

Vas
Mo
Hot applicable/No answer

24) 1 am conscious of my rights

Mot spplicabls/to an

Uithoul answer

l!ediiu
25) I treat my daughters and sons equally

Mot applicable/No answer

8 (100,00%)

(0,005)
(0,00%)

Fage: E‘q [~ Hige numbers

" m=al

answers

eni
ute values for
bntage values,

variables,

cale questions also disp
| scale questions also disp

and amounts of dataxrecords without answers.
: Mean value and median
: Minimum, maximum and mean value

[ evalvation

B sae

£ Fier

& Farms

@
[& Finish

t he 06 Bas i aevalubtoratéxtisacteatenl whoch shomws a b o v e

I_FOFJADV

ANCED USERS

You/can si
fSpaceo

editing wo
| on open ai

ave your evaluation as rtf documenmn it by opening it in word. The setting |
i s eassicerreefnordiosnpTABWatoribsett hagAi s
rk and should be selected if you wish to continue working on the text in rtf. If you click |
nswers, they will be displayed within the basic evaluation.

better

.
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For technical reasons, GrafStat saves the basic evaluation in several parts if the survey
comprises more than 49 variables. In this case a new file will be saved for each 50 variables.
You can then leaf through the saved pages using the page selection control at the bottom of
the page.

Setting Filters

Purpose of Filtering: If you want to analyse one variable only, and other variables would have
counter-productive effects on your analysis, (e.g. only Members of one SHG), or you wish to

create an analysis with 2 dimensions, then you can use a filter. This instrument allows you to

adopt certain variable features into the count. If these relevant features are not present, then

the entire questionnaire will not be included in the count. For example, this would allow you

to filter wfuta AMeenbiefrisc SHGO0 and then graphicall
contribution to decision making at home or iin th

It is possible to set filters when making the basic evaluation. Just click on the [FILTER] button
to the right of the window. For example, you might need the summary of results on SHG 1 at
the baseline survey. Simply set the filters to these two aspects. If you wish to keep the
evaluation, you just save the generated RTF files under a new name.

For a detailed description on how to set filters see chapter 5.2.4.

Attached GrafStat Example

In the SAGE GrafStat file you will find an example basic report for SHG2 i Survey. The
documentissaved asrtf: 6 Gr af St a tBasicRepqut| SeIG2-Surveyl 2011-12.r t f
To practice you could try to save your own basic report by setting filters. Open the @dfo

document of the attached GrafStat example with GrafStat and select in the menu:
Evaluate and Present Data; Button: [Basic Evaluation]
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5.2 Charting i Detailed Analysis

Select in menu: Evaluate and Present Data; Button: [Charting]

The evaluation window shows two operating areas to help you in navigating the many
evaluation possibilities:

3

y Buttons are used for selecting
design type and display Chdl‘ﬂﬂg button
possibilities
y Tabs (Index pages) are used
to select various control and
viewing pages. The seven
index pages control elements
and graph displays.

ITI30ERSEREENREG

Tab

L.'i‘l

The seven index pages contain control elements and graphic displays.
lﬁiqli-ﬂda ,f:r_:l_ll'l'llllﬁ-ﬂ-'lﬁﬂﬁ J{E!nss cha ,J:_Fihﬂl ,ﬂ:l'-nlmliuu J{ﬂllml ,I:LF'Iualyanlll-'lﬂinlrJ'I

A Variable Basic settings for evaluations

A Groups/Classes Groups of answer items/classification of measured scales
A Cross charts Rough evaluation of cross charts

A Filter Filters data material

A Coupling Display different variables

A Chart On-screen display of the evaluation

A Presentation Compilation of a HTML-presentation
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5.2.1 I ndex p agamplebdparedlpbl e
Select the variable from your survey which you wish to evaluate.

12 Evaluation of the survey SAGE_SCINDEA_2010-06-15

15 :”T\am able to connbute independently to decision making a1 homa as well as SHGs | @
; Ezzominalion Hutnbir

2 |No
3 Mot applicablaio angwar i) [l

Tt al =}

(="
m
m
EH
mm

] [in% [T [~ No answer F%ﬁ
Zndl variahle ™ allvalies
@
Checkbox [in %] Shows the evaluation in percentiles.
Checkbox [BV=N] For multiple selections, the total number of responses is used in the basic

settings as a Base Value, and not a random sample. This option allows you to
set a random sample as the Base Value. This allows the total of percentile
values to exceed 100%.

Checkbox In addition, the number of unanswered questions will be assessed. The

[No answer] evaluation will then include an extr

Checkbox [All This is a specialized evaluation format in which all gathered data are displayed

values] in graphs. This option is only really useful for measured scales and scales.

Button [ AOft Thisbutton is only active with selections which include an extra text input field
for supplementary informaebasi)for e

Press this button, and you will see an overview of all gathered supplementary
text answers. You can save this overview using the button [SAVE], which is at
the bottom of the screen. The text responses will be saved as a text file under
any name you choose. The text file can then be edited using whichever tools
you choose.

Button [Statistic] This button is only activated if a second variable has been selected, and which
contains a measured scale or a scale. If Statistic is activated, then various
statistical indices will appear under the table.

Button This button adds a second variable to the evaluation. This is then a so-called bi-
[2nd Variable] variant evaluation; as with the first variable, you can now select the second
variable intherightscr een. On t he index page AC

table belonging to this summary, or view a graphical display of the data table on
the index page #fAGraph.
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5.2.2 Index page ABxampethamser542) Cl assesh

If a variable in your survey was defined in a
too divergent way, GrafStat offers you the

possibility to integrate items in a new group. (single or multiple choice) and ordinal
For example: If you have four categories of scales. You can use classifications for
wealth status (see below), but you want to . measured scales.

put categories together so that you have only
two groups, this chapter explains how to do that. When properly applied, this data
compression gives your evaluations greater clarity and weight.

Attention:
Grouping is only applicable for selections

Creating groups
I f you wish to reduce t he n°uthebyucamiitegrate sewemrli abl e 6 s
scale values into one new group. For example, from the several groups describing the
Poverty Status of the SHG members two groups could be build (see also example chapter
5.4 2): 1. Below poverty line (very poor, poor)
2. Above poverty line (local middle class, local rich)
Steps:
1. Chose the respective variable on the index pe:¢
2. Go to the index page groups/classes
3. Click in the right table window in the uppermost free line of the column
4. A window will open asking you to give a name to the group in th& upper line and
select the items which belong to the group
click on [OK] to~close the dialogue window

o

Wealth status SHG members

=

i

BB HHA

1 D f8R

B 88

Variable } Groups/classes { Cross chart f Filter / Coupling / Chart { Presentation

The new group will now appear in the first line of the table. When you want to create more

new groups, si ply click in the next free field
used as soon lhsse tnheew ofpittsidadamsodiihe window, is activated. You

can deactivate the grouping just as easily without having to delete anything.

® Whereas grouping is about reducing the values of one question/variable by building new groups,

coupling compiles several variables from an evaluation and presents them together in a joint graph
(see chapter 5.2.5) and calculated variables offers the option of calculating new variables from the
existing variables (see chapter 6.3).
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FOR ADVANCED USERS N

Creating classifications: When working with measured scales, you can create
classifications which can be used for the evaluation. When using the default setting
GrafStat always creates two classifications.

(1) Calculated classification You can let GrafStat calculate the new classifications by
entering the number of classes required in the input field. GrafStat then
calculates the span (or range), and ensures regular intervals, and displays the
results in a table.

(2) Manual classification: When using this method you must first define the number
of classes. Then you input in the class table the required upper values for the
classification. The highest value you input here will NOT be reckoned as part of
the classification! The last value must therefore be at least 1 higher than the
highest data value gathered in the survey. You need to enter a minimum value in

| Al owest valuehf. N

5.2.3 I ndex pag@Exadhl€chaptss43)chart 0

This page shows a Cross chart when a second variable has been selected in the index page
6variabl ed ( see™riableidthedablp)l anati on 2

Selecting a 2" variable in the index page variable:

¢ Evaluation of the survey SAGE_GRAFSTATEXAMPLE_2010-06 [BEEI
1 ‘”V\/Eallh Status of Member | 20 ‘”I am well aware of my credit needs |
- - =q
D i n Number Denomination Mumber RN
1 |below poverty line i} 1 Yes G,
2 |above poverty line 0 2 |No 5 ol
[Total 0 3 |Mot applicable/No answer 0 i
Total 86
=]
i=="]
o
o
SR
T in% a [~ No answer B F%h
¢ = EE Statistics
\ Variable /\Qrollp-masses A Cross chart_{ Filter { Coupling £ Chart f Presentation | @
nd ; : ~ . <
The button 2™ variableon t he i ndex page fdvariableo adds a s«

After selecting the first variable, you can now select the second variable in the right screen.
On the index page ACross charto you can view the
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Il ndex page ACross charto displays the foll owing

Aware of credit needs

5 no ves Siyre
Z verypoor 12,5% 56,3% 68,8%
= 31.3%
o) 100,0%
=
&
2
5
%
=
3
=
o
........
wm
=
¥ in % 100% :| ¢ Rows C Columns & All r 23 swap
Variable f Groups/classe! ifter { Coupling £ Chart { Presentation / @

When working with percentile evaluations, the basic value - the unit of reference - is very
important. GrafStat offers 3 options:

A Rows the current line total is the base value

A Columns the current column total is the base value

A [N] random sample value N is the base value
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5.2.4 | ndFeixl tpeargie A

Purpose of Filtering: If you want to analyse one variable only, and other variables would have
counter-productive effects on your analysis, (e.g. only Members of one SHG), or you wish to
create an analysis with 2 dimensions, then you can use a filter. This instrument allows you to
adopt certain variable features into the count. If these relevant features are not present, then
the entire questionnaire will not be included in the count. For example: If you want to know
the members contributions to decision making at home and in the SHG, for a certain SHG at
a certain time/number of survey (see chapter 5.4.1 where SHG B at t aseline survey was
chosen) you have to set the filters respectively at the chosen and time.

O

To define or change filters you have to:

Aclick in the yellow field beside the desired variable of the table

Athe dialogue window for filter entry appears with each different question type having its own
dialogue window for entering the filter criteria:

1. Selection- and scale questions: 2. Measured scales:
L2222 -
-
F:i:'c:c:r(P) survey no.
F E:.IdrilleR(iT; (4] W Delete
i Delste (o< E4 Cancel (@) Help
[yok B3 Cancel (@) Help Enter an area in the entry line. For

example: d 6




































































































































