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Annex C. Guidance on the Integrated Spreadsheet files 
Directories and Files on the CD

A CD has been prepared to accompany this guide. This contains copies of all the files required to complete the example scenario described in Part II of the chapter. The contents of the CD are listed below.

	Table 1. Directories and files on the CD

	Directory
	File
	Description

	\Som_ex


	NWA.xls

GUP.xls


	Baseline storage sheets for North-west agro-pastoral LZ (NWA) and Guban pastoral LZ (GUP)



	
	NWA problem spec sheet - example.doc

GUP problem spec sheet - example.doc


	Worksheets for defining the problem specification for NWA and GUP – containing example problem specifications.



	
	NWA analysis - example.xls

GUP analysis - example.xls


	Single zone outcome analysis sheets for NWA and GUP – containing example problem specifications



	
	Assistance calculation sheet – example.xls


	Spreadsheet for calculating number of beneficiaries and amounts of assistance required, based on the output from the single zone analysis sheets. 



	
	IS-example.xls


	Integrated spreadsheet – containing the Boroma district example.



	
	BK3.xls, BK4.xls to BK12.xls


	Set of blank baseline storage sheets – required by IS-example.xls



	
	Pencil and paper analysis sheets – example.xls


	Spreadsheet to generate printouts for completing the example analysis by hand



	
	Expandability factors.xls
	File containing factors used to calculate expandability in the baseline storage sheets




Managing the Spreadsheets

The spreadsheet-based analysis system described in this guide consists of two types of spreadsheet, baseline storage spreadsheets and analysis spreadsheets. The baseline storage spreadsheets contain all the basic data required to prepare a household economy baseline (data on crop production, on amounts of crop sold, on numbers of livestock sold etc.). The analysis spreadsheets are used for the outcome analyses themselves. There are two types of analysis sheet, single zone spreadsheets (for detailed analysis of a single zone) and integrated spreadsheets (for the analysis of up to 12 livelihood zones in up to20 districts).

All the analysis spreadsheets are linked to the baseline storage sheets, and read the baseline data from these sheets. This is illustrated in the diagram below for files in the \Som_ex directory. Care has to be taken in the management of these files so as not to ‘break’ the links.

Whenever you open one of the analysis sheets you will be asked: ‘The workbook you opened contains automatic links to information in another workbook. Do you want to update this workbook with changes made to the other workbook?’ Normally the answer to this question is no. You should only answer yes to this question if you have made changes to the baseline storage spreadsheets, and you want to update the analysis spreadsheets with these changes (see below). 

	Table 2. Links between Spreadsheets in the \Som_ex Directory

	Integrated analysis spreadsheet
	Link
	Baseline spreadsheets 
	link
	Single zone spreadsheets 

	
	
	NWA.xls
	→
	NWA analysis.xls

	
	
	GUP.xls
	→
	GUP analysis.xls

	
	
	BK3.xls
	
	

	
	
	BK4.xls
	
	

	
	
	BK5.xls
	
	

	IS-example.xls
	←
	BK6.xls
	
	

	
	
	BK7.xls
	
	

	
	
	BK8.xls
	
	

	
	
	BK9.xls
	
	

	
	
	BK10.xls
	
	

	
	
	BK11.xls
	
	

	
	
	BK12.xls
	
	

	
	Links
	↑ ↑ ↑ ↑
	
	

	
	
	Expandability.xls
	
	

	
	
	Expandability factors spreadsheet
	
	

	Note: The integrated spreadsheet reads baseline data from 12 baseline storage sheets. If there are fewer than 12 livelihood zones in the area being analysed (as in the example), then the ‘unused’ baseline storage sheets must be replaced by blank sheets (bk3.xls to bk12.xls in the above example).


Maintain a ‘Master’ Copy of the Files on the Hard Drive of Your Computer

The first thing you should do is to copy the spreadsheets from the \Som_ex directory on the CD to a directory on your computer. It does not matter what this directory is called. Simply make sure you copy all the files from the CD across together and the links will be maintained. The golden rule is to keep an original set of all the spreadsheets in a single directory on your hard disk. This is your master set of spreadsheets. If you make changes to the baseline storage spreadsheets, then it is the spreadsheets in this directory that you should change. There should be no need to keep copies of the baseline spreadsheets anywhere other than in this directory.

Updating the Spreadsheets

To make changes to the baseline storage spreadsheets you simply open them and work on them. Once you have made any changes, save  and close the file. To update the analysis sheets, open each of the analysis sheets in your master directory in turn and answer ‘yes’ to the question ‘Do you want to update this workbook …’. Then immediately save the updated analysis worksheet and close it without making any further changes.

Running Routine Analyses

It is best to keep all the files associated with a particular analysis in a particular location, the working directory. For example, keep all files used for the 2006 Gu season analysis in a directory called \2006_Gu analysis.

When you are ready to start a new analysis, begin, if necessary, by revising the baseline storage spreadsheets and updating the analysis spreadsheets, as described above. Usually this will only be necessary if further baseline fieldwork has been undertaken, and it is considered necessary to update the baselines.

Then make copies of the analysis spreadsheets you are going to use (e.g. NWA analysis.xls, IS-example.xls etc.), copying them from the master directory to your working directory. You should not need to copy the baseline storage spreadsheets from the master to the working directory, since you will not need to update the analysis sheets further (i.e. you will answer ‘no’ to the update question).

You can then open the analysis spreadsheet you wish to use, and make a start with the analysis.

Setting up a New Single Zone Outcome Analysis Spreadsheet
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As you prepare baseline storage sheets for new livelihood zones, you will want to set up the corresponding single zone outcome analysis sheets. 

The single zone spreadsheet reads baseline data from the section of the baseline storage sheet titled ‘Data entry set-up for single zone outcome analysis spreadsheet’. This can be found in rows 867 to 923 (see example to the right).

This section of the spreadsheet makes use of the ‘lookup’ function in excel to organise data from the main body of the spreadsheet for entry into the single zone sheet
. 

Setting up a new single zone spreadsheet is fairly straightforward, and the steps are as follows:

1) Save the finalised baseline storage sheet in a file with a unique name, e.g. ‘XYZ.xls’.
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In ‘XYZ.xls’, decide on final titles for the various sources of food and cash (see cells A880:922). At the moment the titles are read from within the baseline storage sheet and many contain extraneous text (e.g. kg produced). Simply replace the lookup formulae in column A by typing in suitable alternatives to replace the existing titles (see example to the right where ‘Green cons – belg: no of months’ has been replaced by ‘’Green cons – belg’, and so on)
. 

3) Check that the maximum number of food sources has not been exceeded (14, excluding food aid and purchase). Do the same for income sources (max. 23).

	[image: image1.png]— o os w

A

B

C

Sources of Food : Poor HHs
Baseline Expand

Access

~ability

Caws' milk

1%

0%]

Green cons - Belg

21%)

0%]

D

Max.
Access|
1%
21%






	[image: image2.png]26
27
28
29
30
31

Income : Poor HHs

Cash

Baseline Expand

Access

_ahity

Caws' milk sales

0]

0]

Cows’ ghee/butter

0|

[i

Eqg sales

0]

0]

Max.| Problem
Access|  %nom

o 100%
of  100%
30| 100%





	[image: image3.png]26 Income : Poor HHs

27 Baseline Expand Max.| Problem
28 |Cash Access _-ability  Access|  %nom
29 Cows' milk sales [ [ ol __100%
30 [Cows' ghee/butter 0 0 0|=E5 ]
31 |Eqg sales Exl 0 [ 100%







4) With ‘XYZ.xls’ open, open the file ‘blank analysis.xls’ and save it as ‘XYZ analysis.xls’. Within ‘XYZ analysis.xls’, select \edit from the tool bar, and then \links. Change the source file from ‘blank baseline storage sheet.xls’ to XYZ.xls. This should read in the new data – but it’s a good idea to check food and cash totals for each of the wealth groups.

5) The next thing to do is to identify which items of food and cash income are linked (i.e. have the same source), and set up links between the food and income problem specifications for these. This is done in the ‘Poor’ sheet in XYZ analysis.xls.

i) In blank analysis.xls, only one link is set up. This is in cell E29 (shaded white), which looks up the problem from cell E6 (see right-hand figure).

ii) Copy this cell to other cells requiring a link, editing the cell once it is pasted so that the correct problem spec is selected
. See right-hand figure for an example of setting up a linked problem, in this case between milk consumption (cell E6) and sale of cows’ ghee/butter (cell E30). 

iii) NOTE: If the problems for E6 and E29 are not linked in the final sheet, copy and paste a grey-shaded ’100%’ cell into E29. 

6) Now protect the 4 data sheets, V.Poor, Poor, Middle and Rich (the graphics sheets are already protected).

7) Save the result, and close both spreadsheets (‘XYZ.xls’ and ‘XYZ analysis.xls’). ‘XYZ analysis.xls’ is now ready for use.

Modifying the Integrated Spreadsheet

Setting up a new integrated spreadsheet from scratch is beyond the scope of this guide, and the user is advised to contact F.E.G. for assistance with this activity. 

Once an integrated spreadsheet has been set up, it is – up to a certain point - relatively simple to modify, e.g. to set up a sheet for a new region within a country, or to add a new livelihood zone to (or delete an old zone from) an existing sheet. This is true so long as there is no need to change the existing list of food and cash income sources and items of expenditure included in the integrated spreadsheet. If it is necessary to change these, then the user is advised to contact F.E.G. for more detailed technical assistance.

There are two steps in the process of modifying an existing IS:

1) Changing the baseline storage sheets read by the IS.

2) Updating basic data within the IS.

Changing the Baseline Storage Sheets read by the IS

The IS has a maximum capacity of 12 livelihood zones and each IS therefore links to (i.e. reads data from) 12 baseline storage sheets. If there are fewer than 12 livelihood zones within an area covered by an IS, then some of these baseline storage sheets are left blank.

In the example IS only two LZs are used (NWA and GUP), and the remainder are blank. The corresponding blank baseline storage files are named BK3.xls to BK12.xls.

	The Example IS

	
	Links before adding TGA
	Links after adding TGA

	1. 
	NWA.xls
	NWA.xls

	2.
	GUP.xls
	GUP.xls

	3.
	BK3.xls
	TGA.xls

	4.
	BK4.xls
	BK4.xls

	to

	12.
	BK12.xls
	BK12.xls


Suppose now that we want to add a third LZ to the example IS, the Toghdheer Agro-pastoral LZ. This means replacing BK3.xls by TGA.xls, the baseline storage sheet for the new LZ (see table to the right).

The procedure to replace one baseline storage sheet by another is as follows:

1) Copy the baseline storage sheet for the new LZ to the directory containing the integrated spreadsheet to be updated (e.g. \Som_ex)
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2) Unprotect sheets B, P and L. These are the sheets that read data from the baseline storage sheets, and changes to the links within these sheets can only be made if the sheets are unprotected 

3) Select \edit\links from the main menu (see right-hand graphic)

4) the ‘links’ dialogue box will now appear (see graphic below). Scroll through the list of files to select the baseline storage sheet to be replaced. Click on ‘change source’, find and select the new baseline storage sheet and click OK. Then click OK again to complete the process.

5) Re-protect sheets B, P and L. 

The above procedure can be used to add a new sheet (i.e. to replace a blank sheet), or to replace an existing sheet (in which case select one of the existing baseline storage sheets before clicking on ‘change source’.)

Updating basic data within the IS

The green-shaded cells are those that will (or may) need to be updated for a new region or if an existing IS is modified. Before any change can be made to these green cells, the corresponding sheet needs to be unprotected. Remember to re-protect the sheet once any changes have been made. 

The following summarises the green cells to be found on the different sheets

	Sheet B:

1. LZ codes: 3-letter codes for the LZ
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	Sheet P:

1. Titles for regions and districts

2. Population by district and LZ

3. Exchange rate conversion table, where baseline cash incomes have been measured in different currencies (see above).
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	Sheet C:

For each crop:

1. unit of measurement (monitoring data)

and for each LZ/district:

2. title for reference season

3. reference season production

and for each district:

4. average production. The default is to calculate this as the average of all reference year production data. However, where some of the reference years are poor, it may be better to enter a long term average for production. 
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	Sheet L:

1. Titles for 3 main categories of livestock (e.g. camels, cattle, shoats)
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	2. Names of two seasons for milk production (e.g. Heys-Gu, Deyr)

3. Typical figures for (A) no.milking animals per 100 mature females and (C) milk yield per day, for each type of animal in both seasons. Care needs to be exercised when editing these cells, as there is a formula to be edited, not just a number to be entered.

(Note that if there is only one season of milk production, the parameters for the 2nd season can be set to zero or left blank)


	[image: image8.png](3
&7
E
8
90
91
%2
93

C D E F G H

MILK PRODUCTION BY DISTRICT
Camels
Region District 1t season

Heys-Gu

®_© O 0 [po
Awdal Baki 40 30 |35 25 |54%
Awdal Borama 40 30|35 25 |54%






	Sheet M:

For staple foods:

1. Names of 3 main cereals purchased  (e.g. Sorghum) Note: if there is only one staple cereal, enter this in the first table and leave the other tables blank.

2. Names of main staple food markets, by district, e.g. North-west

3. Unit for price measurement (e.g. SlSh per kg)
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4. Name of the reference year or season for staple food purchase (e.g. 0202-0702)

5. Price data for the reference year, by district and LZ. 

6. Average price of the staple food item, by district (this can be an average of the reference year data entered, but is perhaps best a long-term average for the district).

For other items: The same information for:

a) crops sold

b) livestock sold

c) milk sold (note that prices are entered for only one type of milk (or ghee) – the same price problem will be applied to all types of milk product sold.

d) ag.labour rate, x 2 seasons

e) wood/charcoal (one or the other, whichever is most important)

f) components of the livelihoods protection expenditure basket

g) an indicator of inflation (e.g. the USD exchange rate). In the case of the exchange rate it is particularly important that the district average should be a long term average rather than an average of all the reference year data. This is because the inflation correction will be applied to all prices for which no current price is specified.

	Sheet R:

A number of variables required to calculate results:

1. food aid ration level in kg grain per person per day (to calculate food aid needs)
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	2. unit of measurement of household income (e.g. SlSh x 1000 if income measured in thousands of SlSh).
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	3. Number of measures per metric ton for unit used to monitor staple food prices. E.g. 1000 if staple food prices are monitored per kg, 20 if staple food prices are monitored per 50 kg sack, etc.
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	4. Conversion rate between unit used to measure household cash income, and unit used to monitor staple food prices. E.g. 1000 if prices are measured in SlSh and household income in thousands of SlSh.
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Green cells requiring special consideration

a) Reference year monitoring data: average for crop production. This is the figure used to calculate the overall problem specification at district level, i.e. the figure that is returned in the blue-shaded cells (it is not the figure used to calculate the problem spec for each LZ – this is LZ specific.) This average can be calculated in a variety of ways; as a long term average, as an average of all reference year data or as an average of selected reference year data (e.g. excluding baselines put together for ‘bad’ years). The default is to calculate it as the average of all reference year data.

b) Markets page: name of staple food. Price data for up to three staple foods can be entered, e.g. sorghum, maize and rice. The spellings of these and of the names of the staple food in the baseline storage sheets must be exactly the same since the spreadsheet searches for the ‘right’ staple food price based upon this spelling.













�Note that there may be circumstances in which the lookup function fails to set up this section of the spreadsheet correctly, e.g.:


if there are more than 14 sources of food (excluding food aid and purchase) or more than 23 sources of cash in a single livelihood zone. This problem can be overcome by adding together a number of minor sources to form an ‘other food’ or ‘other income’ category which can be entered into this section of the spreadsheet by hand.


If two or more sources of food or cash for the livelihood zone have exactly the same title in the main section of the spreadsheet (e.g. ‘other cereal: kg produced’, rows 280 and 287). In this case, change one of these titles to the name of the actual cereal (e.g. if the other cereal is barley, change ‘other cereal: kg produced’ in row 280 to ‘barley: kg produced’).


� It is necessary to unprotect the sheet in order to make these changes. Where there are blank titles in the list, e.g. cells A892 and A893 in the example, it may be necessary to delete the lookup formula in column A, otherwise the formula may generates somewhat unexpected results.


� Use copy as this preserves the shading, and also makes sure the cell will be locked and cannot be overwritten once the sheet is protected.
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