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Introduction 

Côte d’Ivoire, through the Ministry of Women, Family and Children (MFFE), has established a 

National Program for Orphans and Vulnerable Children (PNOEV) whose objective is to develop a 

policy for the care of orphans and vulnerable children (OVC) and to ensure this policy is implemented. 

The main mission of the PNOEV is to ensure that quality services are delivered to OVC. The goal is to 

improve the quality of these children's lives and their well-being in accordance with national 

standards. The program has therefore set up an OVC management information system (OVC MIS) 

that integrates harmonized data collection tools and databases 1.3, 2.0, and 3.0. 

An integrated Determined, Resilient, Empowered, AIDS-free, Mentored and Safe (DREAMS)/OVC 

database will help to foster the emergence of a dynamic DREAMS/OVC system that provides data to 

inform OVC activity managers. Through these data, managers will be able to make better decisions 

and develop strategies to build the capacity of service providers to align service packages and enroll 

OVC. To maximize the potential uses of the DREAMS/OVC data system, MEASURE Evaluation set 

up an initial phase to identify indicators, design paper-based data collection tools, and develop a 

DREAMS database that is interoperable with the OVC database. 

Since 2019 with USAID/PEPFAR funding, the Data.FI project has been providing technical assistance 

to the PNOEV and its partners to improve the national OVC and DREAMS databases and set up a 

user support system to increase accessibility to and use of these applications.  

At the initial implementation of the Country Operational Plan 2020 (COP20) targets, key stakeholders 

made new demands in view of the new information requirements and some malfunctions of the OVC 

and DREAMS databases. The Data.FI project has updated the OVC database by developing it on the 

OpenMRS platform. 

This user manual provides the information needed to facilitate use of this revised database. 

Commented [RB1]: Requirements or needs? 

Commented [RB2]: Do you mean "by transitioning it to 
the OPENMRS Platform"? 
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Section 1: Login/Entry 
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Accessing the database 

Logging into the database 

Prerequisites 

To connect to the OVC database, you must: 

▪ Have a computer 

▪ Have an Internet connection available 

▪ Launch the browser (preferably Google Chrome for optimal database performance 

 

▪ Enter the address "www.sig-oev.org" in the browser address bar 

 

▪ Press the "Enter" key on the keyboard to access the interface, which looks like this: 

 

To log into the database, you must be set up as a user, i.e., have access rights from the 

administrator. Users are given a login or username and a password. To access the database home 

page, enter the username followed by the password and click on "Connect" or press the enter key on 

the keyboard. 

www.sig-oev.org 
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Example: 

 

The top section of the database home page offers us five main areas: 

 

 

 

1. Zone 1 simply shows us the name of the application, WebOEV. 

2. Zone 2 contains all the modules in the application. These modules are: 

▪ Dashboard 

▪ Households 

▪ Reports 

▪ Data quality 

▪ Transfer management 

▪ Settings 

3. Zone 3 shows the logged-in user’s profile. 

4. Zone 4 displays the facility to which the logged-in user belongs. 

5. Zone 5 shows users if they are connected or not. The   symbol appears when the user 

has an Internet connection. If there is no connection, this symbol looks like this  . 

The lower section of the database home page shows us the dashboard, which will be discussed in 

Section 2 of our manual. 

  

1 2 
3 5 4 

Commented [MH3]: I’m not sure if this is the official 
name;  I didn’t want to change it in case the name is only in 
French 
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Logging off the database 

To log off and leave the database, go to the user profile area (zone 3 of the top interface).  

 

Step 1: Click on the username.  

 

 

Step 2: On the drop-down list, click on "Logout.”        

The user is then disconnected. 

 

  

3 
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Identification 

How to enter a new household 

To enter a new household in the OVC database, the user must first log in and then:  

Step 1: Click on the Households tab in zone 2 at the top of the home interface, which contains all the 

application modules.  

 

 

Step 2: A new page is displayed:  

 

This page has three parts:  

1. Search for household 

2. Search for members  

3. New household 

Step 3: Click on 3 "New household" to enter a new household. 

Step 4: Enter the information from the household identification form in the form that appears: 

 

1 

2 

3 
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Here the user is asked to enter the registration date, information on the household's geographical 

location, and information on its characteristics. 

For NGOs entering household information, the user must select the social center that covers the 

geographical area where the household is located. 

Step 5: Save the entered form. 

Once you have filled in all this information, click on the "Save" button at the bottom right of the form.  

 

Registering the household identification form gives access to the page below: 

1 

4 

3 

2 

3
.
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1. Household header field, displaying certain household characteristics. This field remains 

visible while the user navigates through the various tabs in zone 2. This includes: 

▪ Household identifier, which is generated automatically after the household identification 

form is registered and incorporates the coordination platform code, social center code, 

year of registration, and household number  

▪ Household classification: if no assessment has been made, this field shows "not yet 

assessed.” The classification is displayed after the household assessment. 

▪ Date the household was registered 

▪ Household front door 

▪ Household size 

▪ Number of active people 

▪ Number of OVC 

▪ Geographic location 

2. Area providing access to various tabs related to the household (characteristics, assessment, 

graduation, and outcomes). 

3. Display field when the user is browsing the various tabs mentioned in 2. By default, this field 

displays the summary of the household characteristics entered in the household identification 

form ("Characteristics" tab selected by default). 

   

▪ When this area is showing the household characteristics, if a user clicks on the "edit" 

button at the bottom he/she is returned to the household identification form and can make 

the desired changes. 

4. The following options are available in zone 4, "List of household members": 

▪ Add a household member (a) 

▪ Add a transferring member to the household (a) 

▪ Search for a member either by code or by name (b) 

▪ Display the list of household members with some individual characteristics given for each 

(c) 
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NB: this zone will be discussed further in the section on adding and editing members in a household. 

 

NB: entering a new household by default creates a head of household; this person's information must 

be edited. 

 

  

a 

b 

c 
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How to add a new member 

Step 1: Click on "New member.” 

 

Step 2: Enter the household member's individual data, then click save. 

 

NB:  

▪ The "Close" tab allows you to leave this window without saving your changes. 

▪ The (blue) box for entering the DREAMS code is only displayed for female members 

between the ages of 10 and 24 inclusive (the target population for the DREAMS 

program). 
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Step 3: A new page is displayed to continue entering the member's identification. 

This page includes: 

1. Household member header field displaying certain household characteristics. This field 

remains visible while the user navigates through the various tabs in zone 2. The following are 

displayed in this zone: 

a. Beneficiary's code 

b. First and last names 

c. Sex 

d. Age and date of birth 

e. Order number in the household 

f. Registration date 

g. The order number of the household member who takes care of him/her (blue box) 

h. If the member is the head of household, this is displayed right after the number of the 

household member who is taking care of him/her. 

i. If the member is a caregiver, check "Caregiver" in step 2 and it will be displayed in green. 

 

 

  

j. If the member is an OVC, this is displayed in yellow (black box). 

k. Current needs: "None" is the default. Needs will be identified after assessment. 

l. HIV status: if the status is negative or unknown, this field will change as the status 

changes. Any change is reflected in the support activity form. The clinical number is also 

displayed (or "No number" if it has not been entered). 

m. DREAMS number This is displayed when the member is a project target. If the member is 

not participating in the DREAMS project at the time of identification (DREAMS number 

not filled in), it is marked "None.” Otherwise, this number is displayed.  

n. The "Edit" button, which allows you to edit the data in the individual data interface 

o. The "Household" button, which allows you to exit the member page and return to the 

global household page. 

1 

3 

2 
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2. Zone providing access to various tabs related to the member.  

▪ Before the assessment, only 3 tabs are displayed (Identification, Assessment, and 

Member Outcome) 

 

 

NB: the "Education monitoring" tab is displayed for all beneficiary members between the 

ages of 2 and 21 inclusive.  

▪ All other tabs are displayed once the assessment has been performed, so there are eight 

tabs available instead of three (Identification, Assessment, Support Activities, Nutrition 

Monitoring, Education Monitoring, Referral, Counter-referral and Member Outcome) 

 

 

3. Display field when the user is browsing the various tabs mentioned in 2. By default, the 

"Identification" tab is selected to complete the member identification entry. 

Step 4: After entering the remaining identification data, click on the "Save" button. 

 

Search for a previously entered household or member 

Search for a household  

Step 1: Click on the Households tab. 
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Step 2: Enter the ID of the household you are looking for. 

 

 

 

 

 

Step 3: The household you are looking for is displayed. Click on the household to access its page. 

 

Step 4: The household page is displayed.  

 

Search for a member  

The WebOEV database provides two options for searching for a registered member. 

Option 1 

Step 1: Click on the Households tab. 
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Step 2: Enter either the ID or the name of the member you are looking for. 

  

As soon as the user starts typing the name of the member they are looking for, a list of names 

containing the letters entered will appear below the search bar to facilitate the search. 

 

NB: for the ID, the user must enter the member's entire identifier. 
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Step 3: Click on the member you are looking for to access their page. 

 

Step 4 The household page is displayed.  

 

Option 2  

Step 1: Search for the member's household by following the steps for finding a household (see 

"Searching for a household"). 
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Step 2: Search for the member in the list of household members on the right or enter the member's 

name in the search bar on the right. 

 

a. Search bar with either code or name  

b. List of household members 

 

  

a 

b 
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Assessment 

Entering the household assessment 

Prior to the household assessment, the header on the household page tells us that the household has 

not yet been assessed. 

 

Step 1: On the page of the household entered, in the field with access to the various household-

related tabs, click on the "Assessments" tab. 

. 

Step 2 Click on the “Assess household” tab. 

 

Step 3: The assessment form is available.  

a. Enter the assessment date.  

b. Select the assessment scores for each domain. 

c. The score totals, overall score, and vulnerability category are generated automatically.  
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Step 4: Confirm the entry by clicking on the "Save" button.  

NB: the "Cancel" button (blue box) allows you to close the form without saving it and return to the 

home page for the household.  

 

Step 5: The household assessment dashboard is displayed. It consists of: 

a. Household classification   

b. Assessment date and ranking  

c. Vulnerability scores  

d. A check box to access the form to edit the assessment if necessary 

e. For a new assessment, e.g., the second assessment, click on the "Assess Household" button 

and a new empty form is available once again.  

a 

b 

c 

d c b 

a 

e 
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NB: once the first assessment has been performed, the number 1 appears in brackets instead of 0 in 

the Assessment tab (blue circle). 

Entering the household beneficiary assessment 

Step 1: In the household entry interface, click on the member whose assessment will be entered to 

access their interface.  

  

Step 2: Click on the "Assessment" tab and then the "Assess beneficiary" button to access the 

assessment form. 

 

NB: if the assessment has not been entered, the activity forms are not available and "None" appears 

in the header at the level of current requirements (blue box). 

Step 3: Enter the form data. This form includes: 

a. Assessment date  

b. Individual needs assessment domain  

c. Scores 

d. Planned interventions (providing services that address urgent needs), which appear based on 

the score in the individual needs assessment area. Scores of 4 and 3 do not lead to any 

intervention. Interventions are only available if the scores are 2 or 1. 

e. Intervention time is only shown for scores of 2 or 1 in the assessment areas.  
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f. Implementation status tracking (Completed, In Progress, Not Done) appears only for scores 

of 2 or 1 in the assessment areas. No items should be checked off on the first assessment. 

 

g. Data sources 

 

Step 4: Click on the "Save" button at the bottom right of the assessment form to save the data 

entered. 

 

NB: if you do not want to save your entries or if you want to leave the form without entering any data, 

click on the "Cancel" button located at the top right of the form.  

 

Step 5: The household assessment dashboard is displayed, with: 

a. Current needs from the assessment, which are displayed in the header 

b. Assessment date 

c. Structure 

f e c d b 

a 
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d. Data sources 

e. Scores 

f. Number of planned interventions 

g. Status tracking. This changes as it is edited in the assessment sheet. 

 

Step 6: Edit or delete the assessment record. 

To perform these actions, click on the  button located just after the status tracker. Two choices 

are displayed:  

▪ Edit, which allows you to access the assessment form again to edit it, including updating the 

status tracking 

▪ Delete, which allows you to permanently delete the saved evaluation form 

 

NB: to perform a new assessment of the member, click again on "Assess the beneficiary" to access a 

new assessment form. 

 

  

a 

b c d e f g
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Entering the beneficiary's individual 
activity forms 

NB: individual activity forms are available in the beneficiary's interface and can only be accessed after 

the assessment. Forms are available in the interface based on current needs after assessment. 

 

These forms are: 

▪ Support Activities 

▪ Nutrition Monitoring 

▪ Education Monitoring: Available to all beneficiaries ages 2 to 21, inclusive 

▪ Reference  

▪ Counter-reference 

Filling out the Support Activities form 

Step 1: Click on the "Support Activities" tab to access the form in the display area below: 
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Step 2: Fill out the form.  

 

Step 3: Save the data entered by clicking on the Save disk. 

 

Step 4: A line for saving this data appears just below in the activity tracking area, and the form is 

released for a new entry. 

 

 

Step 5: Each saved entry can be edited or deleted by clicking on the     button at the end of each 

line. Doing so gives you two options: 
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a. “Edit", which allows you to access the data previously recorded on the Support Activity form 

to edit it and then save it. 

  

b. "Delete,” which allows you to permanently delete the data from the Support Activity form 

recorded on a given date.  
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Filling out the Nutrition Monitoring form 

Step 1: Click on the "Support Activities" tab to access the form in the display area below: 

  

Step 2: Fill out the form.  

  

Step 3: Save the data entered by clicking on the "Save” button. 
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Step 4: A line for saving this data appears just below in the activity tracking area, and the form is 

released for a new entry. 

 

Step 5: Each saved entry can be edited or deleted by clicking on the     button at the end of each 

line. See the procedure for the Support Activities form. 

Filling out the Education Monitoring form 

Step 1: Click on the "Support Activities" tab to access the form in the display area below: 

  

Step 2: Fill out the form.  
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Step 3: Save the data entered by clicking on the "Save” button.  

 

Step 4: A line for saving this data appears just below in the activity tracking area, and the form is 

released for a new entry. 

 

Step 5: Each saved entry can be edited or deleted by clicking on the     button at the end of each 

line. See the procedure for the Support Activities form. 

Filling out the Reference form 

Step 1: Click on the "Support Activities" tab to access the form in the display area below: 
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Step 2: Fill out the form.  

  

Step 3: Save the data entered by clicking on the "Save” button.”  

NB: the yellow "Cancel" button allows you to cancel the entries made (blue box). 
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Step 4: A line for saving this data appears just to the left of the form, and the form is released for a 

new entry. 

 

Step 5: Each saved entry can be edited or deleted by clicking on the     button at the end of each 

line. See the procedure for the Support Activities form. 

Filling out the Counter-Reference form 

Step 1: Click on the "Reference" tab on the page for the beneficiary for whom you want to enter the 

counter-reference. This opens the form in the lower right display area (red box) and the list of 

references entered in the lower left (blue box). 
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Step 2: On the reference for which the user wants to enter the counter-reference, click on the  

button and select "Counter-reference.” 

 

Step 3: The counter-reference form is available with 2 interfaces: 

a. On the left, the information on the reference card. 

b. On the right, the form for entering the counter-reference.  

 

 

  

a b 
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Step 4: Fill out the form. 

 

Step 5: Save the data entered by clicking on the "Save” button.”  

NB: the yellow "Cancel" button allows you to cancel the entries made (blue box). 
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Step 6: Return to the home page of the Reference tab. 

 

Step 7: Click on the Counter-reference tab and view the counter-references entered in the display 

area. 

 

Step 8: Each saved counter-reference can be edited or deleted by clicking on the     button at the 

end of each line.  

▪ To edit a counter-reference, click on the "Edit" button. 
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▪ The form for entering the counter-reference is displayed, but this time on the counter 

reference tab for editing. Click on "Save" after making changes or "Cancel" (blue box) to 

exit without changing the form. 
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Entering outcome 

Household outcome 

Step 1: In the household display interface, click on the "Household Outcome" tab. 

 

Step 2:  

▪ Select the household outcome in the form's display area.  

▪ Enter the outcome notification date.  

▪ Click on the "Save" button. 
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Step 3: The outcome is saved and a button appears that allows you to cancel the operation in case of 

error. 

Household transfer 

Household transfer with change of location 

When the household moves to a new location, the procedure for reporting this to the OVC database 

involves three steps. The first step is at the transferring structure level, the second is of the social 

center responsible for the platform where the household will live from now on, and the third concerns 

the structure that will be responsible for this household.  

Transferring structure  

Notification of a transferred household is made by the structure that has been responsible for 

managing this household. This could be an NGO or a social center.  

Step 1: In the household display interface, click on the "Household Outcome" tab. 
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Step 2:  

▪ In the form display field, select "Transferred" for this household. 

▪ Enter the outcome notification date.  

▪ Click on the "Save" button. 

Step 3: The outcome is saved and the following appears: 

▪ A button to cancel the operation in case of error 

▪ “Transferred" on household header 

 

Social center responsible for the platform where the household will be located (new platform 

responsible for the household)  

Step 1: Log in with your ID and password. 

Step 2: Click on the Transfer Management module at the top of the OVC database home page. 

 

 

Step 3: Click on "Household Transfer" on the page that appears. 
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Step 4: Enter the number of the transferred household in the search box and click on the magnifying 

glass or press the "Enter" key on the keyboard. 

 

Step 5: If the household is transferred, a summary of its information appears. 

 

NB: if the household is not transferred, the following alert is displayed: 
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Step 6: Select the destination platform and the destination structure, then click on "Validate the 

transfer.” Once the transfer is validated, the transfer location is displayed (see blue box). 

 

Structure in charge of the household (destination structure)  

Step 1: Search for the new household in the household list using its household code (see the 

"Household Search” section). 

Step 2: Once the household page is displayed, click on the "Edit" tab in the general characteristics to 

enter the household characteristics. 

 

Transfer of households with no change of location, but moving from one organization 

to another 

When the household does not change location, but for some reason the structure responsible for it 

changes, the procedure for reporting it in the database is as follows:  

Step 1: Click on the Transfer Management module at the top of the OVC database home page. 
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Step 2: Click on "Household Transfer Between Organizations" on the page that appears. 

 

Step 3: The page that appears includes the following:  

▪ In the area on the left, the list of available households 

▪ In the area on the right, the transfer destination 

 

Step 4: Select the source structure (original structure). 
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Step 5: The list of households for this structure appears. 

 

Step 6: Select the households to be transferred. You can select them by checking off the households 

one by one (blue box) or by clicking on "Select all" (red box). 

After making the selection, the number of households to be transferred is displayed. 

NB: if there are a large number of households to be transferred, do this in several batches (100 to 200 

households at most). 
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Step 7: Select the destination structure and transfer date, then click on "Validate the transfer.” 

 

The number of households transferred is displayed after the transfer is validated. Next, click "Finish" 

to return to the capture in Step 3 if households from another facility are to be transferred. 

Graduated household 

Step 1: In the household display interface, click on the "Household Outcome" tab. 
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Step 2:  

▪ In the form display field, select "Graduated" for this household. 

▪ Enter the outcome notification date.  

▪ Click on the "Save" button. 

  

Step 3: The outcome is saved and a button appears that allows you to cancel the operation in case of 

error. 
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Other outcome 

The steps are the same as above: 

▪ Specify the outcome for this "Other" entry. 

▪ Enter the outcome notification date.  

▪ Click on the "Save" button. 

 

Beneficiary outcome 

Step 1: Select the appropriate beneficiary. 

 

Step 2: Click on the "Member Outcome" tab and then click on the "Enter Outcome" button. 

 

Step 3:  

▪ Enter the outcome in the form that appears. 

▪ Specify the outcome date. 

▪ Select the beneficiary's outcome from the three available choices (transferred, deceased, 

other). 
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▪ If "Other" is selected, specify what the other outcome is. 

▪ Click on the "Save" button. 

 
Step 4: The beneficiary's outcome appears along with a summary of the information related to that 

outcome. 

 

Step 5: If there was an error on the outcome, click the  button and select "Delete.” 
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Transferred beneficiary 

Beneficiaries may be transferred by the social center or the NP-OCV. 

Step 1: Select the appropriate beneficiary. 

 

Step 2: Click on the "Member Outcome" tab and then click on the "Enter Outcome" button. 

 

Step 3:  

▪ Enter the outcome in the form that appears. 

▪ Specify the outcome date. 

▪ Select the "Transferred” outcome from the three available choices (transferred, deceased, 

other). 

▪ Click on the "Save" button. 
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Step 4: The beneficiary's outcome appears along with a summary of the information related to that 

outcome. 

 

Step 5: Access the household that is to receive the beneficiary and click on the "Transferred Member" 

button. 

NB: if this is a new household, repeat the entire identification process. 

Step 6: Enter the transferred beneficiary's number.  

 

▪ If the member has not been transferred, an alert message will appear: 
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▪ If the member has been transferred, the page below appears. The transferred member's 

information (first and last names, date of birth, sex, and date transferred) is visible for 

verification before continuing the transfer process. If this is the transferred member you are 

looking for, enter: 

▪ Registration date in the new household 

▪ Number of the household member who will take care of him/her 

▪ Type of member in this household 

Then click on "Save.” 

 

Step 7: The beneficiary is added to the household and appears in the list of members of the new 

household. 
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Graduation 

Step 1: Click on the "Graduation" tab on the household page, then click on the "New Graduation 

Checklist" button. 

 

Step 2: Fill in the graduation checklist that appears, then click on the "Save" button. 

 

Specific case of graduation administration results: 
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▪ When all results are "yes" (14 “yes” answers) or if there are more than 3 "no" results (i.e., 

between 4 and 14 "no" answers), click directly on the "Save" button. 

 

 

 
 

• However, if there are between 1 and 3 "no” answers, a form is displayed that needs to be 

filled in for the activities planned for the entry.  
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Section 2: Data Quality/Data 
Analysis 
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Data quality 

Several input controls and alert messages were implemented in the OVC database to ensure high 

quality data. The screen shots below show some examples of the controls implemented to ensure the 

quality of the data in the database. 

Some examples of controls on the Household Identification form 

The red boxes are fields that are unlocked only if answers are selected or variables are filled in: (i) 

"number of wives" can only be filled in if "polygamous" is selected in marital status; (ii) "number of 

active persons in the household" and "number of OVC in the household" are activated only if 

"household size" is filled in; (iii) selecting "Other" activates the field to specify this entry. 

 

NB: several controls were inserted in the various data entry forms in the OVC database.
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DREAMS code entry field 

 

The DREAMS code entry field appears for a beneficiary who qualifies for the program. 

Assessment form unavailable for household members who are not OVC or 
caregivers 

 

Only the identification form and the member outcome can be filled in. 
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Example of an alert message 

 

Duplicate management 

In addition to these upstream controls, the Data Quality module was developed to manage the issue 

of duplicates. 

Step 1: Click on the Data Quality module and then on "Duplicate Management.” 

 

Step 2: In the page that appears: 

a. Select the platform in which you want to identify duplicates. 

b. Select the search criteria for duplicates. You must use one of the first three criteria (Last 

name, First names, or Date of Birth). 

c. Click on the Search button to search for duplicates. 

 

Step 3: A list of duplicate groups appears. Each line represents all the duplicates included in that 

group. 

 

NB: a "Manage" button appears at the end of each line to manage duplicates. 

 

  

b 

c 

a 
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Step 4: Click on the "Manage" button to access the duplicate management page. 

 

List of duplicates with details to better assess the measures to be taken. 

▪ The "Preferred" radio buttons at the top left of each block allow you to activate the "Merge 

Members" button to merge member information in case of duplicates.  

▪ The "View Household” button, at the top center of each block, allows you to access to the 

household in which the member is located to help you make a decision. 

▪ The trash can icon, on the top right, allows you to delete the (duplicate) member(s) 

permanently from the database to keep only one in the system. 

Tracking entries 

Step 1: Click on the Data Quality module and then on "Track Entries.” 

  

Commented [MH4]: this is a fragment in the French 
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Step 2: In the page that appears: 

a. Select the platform. 

b. Select the period for the indicators. 

c. Click on the search button (blue box). 

d. The entry tracking list appears. 

e. The list can be exported in Excel format. 

 

Step 3: Each column can be sorted in ascending or descending order. 

 

  

a 

e 

d 
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Data Analysis 

You can analyze data in the Dashboard and Reports modules. 

Dashboard 

This module is the landing page when the user connects to the OEV database. The user can also 

access it by clicking on the Dashboard module in zone 2 at the top of the database. 

 

The purpose of the dashboard is to allow users to visualize the main data so they can make decisions 

quickly.  

It should be noted that the indicators represented in the dashboard will change depending on users’ 

information needs. 

The OVC database dashboard is organized into three main sections: 

• The first section summarizes the following data:  

▪ Number of households  

▪ Number of members  

▪ Number of beneficiaries 

▪ Number of OVC 

▪ Number of OVC testing HIV-positive 

▪ Number of OVC on ARVs 

▪ Number of OVC whose viral load is suppressed 
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• The second section of the dashboard displays data related to households.   

 

• The third section of the dashboard displays data related to OVC.  

 

Dashboard charts can be downloaded for reports or presentations. To do this, follow these steps: 

Click on the Save icon in the upper right corner of each chart or table and follow the instructions as 

necessary. 

 

Report 

The second module that the application offers for data analysis is the Report module. This has three 

sub-modules: 

▪ OVC reports 

▪ Indicators 

▪ List of beneficiaries 

These modules can export Excel files to facilitate secondary analyses if needed by the user. 

Commented [MH5]: there seems to be only one step; 
change to singular? 
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OVC Quarterly Report 

Step 1: Click on the Report module and select "OVC Quarterly Reports.”  

 

Step 2: In the page that appears: 

a. Select the structure or platform. 

b. Select the period for the report. 

c. Select the calendar type (Program COP or Partner COP). 

d. Select the indicators for the report, then click on the Search button (blue box). 

e. The report is displayed below. 

f. The report can be exported in Excel format or printed. 

 

NB: the "Print" button allows you to print the report.  

 

Other periodic OVC reports 

Step 1: Click on the Report module and select "Other Periodic OVC Reports.” 

 

Step 2: In the page that appears: 

a 

b 

c 

d 

f 

e 
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▪ Select the structure or platform. 

▪ Select the period for the indicators. 

▪ Select the calendar type (Program COP or Partner COP). 

▪ The report is displayed. 

Indicators 

Step 1: Click on the Report module and select "Indicators.”  

 

Step 2: In the page that appears: 

▪ Select the structure or platform. 

▪ Select the period for the indicators. 

▪ Select the calendar type (Program COP or Partner COP). 

▪ Select the indicators, then click on the Search button to generate the results. 

Activity lists 

Step 1: Click on the Report module and select "Activity Lists.”  
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Step 2: Select the list by clicking on the down arrow. 

 

Step 3:  

▪ Select whether the list is by platform or by partner (COP type). 

▪ Select the platform. 

▪ Select the structure. 

▪ Select the period. 

▪ Click on the Search button (blue box). 

 

Step 4: The search results are displayed below, and the table can be exported to Excel format by 

clicking on the "Extract Excel" button. 
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Section 3: Settings 

 

 



OVC Database User Manual  68 
 

Accessing the Settings Module 

The Settings module contains the following sections: 

a. Structure creation: Platform, Social Center, Partner, NGO 

b. Mapping 

c. Management: user management, role management 

 

 

  
a 

b 

c 
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Creating a structure 

Creating an OVC platform 

Step 1: Click on the Settings module, then choose "Platform " from the drop-down list. 

 

Step 2: Click "Add" on the page that appears. This page also lists the platforms created previously 

(blue box). 

 

Step 3: Enter the platform information in the form that appears. The code and short name are 

required.  
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Step 4: Click on the "Save" button to create the platform. 

  

NB: to cancel the platform creation action, i.e., not save it in the database, click on the "Organization" 

tab (blue box), which will redirect the user to the database home page, i.e., the dashboard. 

Step 5: Return to the platform creation home page. The created platform is displayed in the platform 

list (blue box). 

 
NB:  

▪ To edit information for a created platform, click on the "Action" check box to the right of that 

platform's line to access the creation form. 

 

▪ A created platform can only be deleted by the OVC database administrator. 
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Creating a social center  

Step 1: Click on the Settings module, then choose "Social Center" from the drop-down list. 

 

Step 2: Click "Add" on the page that appears. This page also lists the social centers created 

previously (blue box). 

   

Step 3: Enter the social center information in the form that appears, then click "Save.” 

NB: all information in this form is mandatory. 
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Step 4: Click on the "Save" button to create the platform. 

 
NB: to cancel the social center creation action, i.e., not save it in the database, click on the 

"Organization" tab (blue box), which will redirect the user to the database home page, i.e., the 

dashboard. 

Step 5: Return to the social center creation home page. The created social center is displayed in the 

list of social centers (blue box). 

 

NB:  

▪ To edit information about a created social center, click on the "Action" check box on the line 

for that social center line to access the creation form. 

 

▪ A created social center can only be deleted by the OVC database administrator. 
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Creating a partner 

Step 1: Click on the Settings module, then choose "Partner " from the drop-down list. 

 

Step 2: Click "Add" on the page that appears. This page also lists partners created previously (blue 

box). 

 

Step 3: Enter the partner information in the form that appears.  

  
NB: all information in this form is mandatory. 
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Step 4: Click on the "Save" button to create the partner. 

 

NB: to cancel the partner creation action, i.e., not save it in the database, click on the "Organization" 

tab (blue box), which will redirect the user to the database home page, i.e., the dashboard. 

Step 5: Return to the partner creation home page. The partner created is displayed in the partner list 

(blue box). 

 
NB:  

▪ To edit information for a created partner, click on the "Action" check box to the right of that 

NGO's line to access the creation form. 

 

▪ A created partner can only be deleted by the OVC database administrator. 
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Creating an NGO  

Step 1: Click on the Settings module, then choose "NGO " from the drop-down list. 

 

Step 2: Click "Add" on the page that appears. This page also lists NGOs created previously (blue 

box). 

 

Step 3: Enter the NGO information in the form that appears.  

 

 

 

 

 

 

 

  



OVC Database User Manual  76 
 

Step 4: Click on the "Save" button to create the NGO. 

 

NB: to cancel the NGO creation action, i.e., not save it in the database, click on the "Organization" tab 

(blue box), which will redirect the user to the database home page, i.e., the dashboard. 

Step 5: Return to the NGO creation home page. The created NGO is displayed in the NGO list (blue 

box). 

 

NB:  

▪ To edit information for a created NGO, click on the "Action" check box to the right of that 

NGO's line to access the creation form. 

 

• A created NGO can only be deleted by the OVC database administrator. 
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Mapping 

To map (create and edit locations), click on the Settings module, then choose "Mapping" from the 

drop-down list. 

 
The Create and Edit Location page appears.  

This area has three parts: 

a. Allows you to return to the database home page 

b. Filter field that allows you to search for location by entering it 

c. Location ranking field 

d. Field for creating/editing the location 

 

 

Step 1: Create a region. 

Once you are on the Create and Edit Location page: 

Enter the name of the region in the "Location Name" section and click on "Save.” 

The region created is displayed in the location ranking area. 

 

 

 

a 

b 

c 

d 
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NB:  

▪ The "Parent Location" field (yellow box) for the region does not need to be entered. 

▪ The "Delete" button cancels any entries made. 

 

Step 2: Create a department, sub-prefecture, commune, or neighborhood/village. 

a. Once the region has been created, click on the "+" symbol in front of the region to create the 

department.  

 

b. This loads the region (Bélier in this example) into the parent location of the Create and Edit 

Location area. 
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c. Enter the department in the place name and click on "Save." 

 

NB:  

▪ Creating a sub-prefecture, commune, or neighborhood /village follows the same principle as 

creating a department, with the department, sub-prefecture, and the commune as the parent 

location respectively. 

▪ The  button allows you to edit the information (the name) of the location for which it is 

selected. 
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Management 

User management 

This section allows you to create and edit users. 

Step 1: Click on the Settings module, then in the drop-down list choose "User Management.” 

 

Step 2: Click on "Add" to add a new user. 
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Step 3: Fill in the user account creation form that appears and click on "Save.” 

The "Cancel" button (blue box) cancels any actions performed. 

 

Step 4: The new user is displayed (blue box) in the list of created users.  

 

NB: a created user account can be inactivated by clicking on its status.  
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Role management 

This section allows you to create and edit user roles. 

Step 1: Click on the Settings module, then in the drop-down list choose "Role Management.” 

 

Step 2: Click "Add" to add a new role on the role list page. 

 

 

  



OVC Database User Manual  83 
 

Step 3: Create the role by giving its name, parent role, and description, then select its privileges and 

click the "Save" button at the bottom of the form. This action brings you back to the role list page. 

 

 

  



OVC Database User Manual  84 
 

Conclusion 

Actions performed for OVC and their families must be able to be tracked for us to make data-driven 

decisions. We felt it was appropriate, therefore, to set up a web application that can collect real-time 

data from the peripheral level to the central level. This document is intended to be a practical guide to 

help achieve that objective. We encourage all stakeholders to take advantage of it to promote 

effective use of the application. Constructive suggestions that users would like to offer the designer 

will help further enrich the function of this tool. 
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Appendix: Participants in Developing the 
OVC Database User Manual 

Last name, first name Position Organizations/Institutions 

ASSOHOU NOBA ANGE ERIC M&E Specialist Data.FI Côte d’Ivoire 

BOGUI SERGE PACOME EVRARD IT Data.FI Côte d’Ivoire 

ANGAMAN KASSY ROGER M&E Department Head PNOEV 

SAMAKE YAYA M&E Officer  PNOEV 

ADOU CHIMENE FLORENCE M&E Assistant Intern PNOEV 

YEO GOZIE BRICE ARMAND M&E Assistant Intern PNOEV 

AKE LAURENCE M&E Officer  PNOEV 

ASSALE TAIWA VENANCE M&E Officer  PNOEV 

GNANHO AKOUA SALY M&E Officer  PNOEV 

KOUAME NINA M&E Officer  PNOEV 

N’GUESSAN AMOIN JULITTE M&E Assistant Intern PNOEV 
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The Data for Implementation or Data.FI project is a five-year cooperative agreement funded by the 
U.S. President's Emergency Plan for AIDS Relief, through the U.S. Agency for International 
Development, under Agreement No. 7200AA19CA0004 effective April 15, 2019. It is implemented by 
Palladium in partnership with the JSI Research & Training Institute (JSI), Johns Hopkins University 
(JHU) Department of Epidemiology, Right to Care (RTC), Cooper/Smith, IMC Worldwide, Jembi 
Health Systems, and Macro-Eyes, and supported by expert local resource partners. 

This document was produced for review by the U.S. President's Emergency Plan for AIDS Relief, 
through the U.S. Agency for International Development. It was prepared by the Data for 
Implementation project. The information in this document is not official U.S. government information 
and does not necessarily reflect the views or positions of the President's Emergency Plan for AIDS 
Relief, the U.S. Agency for International Development, or the U.S. government.  
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