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About LGU_MIS
Local Government Unit
Management Information System

LGU_MISisasimple application developed by Management Sciences for Health (M SH) for the
Family Planning Management Devel opment (FPM D) Project and the LGU Performance Program
of the Philippines. LGU_MIS was designed to provide away for a Local Government Unit
(LGU) to easily access and report family planning services.

Every month, municipal-, district-, or city-level supervisors complete Form 2, Summary of Family
Planning Services (SFPS), and forward it to the LGU's population or health office, where the
data are entered into the LGU_MI S application. Once data are entered, the LGU can analyze the
data and determine what actions need to be taken. LGU_MIS provides easy-to-use standard
reports. You can review data at the barangay, district, city, and LGU level to monitor monthly
program performances.

In addition to the standard reports provided with LGU_MIS, you can define your own reports
using Alpha Report Writer. You can define any report format to examine data in almost any way
you choose. Y ou can add any report you design to the list of standard reports to use in the future.

With LGU_MIS, you can answer questions like: Which family planning method is the most
popular? What is the current mix of family planning methods in use? I's the number of WRA or
high-risk WRA using a contraceptive method increasing? And so on.

LGU_MISisan application in Alpha Four, a leading non-programmable relational database
software. Users of this application should learn Alpha Four so that they can add reports and
update the application as needed.



LGU_MISInstallation and Setup
The LGU_MISisan gpplication run from Alpha Four and requires that you have installed Alpha
Four version 4.0 or higher on your hard drive.
Installing LGU_MIS
1. Insertthe LGU_MISdisk indrive A.
2.  TypeA:to activate the A drive.

3. Typelnstal. LGU_MISwill beinstalled on your C: drive.

L oading the Dataset
1. Load AlphaFour.
2. PressF9 to change database/set.
The Database Directory appears.
3.  Select the Directory and Database/set.

a Move the pointer up using the up arrow (1) key. Keep pressing the up arrow until
the pointer selects <PARENT>.

b. Press Enter while the pointer ison <PARENT>.

C. A list of dl the directoriesin the C:\ drive appears. Y ou have to use the down
arrow key until the pointer selects LGU_MIS directory. Press Enter to select
LGU_MISdirectory.

d. A list of database/set appears on the screen. Select OPNLGU.SET.

Note: Once the directory and dataset are selected, Alpha Four will automatically open
these settings whenever you start the program.

The F9 option appears for only avery short time. If you did not press FO immediately, select
Choose Database from the Alpha Four Main Menu. Select Open and follow steps 3a - 3d
above.
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Using the Keyboard and M ouse

Before you begin working with LGU_MIS, review the following list of keys to understand how
LGU_MIS uses them.

ENTER Generally, moves the cursor forward to the next field. On
menus, selects the option the pointer is on.

Page Up and Page Dn Move the cursor to the next and previous pages of the
record displayed on LGU_MIS browse window.

| and 1 Move the pointer up and down on menus and lists.
F10 Saves the changes on a data entry screen.
ESC Returns one step back to the level the application started.

To enter numeric data, you can use either the number keys above the keyboard area or the
numeric keypad. Remember that you may have to pressNUM LOCK before using the number
keys on the numeric keypad.

Y ou can use the mouse instead of the keyboard, if you prefer. Position the mouse cursor on the
option you want and click (press) on the left mouse button to select it. The right mouse button
acts like the ESC key of the keyboard.
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Starting LGU_MIS and Exiting from LGU_MIS

Starting LGU_MIS
To start LGU_MIS, you must first start the Alpha Four program.
To start Alpha Four, refer to your Alpha Four Tutorial Manual, “ Starting Alpha Four”.

Once you have started the Alpha Four program, the Alpha Four logo will display on the screen as
shown in Figure 1.

At this stage the Alpha Four Main Menu is displayed on the screen, as shown in Figure 2.
1. Movethe pointer to select Applications and press Enter.
2. Then select Run an Application from Applications menu.
3. Thelist of applications displays. Select LGU_MIS.APP.
At this stage you are ready to use LGU_MIS application to enter data, to maintain reference files
or to produce standard reports.
Exiting from LGU_MIS
To exit from LGU_MIS, follow these steps:

1. Fromthe LGU_MIS main menu, pressthe ESC key to return to the Alpha Four Main
Menu.

2. Select Quit from the Alpha Four Main Menu.
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Maintaining LGU_MIS Reference Files

Every Summary of Family Planning Services (SFPS) Form 2 includes the name of either
abarangay or municipality under adistrict. Sometimes the SFPS Form 2 contains a city
name. Throughout the country, the name of the districts, cities, barangays and
municipalities, once specified, will remain the same. Therefore, to save time, the
Maintenance option of the LGU_MIS lets you enter these names once. The names will
be available during data entry. Y ou will understand more once you start entering data
into SFPS data entry screens.
LGU_MIS has two reference files to be maintained:

1. Thename of ether barangay or municipality under a district name.

2. Thecity name.
To maintain areference file, follow the these steps:

1. Makesureyou start the LGU_MIS application. The LGU_MIS main menu must
be displayed on the screen, as shown in Figure 3.

2.  Sdlect Maintenance from the main menu.

The maintenance menu displays two options. city and (either barangay or
municipality). See Figure 4.

3. Select barangay.
The barangay data entry screen appears as shown in Figure 5. At the bottom of the
screen, the control panel is displayed. Each option in the control panel is explained in a
brief help text which you can access by moving the pointer to the control panel option
and pressing F1. Y ou can read about the Enter option right on the screen. See Figure 6.

Adding a Record

1. Movethe pointer by left or right arrow keys to highlight the Enter option. Press
Enter or click the left mouse button.

2. Typethe name of the district and press Enter to move to barangay field.
3. Typethe name of the barangay.

4. PressF10 to save the new records, or ESC to cancdl.
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Changing a Record's Data

To change arecord, select the M aintenance option and the data entry form you want to
change. The form must be displayed on the screen before you can change one of its
records.

If you just added arecord to the Barangay Data Entry Screen, it will still be displayed.
Otherwise, select the form.

To change a record, make sure that the desired record is displayed on the form. If itis
not displayed, use the arrow keys or the Find or L ocate option to locate a record to be
changed.

1. Movethe pointer on top of the Change option and press Enter or the left mouse
button.

2. Changethe datain any of the fields you want.

3. PressF10to save, or ESC to cancel the changes.

Deleting a Record
To delete arecord, make sure the correct data entry form is displayed on the screen.
Select the desired record to be deleted either by using arrow keys or the Find option.
Once the desired record appears on the form, follow these steps.

1.  Select Options from the control panel.

2. Select Delete Record.
Asyou will notice, the deleted record is still on the form. The Delete Record option
only marks a record as deleted; to permanently remove the record, you must use the

Utility and Pack option to remove the deleted record. For information about Pack,
refer to the Utility section.

A deleted record is marked with “DEL,” which displays at the bottom of the screen on
the status bar. See Figure 7.
L ocating a Record

Y ou can locate arecord very easily using the L ocate option. Press F1 for help about
L ocate.
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To return to the LGU_MIS main menu, select MainM enu.
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Entering and Changing Data in the SFPS Form 2

To enter or change data in the SFPS Form 2, the LGU_MIS Main Menu must be
displayed. For instructions, refer to Sarting LGU_MISand Exiting from LGU_MIS

To enter or change arecord follow these steps.
1. Select Summary of Family Planning Services from the main menu.

The SFPS data entry screen appears as in Figure 8. The control panel at the bottom of
the screen contains options for the SFPS Form 2. Highlight an option and press F1 to
read more about the option.

Adding a Record

1. Movethe pointer by left or right arrow keys to highlight the Enter option. Press
Enter or click the left mouse button.

2. Write the name of the city, if necessary; press Enter to move to District. If you
know the correct spelling of the district, type it. Otherwise, press F3 for the list
of all district names. The same process applies to the Barangay field. Other fields
are not validated.

3. Oncethe SFPS data entry form is completed with the appropriate information
from the SFPS Form 2 hard copy, press F10 to save the new records, or ESC to
ignore entry.

Changing a Record's data

To change arecord, select the Summary of Family Planning Services from the
LGU_MIS main menu. The form must be displayed on the screen before you can make
any changes.

To change a record, make sure that the desired record is displayed on the form. If itis
not displayed, use the arrow keys or the Find or L ocate option to locate a record to be
changed.

1. Movethe pointer to the Change option and press Enter or the left mouse
button.
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2. Change the data of any of the fields you want.

3.  PressF10to save or ESC to cancel the changes.
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Deleting a Record
To delete arecord, make sure the correct data entry form is displayed on the screen.
Select the desired record to be deleted either by using arrow keys or the Find option.
Once the desired record appears on the form, follow these steps.

1. Select Options from the control panel.

2. Select Delete Record.
Asyou may notice, the deleted record is still on the form. The Delete Record option
only marks arecord as deleted; to permanently remove the record, you must use the
Utility and Pack option to remove the deleted record. For information about Pack,
refer to Utility section.

A deleted record is marked with “DEL,” which displays at the bottom of the screen on
the status bar. See Figure 7.
L ocating a Record

Y ou can locate arecord very easily using the L ocate option. Press F1 for help about
L ocate.

To return to the LGU_MIS main menu, select MainM enu.
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Reports

About the Reports

LGU_MISincludes several reports to help you monitor and evauate family planning
services. These reports consist of LGU_MIS data that is formatted to provide
information like: Which family planning method is the most popular? What is the current
mix of family planning methods in use? Is the number of WRA or high-risk WRA using a
contraceptive method increasing? And so on.

To limit the number of records that are included in areport, you can build a query before
you print the report. For example, you can limit areport to a district, to abarangay, to a
municipality or to a particular month or many other specific criterion. Instructions for
building queriesis provided later in this section.

Y ou can also design additional reportsin Alpha Four Report Writer. For complete
instructions about designing these reports, refer to the Alpha Four User’s Manual.

LGU_MIS includes the standard reports described in Appendix A.
Y ou can print a standard report in three ways:
1. display on the screen
2. print to the printer
3. print to atext file
Displaying a Report on the Screen
To display areport on the screen follow these steps:

1. Select Report from the Main Menu of LGU_MIS.

A list of reports will be displayed on the screen asin Figure 9. You can select a
report one of three ways.

a.  Pressthe bold letter indicating at the beginning of the report's name.
b. Move the pointer on top of the report and press Enter to select it.

c. Move the pointer on top of the areport by the mouse and click the left
mouse button.

2. Select areport from the list.
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3. PressF10 to accept the default settings.

4.  Select Screen.
Now you should be able to see the report output similar to Figure 10. Follow the
instructions at the bottom of the screen to view the report as you wish.
Printing Report to a Printer
To print areport to printer, follow these steps:

1. Select Report from the Main Menu of LGU_MIS.

2. Select areport from the list.

3. PressF10 to accept the default settings.

4.  Select Printer.
Press F7 to display thelist of printer drivers aready configured. If you do not have any
of the printer drivers displayed, refer to the Alpha Four printer driver configuration

section to configure the right printer driver.

A sample of aprinted report is shown in Figure 10.

Printing a Report to a Text File
Y ou can print areport to atext file format which you can later retrieve in aword
processing program. Thisway you can add more descriptive comments or includein a
quarterly report.
To print areport to atext file format, follow these steps:

1. Select Report from the Main Menu of LGU_MIS.

2. Select areport from the list.

3. PressF10 to accept the default settings.

4. Sdect Printer.

5.  Enter the name of the output text file, including the full path.
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Filtering Reports

For each report you can request certain records based on criteria. To select those
records, set afilter before you send the report to the printer, screen, or text file. You
can aso change range settings, such as primary index, ascending or descending order.
See Figure 11.

The reports that include "district” in the title must use the primary index by district,
month and year. The reports that include "barangay"” in the title must use the primary
index district, barangay, year, month.

To set afilter, move the cursor to the Filter option and press Enter. The control panel
offers several options. Press F2 to select the database (LGU_MIS). A list of al the
fields displays. Select the field you want to usein the filter. For example, to filter by
district, select District. The examplein Figure 11 shows afilter for district Molo in the
year 1995. Molo is set in quotation marks because district is a character field. The year
isanumeric field which does not require the quotation marks. For more information,
press F1 for help on using expressionsin filters.

Before you print or display the report, you must set the filter status to Active. The
status will change to inactive once you are finished printing the report.

For more help about the range settings, highlight the specific command and press F1.
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Report s

.H gh-Ri sk Women by District.......................
.Contraceptive Use by District.....................
. H gh-Ri sk Wonen by Barangay.......................
.Contraceptive Use by Barangay.....................

oOnw>

Sel ect the report to print

Figure9 List of Reports

SUMVARY OF FAM LY PLANNI NG SERVI CE BY DI STRI CT
Hi gh- R sk Woren and Contraceptive Use
08/ 04/ 1995
Local Government Unit

PAGE: 1
ILOLO City
No. of
No. of
No. of Tot al Hi gh- Ri sk
Hi gh- Ri sk
District Mont h Year VRA User s User s
Non- User s
ANGELES 3 95 230 112 39
155
ANGELES 5 95 470 242 90
330
AREVALO 6 95 475 185 82
327
CI TY PROPER 5 95 266 99 45
155
JARO 5 95 244 97 39
160
MOLO 4 95 260 99 47

Figure 10 Report's Output
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Filter : DI STRI CT="MOLO' . AND.

YEAR=95
Filter status : Active

I gnore records that do not satisfy this expression
F7Retrieve F10Continue F2Fields F3Functions F6W ndow On

Figure 11 Report's setting
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Using the LGU_MIS Utilities

LGU_MISincludes the following utilities, which are listed on the Utilities Menu asin
Figure 12.

Pack Databases Remove records marked for deletion.
Reindex Databases Reindexes the files when there are problems with the
databases.

Packing the Databases
When you mark records for deletion, they remain in LGU_MIS until you pack the
database. Packing the databases permanently removes the marked records from the files.
For information on deleting (marking) arecord, see Deleting Recor ds.
Follow these steps to pack a database:

1. Select Utilitiesfrom the LGU_MIS Main Menu.

2. Select Pack databases from the Utilities Menu.

3. PressF10.

Reindexing the Files
LGU_MIS maintains both database files and index files. Y ou need to reindex when you
see any message reporting that the index file is corrupted or a database is not in order.
Y ou should not have to reindex very often.
Follow these steps to reindex the files:
1. Select Utilitiesfrom the LGU_MIS Main Menu.
2.  Select Reindex Files from the Utilities Menu.
3.  Select the database file you want to reindex from the list of databases, asin
Figure 13. You can also select All Filesto reindex al database files. Y ou should
aways select All Files.

When reindexing is complete, the program returns to the Utilities menu. Press ESC to
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return to the Main Menu.
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Figure 12 UtilitiesMenu
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Figure 13 Databases List

LGU MISUser’'sGuide Page22




Appendix 1
Correcting Errors

Two errors may occur after installation. These errors are internal to Alpha Four. The
Alpha company will send a copy of the new version to each of its customers. So if you
don't get the new version, here are some tips that can help you to usethe LGU_MIS.

1. Afteryouinstal the LGU_MIS you may start the program and enter data. For
the first time you might not be able to see the Data Enter Screen as shown Figure
5 or 8. If you get a screen such as Figure 14, follow these steps.

a Select Option from the control panel.
b. Select Choose a new form.
C. Select A for the designed form.

This procedure appliesto all data entry screens (Barangay, Municipality, City and SFPS
Form 2). Once you do these steps, Alpha Four will keep the settings and you won't have
to do it again whenever you start LGU_MIS.

2. If you get an error message such as Figure 15, make sure to exit Alpha Four and
restart Alpha Four. Once the main menu of the Alpha Four displays on the
screen, run the LGU_MIS and immediately enter at least one record to each data
entry screen (Barangay, Municipaity, City and SFPS Form 2).

If you still have problems, please send us afax or consult alocal Alpha Four vendor for
technical support.
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1 ClTY
2 DI STRI CT
3 BARANGAY
4 MONTH
5 YEAR
6 V\RA
7 USER
8 NONE_USER
9 Pl LL
10 CONDOM :
11 I NJECTABLE :
12 | UD :
13 F_STER
14 NFP
15 LAM
16 OTHER 13
17 OTHER 14
18 OTHER
VI EW Record : O

A
Change Enter Browse Find Index MiinMenu Options Query Tools

Figure14
Error
Menmory error detected. Exit Al pha Four

and restart program before continuing your work.

Dynanmi c nmenory error: 33

Cont i nue

Abort to DGCS

Figure 15 Error
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Appendix 2
Sample Reports

High-Risk Women and Contraceptive Use by District
Contraceptive Use by District
High-Risk Women and Contraceptive Use by Barangay

Contraceptive Use by Barangay
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SUMVARY OF FAM LY PLANNI NG SERVI CE BY DI STRI CT

H gh- R sk Wbnren and Contraceptive Use 08/ 04/ 1995
Local Governnent Unit PAGE: 1
ILOLO Gty
No. of No. of
No. of Tot al H gh- Ri sk
H gh- Ri sk

District Mont h Year WRA Users Users Non- User s
ANGELES 3 95 230 112 39 155
ANGELES 5 95 470 242 90 330
AREVALO 6 95 475 185 82 327
CI TY PRCPER 5 95 266 99 45 155
JARO 5 95 244 97 39 160
MOLO 4 95 260 99 47 158
MOLO 6 95 200 99 44 160

Gand Total ---------- > 2145 933 386

1445



SUWMMARY OF FAM LY PLANNI NG SERVI CE BY DI STRI CT
Contraceptive Use
08/ 07/ 1995
Local Governnent Unit

PAGE: 1
ILOLO Gty
No. of Femal e
Tot al
District Mont h Year VRA Pill Condom I njectable IUD Steril. NFP LAM O her Oher 13
O her 14 Users
ANCELES 3 95 230 34 36 1 6 9 8 7 3 3
5 112
ANCELES 5 95 470 82 71 6 12 18 14 14 9 6
10 242
AREVALO 6 95 475 55 63 2 10 16 15 14 6 2
2 185
Cl TY PROP 5 95 266 32 33 1 5 8 7 7 3 1
2 99
JARO 5 95 244 30 32 1 5 8 8 6 3 1
3 97
MOLO 4 95 260 35 30 1 4 8 9 7 3 1
1 99
MOLO 6 95 200 32 33 1 5 8 8 6 5 1
0 99
Grand Total ---------- > 2145 300 298 13 47 75 69 61 32 15

23 933



SUMVARY OF FAM LY PLANNI NG SERVI CE BY BARANGAY

H gh- R sk Wonren and Contraceptive Use 08/ 07/ 1995
Local Governnent Unit PAGE: 1
ILOLO Gty
No. of No. of

No. of Tot al H gh- R sk Hi gh-Ri sk

District Bar angay Mont h Year VRA Users Users Non- User s
ANCELES BB 3 95 230 112 39 155
ANCELES BARANGAY TEST 5 95 200 111 40 160
ANCELES B3 5 95 270 131 50 170
AREVALO Bl 6 95 255 97 42 162
AREVALO BARANGAY TEST 6 95 220 88 40 165
Cl TY PROPER BB 5 95 266 99 45 155
JARO B3 5 95 244 97 39 160
MOLO B2 4 95 260 99 47 158
MOLO Bl 6 95 200 99 44 160

Grand Total ---------- > 2145 933 386 1445



SUMMARY OF FAM LY PLANNI NG SERVI CE BY BARANGAY
Contraceptive Use
08/ 07/ 1995
Local Governnent Unit

PAGE: 1
ILOLO Gty
No. of Femal e

Tot al

District Bar angay Mont h Year VRA Pill Condom Injectable IUD Steril. NFP LAM O her Oher 13
O her 14 Users

ANCELES B3 5 95 270 49 35 5 6 9 6 8 5 3
5 131

ANCELES BARANGAY TEST 5 95 200 33 36 1 6 9 8 6 4 3
5 111

ANCELES BB 3 95 230 34 36 1 6 9 8 7 3 3
5 112

AREVALO Bl 6 95 255 30 33 1 5 8 8 7 3 1
1 97

AREVALO BARANGAY TEST 6 95 220 25 30 1 5 8 7 7 3 1
1 88

CI TY PROPER BB 5 95 266 32 33 1 5 8 7 7 3 1
2 99

JARO B3 5 95 244 30 32 1 5 8 8 6 3 1
3 97

MOLO Bl 6 95 200 32 33 1 5 8 8 6 5 1
0 99

MOLO B2 4 95 260 35 30 1 4 8 9 7 3 1
1 99

Grand Total ---------- > 2145 300 298 13 47 75 69 61 32 15

23 933
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