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LAUCHING AND USING THE ONLINE SERVER
EXPORTING DATA FOR ANALYSIS
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System used: ODK Collect v2024.1.3 + Kobo Toolbox

1. KOBO ONLINE SERVER
1.1. FIRST KOBO ACCOUNT CREATION

1.1.1. WHAT IS KOBO TOOLBOX

Kobo is the survey management tool that is supported by UNHCR. It is recommended to use the online
UNHCR Kobo platform (https://kobo.unhcr.org) rather than OCHA's (http://kobo.humanitarianresponse.info) to
ensure that all SENS surveys are carried out on the same server in such a way that data can be shared more
easily from one user account to another if it is necessary. You will also be able to ask for support from the
UNHCR Kobo team if you have issues with the website. To access the UNHCR Kobo website go to:
https://kobo.unhcr.org. You will have to start by creating an account (you cannot use the same username as
the OCHA platform if you have created an account on that platform already).

1.1.2. CREATE A UNHCR KOBO ACCOUNT

If you do not have any account on the UNHCR KoBo website you can create one; to do so, follow the steps
below:

Go to http://kobo.unhcr.org
Click on “Create an account”.

"[1-7: Remember to define a descriptive username (i.e.,
“sens_country _organisation_role region”) to facilitate data sharing at a later stage.

e Once you received the email, click to activate the account
e Be careful not to click on the link twice by mistake
e Check your spam if you cannot see the email in your inbox.

= Your Kobo Toolbox account is now ready to use.

info@cartong.org | www.cartong.org Page 2|8


http://www.cartong.org/
https://kobo.unhcr.org/accounts/login/
https://kobo.unhcr.org/
http://kobo.humanitarianresponse.info/
https://kobo.unhcr.org/
http://kobo.unhcr.org/

0

Y
UNHCR CarfONG
1.2. ACCESSING THE ONLINE KOBO PLATFORM AND MANAGING

YOUR PROJECTS

e By default, you will be directed to the Homepage.

=] “ My Projects F fier 5 fields:

B oo * Project name ~ Status * Owner ~ Date modified * Date deployed = Submissions
ral

There are no projects to display.

e Your projects when you have some) are organized into three categories:
o Deployed
o Drafts (projects that have not been deployed yet, still at the design stage)
o Archived (finished projects)

1.3. ADDING A NEW PROJECT

e The standard SENS form is in Excel, in what we call XLSForm format.
e To import the contextualized SENS form (XLSForm file, for more information on how to contextualize the
form, please refer to the MDC coding webinar):
o Click on “New”; this will open a " Create Project" window. Then, click on "Upload an XLSForm”;
select the XLSForm you will need for your survey.
o Then click on "Create project".

Create project: Choose a source

Choose one of the options below to continue. You will be prompted to enter name and other details in further steps.

2

Build from scratch Use a template

2 &

Upload an XLSForm Import an XLSForm via URL
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Create project: Project details

Project Name (required)

Global V3 SENS Food security, Mosquito, WASH 04

Description

Enter short description here

Sector (required) Country (required)

Select... Select...

CREATE PROJECT

e Once the Import is over, your form will appear on the home screen: it means that the import has been
successful. If nothing appears on the screen, it means that the download has failed. An error message will
appear shortly, helping you to understand what went wrong. Most of the time, it will be because you have
made a change that is not allowed in the XLS form. Ask your HQ Nutrition focal point if it is the case.

e You can now click on "Deploy" to view the form from your mobile.

Global V3 SENS Food security, Mosquito, WASH 04 S

SUMMARY FORM DATA SETTINGS

Draft version LS O I3

@ If youwant to make these changes public, you must deploy this form.

v1 (undeployed) Last Modified : Today at 3:37 PM - 160 questions | DEPLOY

Languages: English, Frangais, &z 3, Swahili P

"[1-7: On KOBO you can find the link which allows to open your form on MDC Tools such as
ODK Collect (see below) in the form page.

Current version ,' O I_T wes
v1 Last Modified : Today at 3:40 PM - 160 questions
Languages: English, Francais, ", Swahili ei;

Collect data

Android application v DOWNLOAD KOBOCOLLECT

1. Install KoboCollect on your Android device.

2. Click on E to open settings.

3. Enterthe server URL https://kobocat.unhcr.org and your username and password
4. Open 'Get Blank Form” and select this project.

5. Open "Enter Data."

(I Allow submissions to this form without a username and password @
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2. CONFIGURE YOUR PHONES TO CONNECT THEM TO
THE SERVER

2.1. CONFIGURE ODK COLLECT

& Please ensure your phones have access to the internet (either access to the office Wi-Fi or a sim
card with internet data) to download the forms and upload the data.

To test forms and conduct a training, it is useful to create an account on the training server, but for setting
the phones up for a real survey, you will need to use the production server.

e Open ODK Collect. Press the three points on the top right screen on the front of the phone). Press on
“Settings”.

F.122%810:18 =G =l 71% 8 15:26 .l 22% 81018
Project settings Server Settings
oy Server URL
URL, username, password http://kobocat.unhcr.org/bscsens2023
&) Project display Username
Name, icon, color bscsens2023
8 User interface Password
Projects App language, theme, font size il

G kobocat.unhcr.org

bscsens2023 / kobocat.unhcr.org i} Maps
Basemap, styles, layers

& Settings

B Form management
2 Add project ® About Auto-update, auto-send, auto-delete

o) User and device identity
Username, phone number, device ID

Protected

@z Setadmin password

& Project management
Reconfigure, reset, delete

e Select “URL” and enter the URL of your server.

e Username and password are required.

e More information on how you can configure phones and what settings might be useful for your specific
context can be found in the MDC Material Powerpoint for Survey Managers as well as MDC Tool 10
How to set up a phone.
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=l 22%B10:18

kobocat.unhcr.org ()

2.2. DOWNLOAD NEW FORMS FROM SERVER

e Select “Download form” at the bottom and select the forms you want to

/' Drafts
load on the smartphone (1.).
e The forms are now on the phone, ready for the surveys. > Ready to send
@ Sent

2.3. SEND FILLED FORMS TO SERVER

|

Download form

e Once the survey is completed, you can send the completed submissions
to the UNHCR Kobo Toolbox server. Select “Ready to send” (2.). Toggle W Delete form
all and send. A summary comes up where it should say “Success” behind
all forms. The forms will now be in the server. All forms that have been
successfully sent will appear in “Sent”.

ODK Collect v2024.1.3

"[1-7: The forms are also in XML format in the ODK folder. So, if there has been an issue with
synchronization, it is still possible to upload them manually. However, if you delete them from
the “Delete Saved Form” folder, they will have been deleted permanently from the phone.

3. EXPORT DATA FROM KOBO

This tutorial is going introduce how to export data from Kobo ToolBox.

3.1. LOGININTO KOBO AND GO TO DATA

e To access Kobo, go to https://kobo.unhcr.org/ and log in with your username and password. Once logged
in, click on the name of the form which you wish to analyze. If the form already contains data, you will see
four options (Summary, Form, Data and Settings). If the form does not yet contain any data, the data option
will not be displayed in the menu. If data has been recently sent to Kobo for the first time, you may need
to refresh the browser page.

SUMMARY FORM DATA SETTINGS

B Table 1
Downloads o
M reports
Select export type Value and header format
B callery .
csv XML values and headers
4, Downloads
| Advanced options v 4 .
Q wvep Apply saved export settings
Latest unsaved settings o EXPORT
Exports
Type Created Language Include Groups Multiple Versions 5
csv Today at 2:26 AM XML values and headers No Yes ‘ & Download ‘ ] |
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3.2. DOWNLOADING

e As shown in the image above please click on “Data” at the top of the screen and downloads on the left-
hand side. It is then necessary to select the options as displayed in the screen shot. The export type is
“CSV” and the value and header format is “XML values and headers”.

e The other options can be left as default, and you can click “Export”. Please note that depending on the
size of the data set the export may take a few seconds to run. The exported data should display at the
bottom of the screen as shown in the screenshot with a type of CSV and a language of XML. These
settings are important as any other format will not be compatible with the analysis tools.

4. MANUALLY UPLOAD DATA

In certain situations, you might not be able to use the standard uploading option after collecting data. Here’s
a step-by-step process on how to upload from the phone if the phone fails to sync.

e You first need to connect your phone or tablet to your computer through a USB cable.
e Then, open the device’s internal storage on your computer.

e Open the ODK Collect folder by following this file’s path :
Phone\Android\data\org.odk.collect.android\files\projects

. metadat

Copy the “instances” folder and paste it somewhere on your computer.

Create a ZIP file of the folder.

Log in the production server.

e Then, copy-paste the following URL and add the username chosen for your account:
https://kobocat.unhcr.org/your username/bulk-submission-form

Click on “Choose File”, add the ZIP file and then “Submit”

KaboToolbox example.com .+

€ 3 C % kobocatunherorg/ser

10 Coffre web de Bitw... 5+ Welcome - Home

Bulk Upload Form

e The window should refresh and display the following message:
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KoboToolbox X kobocat-tm.unhcr.org/sens s

€ c 23 kobocat.unhcr.org/se

U Coffre web de Bitw... 5| Welcome - Home

{"message”: "Submission complete. Out of 1 survey mnstances, 1 were imported, (0 were rejected as duplicates, missing forms. et )", "errors”™: "0 []"}

= Your data is now uploaded on the server!

5.STORING THE DATA

e Please follow the following folder structure for the data export, with one folder per form and per day. Repeat
for all forms. Don’t forget to have one download folder per form and per day.

XXX_YYMM_D3_DM_DAT.xls

L B “

XXX_YYMM_DAY2

C.data.LIB-DM-ref-10.csv

XXX_YYMM_D3_FS-NET-

WS_DAT.xls
XXX_YYMM_DAY3 [ FS-NET-WS
| W.data.LIB-FS-NET-WS-ref-
10.csv

— XXX_YYMM_DAY4 IYCF

DOCS — XXX_YYMM_name.doc WASH

XXX_YYMM
]

L FORMS ——  XXX_YYMM_CH_EN_v0.1
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