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1. Introduction 

 

1.1  Purpose of Training Guide 

The purpose of this Training Guide is to guide district officers involved in data consolidation/ 

analysis, particularly but not limited to statisticians and M&E officers, on:  

• How to collect and consolidate data from VAEO/WAEO, 

• How to fill the Integrated Data Collection Format in LGMD2, 

• How to create tables and charts with the data, and  

• How to provide feedback to VAEO/WAEO. 

 

This guide is developed based on the lessons learned and good practices from the pilot 

implementation at the four districts (Morogoro DC, Kilosa DC, Mpwapwa DC, and Kondoa DC). 

National and Regional officers can also utilize this manual for data check, analysis and feedback at 

their levels.  

 

Another Training Guide has been prepared for VAEO/WAEO on how to fill the VAEO/WAEO format. 

The district officers are recommended to be familiar with both guides. 

 

In this guide, the term “district” is used to refer to all districts, municipalities, towns and cities
1
. 

Chapter 3, 4, and 5 include instruction on Excel procedure, covering both Excel 2003 and 2007. If 

procedure is different between the two versions, it is explained separately. Readers are 

recommended to check which Excel version your computer has.  

 

1.2  Role of District Officers  

At all levels of administration, including village, ward, district, region, and national, agricultural 

data is important for understanding the situation on the ground, making decision, and taking 

necessary action. In the data flow of the Agricultural Routine Data System (ARDS), the role of 

district is particularly important because districts oversee data collection at village and ward 

levels, consolidate the data collected from wards, utilize them and provide the consolidate data to 

the regional and national levels.  

Not only data collection, consolidation and provision, district officers should also play two more 

important roles: data analysis and provision of feedback. As a decision making body itself, district 

should analyze the data to develop and monitor its policy, plan and program. Feedback to village 

and ward officers is also essential in order to enhance their understanding and motivation in data 

collection.  

 

                                                   
1
 This is to avoid confusion by using the term “LGA” which includes ward and village, or the term “council” 

where some councils share one DALDO office.  
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2. Training of VAEO/ WAEO and Format Distribution 

 

2.1  Training of VAEO/WAEO 

When introducing VAEO/WAEO format, district should conduct a 2-day training of VAEO/WAEO 

(and if necessary VEO in villages which do not have VAEO) on the VAEO/WAEO format. Suggested 

program of the training is shown in Table 1.  

 

Table 1: Overview of VAEO/WAEO Training 

Purpose VAEO/WAEO understand the VAEO/WAEO reporting format and become 

able to use it. 

Facilitators District officers (DALDO, statistician, M&E officer, etc.) 

Participants All WAEO and VAEO (if necessary VEO in villages without VAEO*) 

Materials VAEO/WAEO reporting format 

VAEO/WAEO Training Guide 

Budget items Per diem, transportation, venue, refreshment, printing, stationery 

Suggested Agenda 

Day 1 8:00-8:30 Registration  

8:30-8:45 Opening remarks, Self-introduction 

8:45-9:00 Introduction: Purpose of the training 

9:00-10:00 - Session 1 (monthly format) 

10:00-10:30 Refreshment 

10:30-13:00 - Session 2 (monthly format continued) 

13:00-14:00 Lunch break 

14:00-15:00 - Session 3 (quarterly format) 

15:00-15:30 Wrap up for Day 1 

Day 2 8:30-10:00 - Session 4 (annual format) 

10:00-10:30 Refreshment 

10:30-13:00 - Session 5 (data entry exercise) 

13:00-14:00 Lunch 

14:00-15:00 - Session 6 (Continue data entry) 

15:00-15:30 Way forward: How to distribute and collect format 

15:30-16:00 Closing remarks 

*: VEO in a village without VAEO is expected to collaborate with WAEO in charge of the village in 

filling out the format.  
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2.2  Format Distribution 

For each month, quarter, and year, district officers should print necessary copies of VAEO/WAEO 

format and distribute them to VAEO/WAEO. District should prepare the copies well in advance so 

that there is enough time for distribution.  

 

Direct distribution in person is highly recommended rather than passing them through other 

people/bus. Distribution should be completed before the end of the month so that VAEO/WAEO 

has enough time to fill and consolidate the form. Distribution can be done in the following 

manners: 

 

- (Priority 1) Responsible district officer distributes the format to VAEO/WAEO by directly 

visiting them. This is especially important if VAEO/WAEO is not visiting the district 

headquarters regularly. 

- VAEO/WAEO pick up the format utilizing any opportunity to visit the district headquarters. In 

this case, it is recommended to identify one specific place at DALDO office to distribute the 

blank format and collect the filled-in report. 

- If district officer do not visit village/ ward and VAEO/WAEO do not come to the district 

headquarters, district officer may deliver the format to the WAEO at division center, who in 

turn will distribute it to the other VAEO/WAEO in the same division or ask VAEO/WAEO to pick 

them up there.  

 

Box 1. Good Practice from Pilot LGAs: Follow Up Training 

In January 2010, M&E Officer of Morogoro DC visited each division to conduct a refresher 

training of VAEO/WAEO on the format. This was the district’s own initiative. The M&E 

Officer went with the filled-in format and showed participants some areas for 

improvement as a feedback. The refresher training was also a good opportunity for 

experienced extension officers to share how to collect data with newly recruited 

extension officers. 
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2.3  Collection and Follow Up 

For report collection, again, district officers should advise WAEOs that they should not submit the 

report through bus. They should submit it directly or through reliable fellow extension officers. In 

order to collect filled-in reports, follow up is very important. In the pilot districts, officers make 

phone calls to WAEOs if they fail to submit the report in time. Especially for quarterly and annual 

reports, experience of pilot implementation suggests that VAEO/WAEOs tend to forget about 

them as they are not required every month. It is recommended for districts to monitor the status 

of format distribution and report collection. Annex 1 and 2 provides a suggested table format to 

do this task. 

 

Also, proper feedback is a key to motivate VAEO/WAEOs to fill out the format with reliable 

information and submit it on time. For details on feedback, see Chapter 6.  

 

Box 2. Good Practice from Pilot Districts: Format Distribution 

・ Kondoa DC has photocopied the format for three months and distributed them at 

once between 20
th

 to 30
th

 of the last month of a quarter (for next quarter).  

Quarterly format is also distributed together. Annual format is distributed together 

with the fourth quarter format in March. This way, the district can avoid late 

distribution and save time and energy for monthly photocopying and distribution. 

・ In Kondoa, Mpwapwa and 

Kilosa, district officers 

prepared a distribution list to 

which VAEO/WAEOs sign 

once they receive the format. 

This helps them to avoid 

forgetting any ward (See 

example here). Annex 1 

provides a suggested format 

of distribution list. 
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2.4  Budget 

During the budget preparation for the next fiscal year, DALDO should ensure that the budget 

include the following items: 

• Training of VAEO/WAEO format for newly recruited officers or for retraining 

• Follow-up cost (fuel, etc.) 

• Printing (paper, toner, etc.) 

• Budget for internet access (in order to fully utilize LGMD2) 

• Budget for technical support of Regional ICT staff (communication, transportation, etc.) 

• Training for LGA officers on, for example, Excel 

Box 3. Good Practice from Pilot LGAs: Report Collection 

• Kondoa, Mpwapwa and Kilosa DCs keep status of 

submission in a list for each report so that they 

can track who has submitted and follow up with 

those who have not (See example here). 

Suggested format for this list is provided in Annex 

1 of this guide. 

• Experiences of the pilot districts suggest that the 

submitted report is on high demand among 

officers in DALDO office. Sometimes officers 

borrow a few reports and do not return them for a 

long time. To avoid misplacement of any report, 

LGAs should keep record on who has taken which 

report. 
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3. Consolidation of VAEO/WAEO Report 

 

3.1  Data Check and Revision 

When the district officer receives the report from WAEO, s/he should check the data in the 

following points. If there are mistakes or questionable data, s/he should visit or make phone call 

to WAEO and clarify the question or provide instruction.  

 

• Are all tables filled (except for those not applicable)? 

• Are the data period appropriate in each table (data for the particular month/quarter or 

cumulative)? 

• Are the data using appropriate unit of measurement (i.e. not bundle but kg)?
 2

 

• Are the data realistic compared to the following?  

o Previous report data 

o District total data 

o Latest National Sample Census Agriculture data (i.e. 2002/03, 2007/08) 

o Your field observation 

• Cross check the data with relevant officers at the district: officers in charge of crop, 

livestock, cooperative, extension, marketing, irrigation, etc. 

 

 

 

                                                   

2 Training guide for VAEO/WAEO has a conversion table in its annex.  

Box 4. Good Practice from Pilot Districts: Sharing within DALDO Office 

After they returned from the training of district officers on the format, officers of 

Morogoro DC have shared the content of the training with fellow officers in a small 

training of their own. As a result, other officers are now helping M&E Officer in report 

collection and data entry. Moreover, this helped other officers recognize the presence of 

useful data in the format. Now, M&E Officer can easily consult these officers to check the 

data of their specialization.  
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3.2  Data Entry 

3.2.1 Creating Excel file 

After checking and revising the data collected from WAEO, let’s enter data in Excel.  

First, create a file for each month, quarter and year.  

     

 

  

 

1. Copy the original format file (right click and select Copy or control + C). 

2. Paste the file (right click and 
select Paste or control + V). 

3. Rename the file (right click and select Rename 
or double click the name). 

For example, “VAEO_WAEO Report July 2010.” 
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3.2.2 Creating data entry sheet 

Open the file and create one data entry sheet for each ward.  

 

 
 

 
 

Now, you have created a new sheet with the same contents as the original sheet. 

 

    
 

1. Right click the original blank sheet and 
select Move or Copy. 

2. Once Move or Copy window pops 
up, click create a copy and select 
(move to end). Then, click OK. 

3. Rename the newly created sheet as a ward name with 
serial number preceded by “_” (under bar). 

(right click and select Rename or double click the name) 
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Repeat the above action until you create one sheet each for all wards in your district. Create one 

sheet for each of all wards even though some wards have not submitted the filled-in VAEO/WAEO 

format. The order of wards should be division-wise. Assign serial number with “_” to ward names. 

Serial number should be always the same for the same ward in any reports. For your convenience, 

write the same number on the hard copy of the filled-in format. 

 

 
 

Repeat the step 1) and 2) for quarterly and annual reports. 

 

3.2.3 Creating file for the following month 

In order to avoid repeating the above step 3.2.2 every month, let’s copy the file for the following 

month now. 

 
 

    

IMPORTANT NOTE:  - Do not start a worksheet name with a number (i.e. “1Mamboya”), as this 
will block formula calculation. Put under bar “_” before the number. 

                    - Be careful not to add any space and be consistent with capital/small letter 
across wards. 

1. Copy and paste the file that you have 
just created (right click and select Copy 
and Paste or control + C and P). 

2. Rename the file (right click and select Rename or 
double click the name) 

For example, “VAEO_WAEO Report August 2010.” 
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3.2.4 Entering data 

Now, let’s enter data from WAEO report one by one. 

 

 

 

IMPORTANT NOTE: Once you enter data, do not forget to save the data frequently. The easiest 

way to save is to press Control and S simultaneously. Save as often as possible to prevent your 

data from disappearing due to unexpected blackout, etc. 

 

 

 

 

 

 

 

A. How to copy data in many cells 

When many cells have same data, rather than typing one by one, use copy function effectively.  

 

 

 
 

1. If all cells of this table are zero 
(0), enter a few of them. 

2. Select both of them. Then, click the 
bottom right corner of the cell and drag 
down. 

3. Then, release the click. You see the 
data are now copied to these cells. 

IMPORTANT NOTE: Do not insert any row or column!  

Otherwise, aggregation in later stage will become difficult. 

If you want to write additional information, write it in “remarks”, “others” or somewhere 

outside the table. 
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B. Tips for data entry 

It is a good idea to color the tabs of the sheets (wards) in which the data are already entered. To 

do so, move the cursor to the sheet of the ward (_20Zombo, in this case), right click, choose “Tab 

color” and the color you want to put as shown in the figure below. 

 

 
 

C. Tips for Quarterly report table 1 “Hali ya chakula kijijini” (Village food situation) 

In this table, there is a column where VAEO/WAEO are asked to mark a check among “nzuri 

(good)”, “wastani (average)”, or “mbaya (bad).” In data entry, it is recommended to type “1” for 

the check. This will make summation easy in the later stage. 

 

 
 

D. Checking data 

After data entry, check if there is no typing mistake.  
 

4. Select all data and do the 
same to copy to the right. 
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3.3  Two Types of Consolidation 

There are two ways to consolidate the tables in VAEO/WAEO format (excel formula and pivot 

table), depending on the type of tables. Each method is explained in the following sections. The 

table below shows which type of consolidation each table uses. 

Table 2: Consolidation Method for Tables in VAEO/WAEO Format 

Tables in VAEO/WAEO Format Method 

Monthly Report  

1. Utangulizi  1.1 Hali ya hewa  a) Mvua Pivot table 

 b) Matukio,  1.2 Kazi zilizofanyika Copy and paste 

2. Malengo, utekelezaji na bei ya mazao Formula 

3. Afya ya mimea (Kutumia kemikali) Pivot table 

4. Mifugo iliyochinjwa Formula 

5. Ukaguzi wa nyama Pivot table 

6. Mazao yatokanayo na mifugo Formula 

7. Afya ya Mifugo 7.1 Tiba 

  7.2 Uogeshaji, kunyunyizia na chanjo 

Pivot table 

  7.3 Huduma za mifugo Formula 

8. Maoni ya afisa ugani wa kijiji/ kata kuhusu sekta ya kilimo katika eneo lake Copy and paste 

9. Wageni waliotembelea kijiji/ kata kwa shughuli za kilimo au ufugaji 

Quarterly Report  

1. Hali ya chakula kijijini Formula 

2. Vikundi/Ushirika wa wakulima Formula 

3. Huduma za ugani Pivot table 

4. Afya ya mimea (njia za kibaiolojia) Pivot table 

5. Umwagiliaji Pivot table 

6. Mmomonyoko wa ardhi Pivot table 

7. Eneo la uzalishaji katika kijiji/ kata na njia iliyotumika kulima Formula 

Annual Report  

1. Utangulizi, Taarifa za msingi za Kijiji/ Kata Formula 

2. Kilimo cha mkataba na makubaliano Formula 

Common mistakes to be avoided: 

- Mistyping of letter “o” for number zero “0”. Check if, for example, “20” (twenty) is not typed as 
“2o” (two o). 

- Do not write text (such as “kg”) and number together in the same cell. Instead of typing “50kg,” 
type “50.” Otherwise, this will not be counted when you consolidate the data. The unit of 
measurement is either stated in the table heading or written in separate cell. 

- Do not enter data with different unit of measurement. For example, do not enter “500” kg in a cell 
for ton. Instead, enter “0.5” after conversion.   
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3. Umwagiliaji Pivot table 

4. Mashine, zana na vifaa vya kilimo/ ufugaji na uvuvi Formula 

5. Huduma za ugani Pivot table 

6. Pembejeo     6.1 Mbolea Formula 

  6.2 Viuatilifu/ Viuadudu 

        6.3 Mbegu 
Pivot table 

7. Idadi ya mifugo Formula 

8. Miundombinu katika mifugo Formula 

9. Eneo la malisho (Grazing land) Formula 

10. Malisho ya wanyama   10.1 Malisho ya wanyama yaliyopandwa na kuendelezwa Formula 

   10.2 Masalia ya mazao Pivot table 

11. Njia mbalimbali za mawasiliano (TV, radio, simu, nk.)  

   11.1 TV na Radio 

 

Formula 

   Program on Agriculture / livestock Pivot table 

   11.2 Simu Formula 

3.4  Consolidation with Excel Formula 

3.4.1 Summation 

Let’s take an example of Table 2 “Malengo, Utekelezaji na Bei ya Mazao” in the monthly format to 

conduct summation of ward level data into district total. In this example, we have 21 wards 

starting from “_01Mamboya” to “_21Kibedya.” 

 

    

 

 

 

1. Create a new sheet at the end by copying 
the original blank format and rename it as 
“District Total.” [See 2.3.2]  

It is a good idea to color the tab as you will 
be able to find the sheet easily.  

2. In the district total sheet, select the first 
cell: “eneo litakalopandwa” for “mahindi” in 
“malengo kwa mwaka.” 

3. Type “ =SUM( “ in the cell. 

Do NOT press Enter key. 
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4. Click the sheet of the first ward 
“_01Mamboya.” 

Use the arrow here to find a sheet of 
the first ward 

5. In the formula bar, delete “ ! “ and 
type “ : “. It should now show 
“ =SUM(_01Mamboya: ” 

Then, the formula bar will show 
“ =SUM(_01Mamboya! “ 

6. Click the sheet of the last ward 
“_21Kibedya” and click the cell 
that you are trying to sum up.  

7. Type the closing bracket “ ) “ in 
the formula bar. 

8. Press Enter key.  

Then, the screen automatically jumps back 
to “District Total” sheet. Now, the cell 
shows the total of this cell in all sheets 
from “_01Mamboya” to “_21Kibedya.” 
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To summarize, in order to conduct summation of the data in same cell across many sheets, use 

the formula: =SUM(“first sheet name”:”last sheet name”!cell number). 

 

Now, let’s copy this formula in other cells. 

 

 

 

 

 

 

 

 

 

 

9. Select the cell you want to copy.  

Then, click the bottom right corner of the 
cell and drag down. 

10. Then, release the click. 

You see the formula is now copied to 
these cells. 

11. Copy and paste also works to 
copy the formula to other cells. 

12. Copy the formula to all cells 
applicable for summation. 
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Note: In case you inserted a row / column and the formula does not work:  

The formula above works only when the cells to be consolidated are located at exact same 

column and row throughout the sheet (ward). So, if this is not adhered to, the following can 

be used to consolidate the data. 

 

 
 

 
 

13. Select some cells and 
check that the formula 
reflects correct cell number. 

In case you have inserted a 
row like thisH 

1. At “District Total” sheet, 
type “ =SUM( “ in a cell. 

Note: Even though some wards were 
left blank at the time of aggregation 
and later entered with data, the total 
table will automatically show the total 
with the newly entered data, as long 
as the sheet exist between the first 
and last sheets. 
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2. Go to the first ward sheet and 
select the cell. 

3. Type comma “,” in the formula bar. 

4. Go to the next ward sheet and select 
the cell. Type comma “,” . 

5. Continue until the final ward 
sheet. Then, type closing 
bracket “)”. Press Enter key. 

The screen automatically jumps back 
to “District Total” and show the total. 

6. Copy the formula to all 
the other cells. 
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3.4.2 Average 

To consolidate items such as “productivity” and “price,” you need to calculate average instead of 

summation. For “price,” take the following steps. 
 

  
 
 

 

       
 

  
 

For “productivity,” you cannot simply calculate average of all wards to get district productivity, as 

the weight (amount of production or planted areas) of each ward is different. Calculate the 

district productivity average as follows. 

           
 

 

 

 
 

2. In the formula bar, delete “SUM” and type “Average.” 

3. Press Enter key.  

Now, the cell shows the average of this cell in all 
sheets from “_01Mamboya” to “_21Kibedya.” 

6. Copy and paste the formula to all relevant 
cells. If there is no data, it shows “ #DIV/0! ”.  

 

1. Copy the cell which has 
already the summation formula. 
Paste it in the cell for “Tsh.” 

4. Type “ = ” in the cell for “uzalishaji / tija.” 
Then, click the cell of “matarajio ya 
mavuno.” 

5. Type “ / ”. Then, click the cell 
of “eneo litakalopandwa.” Press 
Enter. 
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3.4.3 Presentation 

Once the data are consolidated, you can also improve the presentation of the tables to make 

them look nicer.  

 

 
 

 
 

 
 

1. Select all data cells so that they are 
highlighted.  

 

2. Click the comma (,) mark. 

Then, the data will be presented 
nicely, aligned to the right, with only 
two decimal numbers, and shown 
with commas. 

To adjust the number of decimal 
numbers, select the area applicable 
and click the icon. 
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3.4.4 Checking 

After data consolidation, you should check if there is any strange data. If a cell shows “#VALUE!,” 

there may be some error. Check the formula and original data in each ward. Randomly select a 

few items and check the excel calculation by hand calculation. If there is a strange figure even if 

the formula is correct, check back the ward level data. For example… 

 

 
 

 

 

 
 

 
 

 
 

 

Check average carcass weight per head as below. If you find that something is strange, check the 

information in each ward. 

 

3.4.5 Text entry information 

It should be noted that text data in such columns as “remarks” and “unit” cannot be aggregated. 

They should be hand typed.  

1. “Bei ya soko” of “mpunga” is 
“Sh 23,500”? Is this realistic? 

2. After checking each ward, there 
is one strange figure in this ward: 
“Tsh 40,000/kg”. 

3. Check the original report 
submitted by WAEO and correct 
the figure. For example, from 
“40,000” to “4,000”. 

4. Now, go back to “District Total” sheet. 
The figure is automatically recalculated 
and not strange any more! 
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For Table 2 “Malengo, Utekelezaji na Bei ya Mazao“ in VAEO/WAEO Monthly format, the 

information filled by each ward under “mengineyo” cannot be aggregated using the method 

described above (except for “rosella”) because each ward may have different crops in different 

rows. In order to aggregate information in “others,” you need to create a list of all the information 

provided in “others” and aggregate with the Pivot Table method explained in the next section.  

 

  
 

3.5  Consolidation with Pivot Table 

Pivot table function is useful when you want to consolidate tables which have not only numeric 

information but also text information such as the name of disease, purpose of training, etc (listed 

in Table 2, page 12, of this guide). Let’s take an example of Table 3.1 “Kuzuia magonjwa/ 

visumbufu kwa kutumia kemikali” in the monthly VAEO/WAEO format to conduct pivot table 

analysis. 

 

3.5.1 List preparation 

First, you need to create a list in a new blank sheet by copying all rows into the sheet. (If there is 

“*” in procedure explanation, Excel 2003 uses different steps shown in dashed boxes). 

 

 

 

 
 

 

 

Do not aggregate these rows with the 
excel formula shown above. 

1. Create a new blank sheet at 
the end by clicking this icon. * 

2. Then, rename the sheet as the name of 
the table that you want to consolidate. 
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  * For Excel 2003, a new blank sheet can be created in the following manner: 

 

  
 

  
 

 

 
 

 
 

3. Go to the first ward sheet and select all 
rows including the table heading by click, 
drag and drop the row number  

4. Copy them (right click and 
select Copy or press control +C) 

5. Paste them in the new blank sheet 
that was just created (right click and 
select Paste or press control + V). 

No need to select empty 
rows or total. 

(1-1). Right click the existing 
sheet name and select Insert. 

(1-2). Once Insert window pops 
up, select Worksheet. Then, 
click OK. 
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Pivot table function cannot be used if there are merged cells in the list. So if there are merged 

6. Add one column at the end of the 
table to write the name of ward. 

7. Continue to copy and paste rows with 
data in the following wards.  

11. Now, data from all wards are 
copied in the list. 

10. From the second ward, no need to 
copy the table heading. 

8. To find Table 3.1 
quickly in the 
following wards, it is 
convenient to use 
“Find” function.  

To do so, in Home, 
left-click Find & Select 
and left-click Find 
again. *  

9. Type “kuzuia” and click Find Next.  

Then, automatically a cell containing a 
word “Kuzuia” is shown. 

* For Excel 2003, 

 Find can be  

found under Edit 

 in the menu bar. 
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cells, you need to unmerge them. 

 

 

 

* For Excel 2003, the following step should be taken to open Format Cells window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.5.2 Sorting and standardizing the names 

In order to consolidate text entry, the spellings of the same item need to be exactly the same. To 

do this easily, you should first sort the rows in alphabetical order.  

12. Select and highlight 
merged cells. 

(13-1). If you cannot find the icon, 
click the small box on the bottom 
right corner of Alignment. * 

(13-2). In Format Cells window, 
select Alignment tab. There, click 
off Merge cells. Then, click OK. 

14. After the cells are unmerged, 
select and delete the blank column 
(right click and select Delete). 

(13-1). Go to Format on the 
menu bar and select Cells.  

13. Click this icon in a Home tab.  
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* In Excel 2003, Sort icon is located here (If you cannot find it, go to Data on the menu bar: 

 
 
 

IMPORTANT NOTE: Always select all areas of the table. If you select only a few columns, the connection 
between the selected columns and unselected columns will be lost. 

 

 
 

 

 

1. Select all areas in the table except for the heading. 

2. Go to Sort & Filter on the tool 
bar and select Sort A to Z. * 

Then the rows are sorted in alphabetical 
order of the entry in the first column. 

3. Check if there are same items written in different word or 
spelling. For example, “viwavi” and “viwavijeshi” are the same. 

Only this column will be sorted 
while other columns remain 
unchanged. 
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In order to standardize spellings / names in other columns, you can also sort the rows based on 

the alphabetical order of other columns.  

 

 
 

 
 

4. Standardize the names of same items. 

 For example, “viwavi” is changed to “viwavijeshi” 

Examples of same items in different 
word / spelling: 

・ “mbegu bora” and “mbegubora” 

・ “mandalizi” and “mandaliziyashamba” 

・ “ngombe”, “n’gombe”, and “ng’ombe” 

5. Select all areas in the table except for the heading. 

6. Go to Sort & Filter on the tool 
bar and select Custom Sort. * 

7. In Sort, under Column, select the 
column you want to show in the 
alphabetical order. Then, click OK. * 
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* For Excel 2003, this custom sort is done in the following way: 

 

     
 

 

After standardizing words and spellings of same items in each column, the list is ready for pivot 

table analysis. 

 

3.5.3 Pivot table analysis   

 

 

*If you are using Excel 2003, go to page 32. 

 
 

1. Select the entire list 
including the heading.  

2. Go to Insert in the menu bar and select 
Pivot Table 

(7). In Sort, select the column 
you want to show in the 
alphabetical order at Sort By. 
Then, click OK. 

(6). Go to Data on the menu bar 
and select Sort. 

Here let us examine the area attacked by disease in each ward. 
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3. Once Create Pivot Table window 
pops up, select New Worksheet. 

Then click OK 

Then, the pivot table appears in a 
new sheet like this. 

You will find Pivot Table Field List. 
Each column of the table is listed 
in Field List.  

To conduct pivot table analysis, 
Tick the box and then, drag and 
drop it in applicable box below. 

Then, the pivot table shows each 
disease in the Raw Fields.  

4. Let’s rename the new sheet as 
“Pivot Plant Health”. 

5. Select, drag and drop “Jina la 
ugonjwa” to Row Labels.  
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Tips: In general, 

Columns for text entry (such as “Jina la ugonjwa”) should go to Row Labels or Column Labels. 

Columns for numeric entry (such as “Eneo lililoathiriwa”) should go to Values. 

Then, the amount is automatically calculated from the original list 
and presented in the pivot table! 

 

Now you know the area attacked by each disease in each ward! 

7. Next, drag and 
drop “Eneo 
lililoathiriwa” to 
Values. 

6. Next drag and 
drop “ward” to 
Column labels.” 

Then the pivot table shows the names of 
each ward in the Column Fields. 
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8. If the consolidated data shows “Count” (how many data exist), 
rather than “Sum” (total value of all data), do one of the following: 

1) right click in the data field , or 2) left click on the count, 

10. In Value Field Settings, change from 
“Count” to “Sum” in the box and click OK. 

Now, it also shows 
“Sum”! 

9. Then, select Value Field 
Settings 
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To delete an item from the pivot table, click off the check in Field List. 

 

 

 

If you make change in the original list after making pivot table,  

    you can right click the pivot table and select refresh.  

 

 

 

 

 

 

    Then, the pivot table is automatically updated. 

  

 

 

 

 

 

 

 
 
In this figure, the area affected is shown by severity (kidogo, wastani, kubwa) for each type of disease and 
crop. 

In Pivot Table, you can make a more complicated table like the one below by 

dragging and dropping more than one field in columns and/or rows.  
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<Excel 2003> 

 
 

  
 

  
 

  

2. Go to Data in the menu 
bar and select Pivot Table 
and Pivot Chart Report. 

1. Select the entire list 
including the heading.  

3. Click Next. 

4. Check if the area selected is 
correct, and click Next. 

5. Select New worksheet and click 
Finish. 
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Then, the pivot table appears 
in the screen like this. 

7. Select, drag and drop “Jina la Ugonjwa” in the 
Raw Fields. 

8. Then, the pivot table shows each Jina la 
Ugonjwa in the Raw Fields. 

9. Next, drag and drop “ward” to 
Column Fields.  

Then, the pivot table shows the names 
of each ward in the Column Fields. 

6. Each column is listed in Field List. Drag and 
drop it in applicable field in the blue frame table. 
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Tips: In general, 

Columns for text entry (such as “Jina la ugonjwa”) should go to Row Labels or Column Labels. 

Columns for numeric entry (such as “Eneo lililoathiriwa”) should go to Values. 

 

 

 

 

 

 
 

 

 

       

10. Next drag and drop “eneo lililoathiriwa” 
in the Data Items. 

If the consolidated data shows “Count” 
(how many data exist), rather than “Sum” 
(total value of all data) as shown right, 

12. Pivot Table Field appears. In the field change 
from “Count” to “Sum” in the box and click OK. 

Now the amount is automatically calculated from the original list and 
presented in the pivot table! 

Now you know the area attacked by each disease in each ward 

11. Put your cursor in the data area, right 
click and select Field Settings.  
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Now, it also shows “Sum”! 

13. To delete an item from the pivot table, go to respective field (column, row or data), right click and 
choose Field Setting. In the Pivot Table Field, choose Hide. Then the item will disappear. 

Using the Pivot Table, you 
can make a more 
complicated table like this 
one by dragging more than 
one field in columns and/or 
rows. 

In this figure, the area affected is shown by severity 
(kidogo, wastani, kubwa) for each type of disease and 
crop. 

If you make change in the 
original list after making pivot 
table, you can right click the 
pivot table and select Refresh 
Data.  

Then, the pivot table is 
automatically updated. 
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4.1 Integrated Data Collection Format (LGMD2) 

Districts are requested to submit the Integrated Data Collection Format (quarterly and annual) in 

LGMD2 to the national server. In order to fill out tables in these formats, there are two types of 

data sources: consolidated VAEO/WAEO format (created in Chapter 3) and district’s own sources. 

In the following sections, data sources and how the data are processed are explained for 

quarterly and annual formats, respectively.  

 

4.1 Quarterly Format  

4.1.1 Two types of data sources 

Table 3 below shows how to obtain data for each table in the quarterly format in LGMD2, 

whether from VAEO/WAEO format or district. 

  

Table 3: Data Sources of Quarterly Integrated Data Collection Format (LGMD2) 

Table Source 

1. Types of Crops Grown, Planted Area and Total Production VAEO/WAEO 

2. Plant Health Services VAEO/WAEO 

3. Livestock/ Products Movement District 

4. Livestock Slaughtered VAEO/WAEO  

5. Meat Inspection/ Hygiene VAEO/WAEO 

6 (a). Marketing of Livestock Products District 

6 (b), (c). Marketing of Livestock Products  VAEO/WAEO 

7 (a). Animal Feeds, Acaricides, Vaccines and Treatment District 

7 (b). Inputs for reproduction of improved livestock District 

 

4.1.2 Tables with VAEO/WAEO data sources 

Relationship between the tables in LGMD2 and tables in VAEO/WAEO format is shown in Table 4. 

The data source of tables in quarterly format is monthly, rather than quarterly, VAEO/WAEO 

format. Therefore, you should pay attention which report (all or only the latest) to consolidate. 

In addition, “remarks” should be hand typed by referring to each ward. 

Table 4: Data Source of Quarterly Report Format (VAEO/WAEO Format) 

Tables in LGMD2 WAEO format Table No. Report to be consolidated Note 

1. Types of Crops 

Grown, Planted 

Area and Total 

Production 

Monthly Table 2 

Malengo, Utekelezaji 

and Bei ya Mazao 

Annual Target: July Productivity and price are 

not required in LGMD2. 

For calculation, see 4.3.1. 

Achieved to date: Final 

month of the quarter 

(Sep, Dec, Mar, June)  

2. Plant Health 

Services 

Monthly Table 3 Kuzuia 

magonjwa/visumbufu 

kwa kutumia kemikali 

All three months of the 

quarter  

For calculation, see 4.3.2. 

4.Livestock 

Slaughtered 

Monthly Table 4 Mifugo 

iliyochinjwa 

Total number slaughtered: 

All three months of the 

“Cumulative to date” is 

automatically calculated in 
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quarter. 

Total carcass weight: 

Calculated by districts 

based on the number 

slaughtered. 

LGMD2. Price is not 

included in LGMD2.  

For calculation of the total 

number slaughtered, See 

4.3.4. 

5. Meat Inspection/ 

Hygiene 

Monthly Table 5 Ukaguzi 

wa nyama 

All three months of the 

quarter  

For calculation, See 4.3.3. 

6. Marketing of 

Livestock Products 

(b) ~ (c)  

Monthly Table 6.1 

Maziwa, Table 6.2 Ngozi 

This quarter: All three 

months of the quarter  

“Cumulative to date” is 

automatically calculated in 

LGMD2. 

For calculation, See 4.3.4. 

4.2  Annual Format  

4.2.1 Two types of data sources 

Table 5 below shows how to obtain data for each table in the annual format in LGMD2, whether 

from VAEO/WAEO format or district. 

Table 5: Data Sources of Annual Integrated Data Collection Format (LGMD2) 

Table Source 

1. Food Situation District 

2. Irrigation VAEO/WAEO 

3. (a) ~ (f) Agricultural Mechanization  VAEO/WAEO 

3. (g) Agricultural Mechanization  District 

4. Input VAEO/WAEO 

5. (a) ~ (e), (h) Extension Services District 

5. (f) ~ (g) Extension Services  VAEO/WAEO 

6. Associations / Groups VAEO/WAEO 

7. Number of Smallholder Households Participating in Contracting 

Production and Out-growers Schemes 

VAEO/WAEO 

8. Proportion of Female Members in Finance Management and Planning 

Committee 

District 

9. Livestock Population (Large scale farmers) District 

10. Livestock Population (Small Scale Farming) VAEO/WAEO 

11. Livestock Products Processing Plants / Units District 

12. Livestock Infrastructure and Status VAEO/WAEO 

District 

13. Grazing land District 

14. Pasture VAEO/WAEO 

15. Dissemination of Agricultural Information  VAEO/WAEO 

16. Number of Ward Agricultural Resource Centres District 
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4.2.2 Tables with VAEO/WAEO data sources 

Relationship between the tables in LGMD2 and tables in VAEO/WAEO format is shown in Table 6. 

It is relatively easy to copy the information from VAEO/WAEO format to annual format in LGMD2 

compared to quarterly format, as most tables only require simple copying from annual or the 

fourth quarter consolidated WAEO report to LGMD2 annual report. “Remarks” should be hand 

typed by referring to each ward. 

 

Table 6: Data Source of Annual Report Format (VAEO/WAEO Format) 

Tables in LGMD2 WAEO format  

Table No. 

Report to be 

consolidated 

Note 

2.(a) Irrigation Annual Table 3.1 Skimu ya 

umwagiliaji 

Annual Copy and paste from 

each WAEO format. 

2. (b) Irrigation  Quarterly Table 5.1 Mazao 

yanayolimwa katika eneo la 

umwagiliaji 

The 4
th

 quarter 

only 

For calculation, see 

4.3.2. 

3. (a) ~ (e) Agricultural 

Mechanization  

Annual Table 4.1 Idadi ya 

mashine/vifaa vya kilimo, ufugaji na 

uvuvi 

Table 4.2 Idadi ya zana za kilimo 

Table 4.3 Idadi ya vifaa 

vinavyotumiwa kwa mkono 

Table 4.4 Mashine za kusindika mazao 

ya kilimo.  

Annual  For calculation, see 

4.3.1. 

3. (f) Agricultural 

Mechanization  

Quarterly Table 7 Eneo la uzalishaji 

katika kijiji/kata na njia iliyotumika 

kulima 

The 4
th

 quarter 

only 

For calculation, see 

4.3.1. 

4. Input Annual Table 6.1 Mbolea za 

viwandani,  

Table 6.2 Viatilifu / Viuadudu, Table 

6.3 Mbegu bora  

Annual  For calculation in 

Table 6.1, see 4.3.1. 

For Tables 6.2 and 

6.3, see 4.3.2. 

5. (f) Extension 

Services 

Annual Table 5.1 Mafunzo ya 

wakulima kupitia shamba darasa 

Annual  Be careful that the 

forms in LGMD2 and 

VAEO/WAEO format 

are slightly different. 

5. (g) Extension 

Services 

Quarterly  Table 3.1 Mafunzo kwa 

wakulima kwa kutumia njia 

mbalimbali nje ya shamba darasa 

All four quarters 

of the year. 

For calculation, see 

4.3.5. 

6. (a)~(b) Associations 

/ Groups 

Quarterly Table 2.1 Vyama vya 

kuweka na kukopa (SACCOS) 

Table 2.2 Vikundi vingine vya 

wakulima 

The 4
th

 quarter 

only 

(b) Differentiation of 

urban and rural 

depends on the 

official township 

status of ward. 
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For calculation, see 

4.3.1. 

7. Number of 

Smallholder 

Households 

Participating in 

Contracting 

Production and 

Out-growers Schemes 

Annual Table 2 Kilimo cha mkataba 

na makubaliano wa soko 

Annual For calculation, see 

4.3.1 . 

10. Livestock 

Population – Small 

Scale Farming 

Annual Table 7 Idadi ya mifugo Annual For calculation, see 

4.3.1. 

12. Livestock 

Infrastructure and 

Status 

Annual Table 8 Miundombinu katika 

mifugo 

Annual Some items are 

collected at district 

level. See 4.3.1. 

13. Grazing land Annual Table 9 Eneo la malisho 

(Grazing land) 

Annual Some items are 

collected at district 

level. See 4.3.1. 

14. Pastures Annual Table 10.1 Malisho ya 

wanyama yaliyopandwa na 

kuendelezwa 

Table 10.2 Masalia ya mazao 

Annual Convert the unit 

from Hay (=20kg) to 

ton. Planted area 

should be filled in at 

district level. 

See 4.3.1. 

15. Dissemination of 

Agricultural 

Information (a) ~ (b) 

Annual Table 11.1 TV na Radio 

Table 11.2 Simu 

Annual See 4.3.1. 

 

4.3  LGMD2 Data Entry   

In this section, techniques of consolidating or organizing the data in the VAEO/WAEO format to fill 

out the tables in LGMD2 are explained. The techniques are built upon the ones that are explained 

in Chapter 3. 

  

4.3.1 Aggregating WARD level data to district level 

District total has already been computed in the “district total” sheet by aggregating the ward level 

data [see 3.4.1]. Thus, simply copy the data from the sheet and paste it in LGMD2. 

However, if there are WAEO who have not submitted the filled-n formats, it is important to take it 

into account. It is done as shown in the box. 
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Tips when there are WAEO who have not submitted the filled-in format 

 

<Example> 

There are 25 wards. 21 WAEO have already submitted the filled-in format, and 4 WAEO have 

not. In this case, the district level data should be calculated as follows. 

 

 District level estimate= (Sum of the data from 21 WAEO)x (25 / 21) 

 

If the sum of the 21 WAEO is 1800 tons of maize, then, 

 District level estimate of maize production = 1800 x (25 / 21) = 2143. 

 

Write 2,143 as the district maize production in LGMD2.  

  

4.3.2 Pivot Table 1 

This technique can be used for the following tables. 

� Quarterly Table 2 Plant Health Services. 

� Annual Table 4 (b) Agrochemicals Requirements and Availability 

� Annual Table 4 (c) Requirements for and Amount Used of Improved Seed Variety 

Let us work with Table 2 Plant Health Services of the LGMD2 Quarterly Report as an example. 

Explanation is built upon the ones made in 3.5. 

First, copy the lists of “Monthly Table 3.1 Kuzuia magonjwa / visumbufu kwa kutumia kemikali” 

from the three months applicable in one sheet for the quarter.  

 

 

 

 
 

The table in LGMD2 is like this.  

1. Create a new sheet for consolidation. 

2. Copy and paste the list from each month in 

respective Excel files. [See 3.4.1] 

3. For reference and 
traceability, type the 
month next to each row. 
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The table asks that you first organize information by i) Name of pests/diseases (Jina la ugonjwa / 

kisumbufu) [1
st

 column] and then by ii) Name of crop affected (Zao lililoathirika) [2
nd

 column]. The 

first step is to sort the whole data by these two columns. 

 

 

 
 

 
 

4. Select data area. Go to 
Sort & Filter and select 
Custom Sort. * 

6. In Sort, click Add Level. 

5. Select Jina la ngonjwa, for Sort 
by, if it is not pre-selected. 
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* In Excel 2003, 

 

   
 

You may also want to standardize the words in other columns using the method as above [see 

3.5.2]. After completing the standardization for all texts, sort the entire table again by first, “Jina 

la ugonjwa / kisumbufu” and then by “Zao lililoathirika”. This will make the subsequent 

computation easier. 

(5). Select “type of 
animals” at Sort by and 
“condemnations” at 
Then by. Click OK. 

(4). Select data area. 
Go to Data and select 
Sort. 

7. Select “Jina la zao 
lililoathirika” at Then by. Click 
OK. 

8. The whole table is organized, 
first by “Jina la ngonjwa” and then 
by “Jina la zao lililoathirika”. 

Make sure that the data are 
sorted as you instructed. 
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Next step is to use Pivot Table. The data to be consolidated are either text or numeric as shown in 

Table 7. In Pivot Table, it is important to pay attention of whether the data is text or numeric. 

Table 7: Types of data in Table 3.1 Kuzuia magonjwa / visumbufu kwa kutumia kemikali 

Item Data type 

i) Name of pests / disease (Jina la ugonjwa / kusumbufu) Text 

ii) Name of the crop affected (Zao lililoathirika) Text 

iii) Severity (Kiasi cha uharibifu) Text 

iv) Areas attacked (Eneo lililoathiriwa) Numeric 

v) Number of villages attacked (Idadi ya vijiji vilivyoathiriwa) Numeric 

vi) Name of pesticide applied (Dawa iliyotumika) Text 

vii) Amount of pesticide applied (Kiasi cha dawa) Numeric 

viii) Number of villages served (Idadi ya vijiji vilivvyo hudumiwa) Numeric 

ix) Number of households received service (Idadi ya kaya zilizohudumiwa) Numeric 

x) Area rescued (Eneo lililookolewa) Numeric 

Of the numeric data, vii) Amount of pesticide applied is related to vi) Name of pesticide applied. 

So it will need to be handled separately. 

Create Pivot Table, select, drag and drop the following 2 columns in the Raw Field* 

- i) Name of pests/diseases (Jina la ugonjwa / kisumbufu) 

- ii) Name of crop affected (Zao lililoathirika) 
 

Next, the 5 columns with numerical data are entered in the Values in the same order as in LGMD2. 

iv) Areas attacked (Eneo lililoathiriwa) 

v) Number of villages attacked (Idadi ya vijiji vilivyoathiriwa) 

viii) Number of villages served (Idadi ya vijiji vilivvyo hudumiwa) 

ix) Number of households received service (Idadi ya kaya zilizohudumiwa 

x) Area rescued (Eneo lililookolewa) 
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  <Excel 2003> 

   

 

 

 

Now you are ready to enter the data into LGMD2. Ignore the rows of Totals in the pivot table. 

In Excel 2003, drop i) and ii) in Row Fields and iv), 
v), viii), ix) and x) in the Value fields. (Width of each 
column has been adjusted) 

You will see a pivot table like the figure above. 
(Width of each column has been adjusted) 
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As for “iii) Severity” and “vi) Pesticide”, go back to the Pivot Table in Excel and choose the most 

common one for each disease and crop.  

As for “Vii) Amount of pesticide applied”, write the amount for the pesticide you chose for vi).  

 

You can complete Table 2 Plant Health Services if you continue this process. 
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Tips 

When you copy data from Excel to LGMD2, it is convenient if you can see both windows in your 

screen. Size of each window can be changed and it can be moved in the screen as the following 

(The explanation is about LGMD2, but you can use exactly the same method for Excel). 

 

         

 

4.3.3 Pivot Table 2  

This technique can be used to the following tables. 

� Quarterly Table 5 Meat Inspection / Hygiene 

 

The data source for this table is VAEO/WAEO Monthly Report Table 5. Ukaguzi wa nyama. The 

ward level date should look like a figure below. 

 

If you copy and paste the same table from each ward, then the district level table will look like the 

following. 

First, click this restore down 
button (second from the 
right). 

Then the window shrinks. 

(If not, move the window as 
shown below) 

Bring your cursor to any edge of 
the window. Then the shape of 
the cursor changes as shown in 
this figure. Then left click and 
drag toward the top (in this case) 
to resize the window. 

Once you like the shape of the window. 
Bring your cursor to the frame at the top 
of the window. Then left click and drag it 
to wherever you want to place it. 
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Now standardize the words if necessary [see 3.5.2].  

1. Unmerge all the cells 

and delete the columns 

without data. 

2. Copy the A1-C1 cells to 

A2-C2, respectively, and 

delete the entire first row. 

3. Copy the name of slaughter slab (in 

this case “MGUNGANI”) and paste the 

cells immediately below it until you see 

the next name. Continue this for all the 

cells in the first column (Jina la 

machinjio/ukaguzi) and second column 

(Aina ya mfugo). 

Then the table will 

look like this. As for 

the third column 

leave it as it is 

(leave blank cells as 

they are). 
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Now you are ready to enter data in LGMD2. 

 

 

 

 

4. Run pivot table putting “Aina ya 

mifugo (i)” in row lables and “Idadi ya 

wanyama walioathirika (ii)” in Values. 

Now you know the number of 

animals affected by animal type. 

5. Run another pivot table in a new 

seat. This time, put “Aina ya mifugo 

(i)” and “Sababu ya kutupa viungo / 

mzoga mzima (iii)” in row lables and 

“Idadi ya matukio kwa kila sababu 

(iv)” in Values. Now you know the 

number of cases by animal type and 

by reasons for comdemnations. 

6. Resize and arrange LGMD2 and Excel so that both windows appear in the 

computer screen. 

Write goat (mbuzi) and its number in LGMD2 from the first pivot table.  

   

<Excel 2003> Drop i) in Row Field and 

ii) in Value Fields, respectively. 

<Excel 2003> Drop i) and (iii) in Row 

Field and iv) in Value Fields, 

respectively. 
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4.3.4 Three Month Data Aggregation 

This technique can be applied to  

• Quarterly Table 4 Livestock Slaughtered 

• Quarterly Table 6 (b)-(c) Livestock Products 

Now explanation is given as Table 4 Livestock Slaughtered as an example. 

You can consolidate the three months data by copying and pasting tables in one sheet, and 

calculate. Here we explain with Quarterly Table 4. Livestock slaughtered. 

 

 
 

1. Create a new sheet for consolidation. 

2. Write the month of the data. 

3. Open District Total sheet of the excel 
file of the first month (i.e. July). 

7. Go to the second pivot table and write the 

reasons for condemnations and their number of 

cases in LGMD2. Do not need to write the total 

number of condemnations in LGMD2.  

8. Also write “goat” (in this case) 

to all the applicable rows. (This is 

because once LGMD2 is saved, the 

rows is reordered alphabetically. 

Continue the same process with cattle, 

etc. 

 

Now you have completed Quarterly Table 

5 Meat Inspection / Hygiene! 
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4. Select the entire table and copy (Right 
click and select Copy or Control +C). 

5. Go back to the new sheet for consolidation. 
Right click and select Paste Special. 6. In Paste Special, click Values. Then, 

click OK. 

Then, the table is copied with 
numbers intact. 

7. Copy tables from other two 
months below in the same way. 
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9. Paste it at the end for 
quarterly consolidation 
and delete all data.  

Rename it to “1
st
 Quarter”. 

10. Type “ =SUM( “ in the first cell, 
“number of slaughtered” for “cattle” 
of the quarterly table. 

11. Click the cell of the same 
data in the first month table. 

12. Type comma “,” in 
the formula bar. 

Now, tables of monthly and quarterly 
totals are all in one sheet! 

8. Copy table of any month. 
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 �  

 

13. Click the cell of the same 
data of the second month and 
type comma “,”. 

14. Click the cell of the same 
data of the third month and 
type closing bracket “)”. 

15. Press Enter key. Now, the 
three months data are 
aggregated. 

16. Copy the formula to 
other cells.  

17. For “average price,” change “SUM” to 
“AVERAGE” in the formula bar. 
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4.3.5 Adding a column to facilitate pivot table analysis  

The tables to be handled will require pivot table. However, before conducting the analysis, it will 

be necessary to prepare by adding a column in the first column. This technique will be used in 

the following tables, although in a different fashion. 

� Annual Table 5 (f) Training of farmers through FFS 

� Annual Table 5 (g) Farmers trained through other methods than FFS 

For Table 5 (g), in consolidating the data in “Quarterly 3.1 Mafunzo kwa wakulima kwa kutumia 

njia mbalimbali nje ya shamba darasa,” it is convenient to add a first column and write crop, 

livestock, fishery marketing and processing, or irrigation, respectively, before you conduct pivot 

table analysis.  

 

 
 

Likewise, for Table 5 (f), in consolidating the data in “Annual 5.1 Mafunzo ya wakulima kupitia 

shamba darasa,” write add crop, livestock or fishery before in the first column when you list the 

information from all wards. 

  

 

Now, you have created a consolidated 
table for the quarter and ready to enter 
the data in LGMD2! 

The column of whether crop, livestock fishery, 

marketing and processing and irrigation may 

be added in the first column. With this column, 

now it is possible to use pivot table only once 

to consolidate data. 
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5. Data Analysis and Reporting 

After entering all necessary data in LGMD2 and submitting them to the national server, it is now 

time to analyze the data and produce report for the use in the district as well as for feedback to 

VAEO/WAEO. The following shows examples of analysis explained in this chapter.  
 

Printed report [5.1.1] 

Printed copy of LGMD2 report. 

Tables copied from Excel to Word report  

[5.1.2] Tables copied from consolidated Excel file 

or LGMD2 report exported to Excel. 

 
 

 

 

Time series analysis [5.1.3 A] 

How the data of a variable change over time. 

 

Comparison with target [5.1.3 B] 

Whether the implementation meets the target/ 

annual requirement. 

 

 
 

 

Cross section analysis [5.1.3 C] 

Comparison of multiple variables. 

 

Comparison with neighboring districts  

[5.1.3 D] Comparison with other districts or 

regional and national data. 
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Ward disaggregated tables [5.2.1 and 5.2.4] 

One or more variables disaggregated by ward, 

sorted by the value. 

 

Division disaggregated tables [5.2.2] 

One or more variables disaggregated by 

division. 

SN Ward No slaughtered

1 Mamboya 0

6 Ulelingombe 0

9 Masanze 2

16 Malolo 4

3 Kilangali 5

2 Magubike 6

10 Ulaya 6

15 Kisanga 6

14 Rubeho 8

4 Chanzuru 12

7 Gairo 60

5 Msowelo 61

8 Dumila 64

12 Mikumi 139

17 Kidodi 160

11 Vidunda
13 Berega
18 Kimamba.a
19 Kimanba.b
20 Zombo
21 Kibedya

Total 533  
 

Division No slaughtered

A 84
B 132
C 157
D 160

Total 533  
 

Basic analysis [5.2. 3] 

Average (mean), Maximum (largest value in 

a set of data), Minimum (smallest value in a 

set of data), Standard deviation (value 

showing data variation from the average), 

and Median (the value in the middle of a set 

of data when counted from the smallest or 

largest). 

 

Average 35.53

Maximum 160

Minimum 0

Standard deviation 50.17

Median 6  

Ratio [5.2.5] 

How much each ward/ division is contributing 

to the district total. 

Distribution (histogram) [5.2.7] 

How data are distributed among ward/ 

division. 

 

 

A

84

16%

B

132

25%C

157

29%

D

160

30%

Number of Cattle slaughtered 

by Division (July 2010)
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5.1 District Level Information (LGMD2) 

5.1.1 Report Printing 

The easiest way to produce a report is to print the report from LGMD2. For this, see the 

LGMD2 Operating Manual on “Annual/Quarterly Reports.” For tables not included in LGMD2, 

you can simply print the aggregated Excel tables created in Chapter 3.  

 

 
 

5.1.2 Copying table from Excel to Word 

Tables in Excel or those exported from LGMD2 to Excel can be copied and pasted to a Word file 

in the following ways. 

 

<When you want to modify the table in Word> 

 

 
 

 
 

In LGMD2, you can print 
Quarterly/ Annual Report simply 
by clicking “Print”. 

1. Select and copy the table (right click 
and select Copy or control + C). 

2. Paste in a Word file (right click 
and select Paste or control + V).  
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* In Word 2003, you can find AutoFit under Table in the menu bar. 

 

    
 

  

If it does not fit in the 
screenH 

3. Select the table and go to Layout 
in the menu bar. Then, select 
AutoFit Window or AutoFit Contents 
in AutoFit. * 

4. Then, all areas will fit in the screen. 
You can adjust the width of each column 
by bringing the cursor to the line 
between columns and clicking and 
moving the edge mark. 
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<When you do not need to modify the table in Word> 

 

 
 

 

  
 

* In Word 2003, Paste Special is found under Edit in the menu bar. 

 

 
 

 
 

 

1. Select and copy the table (right click 
and select Copy or control + C). 

2. In a Word file, click allow under 
Paste and select Paste Special. * 

3. In Paste Special window, select “Picture 
(Enhanced Metafile)” and click OK. 

4. Then, the table is pasted as 
a picture. 
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5.1.3 Data Analysis  

In order to fully utilize the data and prepare a better report, presenting tables is not enough. 

Data analysis is important. In data analysis, you should grasp the trend and characteristics of 

the data (change over time, achievement of target, comparison, distribution, etc.) and think 

about the reasons behind these changes and characteristics and actions to be taken if 

necessary.  

In order to facilitate this analysis, this section explains how to create additional tables and 

charts. For the district level data, data analysis is easily done by utilizing the Figure Analysis 

function in LGMD2. See the LGMD2 Operating Manual on “Figure Analysis” to design tables 

and export it to Excel files. If tables/items are not listed in “Figure Analysis,” export the report 

to Excel and analyze with Excel functions. 

A. Time series analysis 

This analysis shows how the data of a variable change over time. Let’s take an example of 

maize production.  

 

 
 

 
 

 

 

1. At Figure Analysis of LGMD2, select 
“production achieved to date” in row and 
time in column. Click Get XML. 

4. Go to Insert in the menu bar, then 
select Column in Charts. 

2. Open the XML file with Excel. Select 
the area you want to create a chart. 

3. You can select four quarters of particular 
year (cumulative production of the year), or 
the 4

th
 quarters of many years (comparison 

of annual production).  
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<Excel 2003> 

 
 

 

5. Select 2-D Column. 

6. In Chart Layouts, select 
the layout you like. 

7. By clicking the title, you 
can rename it. 

8. If you rename table item, 
it is reflected in chart. 

4. Click chart icon. (If it’s not in the 
task bar, go to Insert). 

2. Open the XML file with Excel. Select 
the area you want to create a chart. 

5. Select 2-D Column and 
click Next. 

3. You can select four quarters of 
particular year (cumulative 
production of the year), or the 4

th
 

quarters of many years (comparison 
of annual production).  

This kind of charts can be 
copied and pasted to Word 
file using the methods 
explained in 5-1 2). 
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6. In Data Range, check if 
the area selected is OK. 
Then, click Next. 

7. In Titles, type titles of 
chart, X axis and Y axis. 

8. Click Data Labels tab. Click Value to 
show values in chart. Click Next. 

9. Click Finish. 

Now, you have a 
new chart! 

10. If necessary, you can 
change title by clicking it. 
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B. Comparison with target 

This analysis shows whether the district meets the target/ annual requirement. (For example, 

comparison between fertilizer requirement and amount used). Tables are already available in 

LGMD2 or Excel. Let’s take an example of annual target and implementation (achievement) of 

maize production. 

 
 

 

 
 

 
  

11. If you rename table item, 
it is reflected in chart. 

1. At Figure Analysis of LGMD2, select 
“target production” in column and time in 
row. Click Get XML. 

2. Open the XML file with Excel.  

(Excel 2003, see page 64) 

3. Copy and paste the data to create a table 
with the 4

th
 quarter data and annual target. 

Rename the item as “implementation” 
(achievement) and “annual target.” 

This kind of charts can be 
copied and pasted to Word 
file using the methods 
explained in 5-1 2).. 
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4. Select the area, got to Insert 
and Select Column (2-D Column). 

5. To show comparison of target 
and actual for each crop 
separately, click Switch Row / 
Column. 

6. In Chart Layouts, select the 
layout you like.  

7. By clicking the title, you 
can rename it. 

8. To improve the presentation of 
numbers, right click and select 
Format Axis. 

9. Go to Number, and select 
“Number” in Category. Click Use 
1000 Separator and adjust Decimal 
places (how many decimal numbers 
you want). Then, click Close. 
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<Excel 2003> 

 

 
 

 

 

10. To change the order between 
“implementation” and “annual 
target,” go to Select Data. 

11. In Select Data Source window, 
select “implementation” and click 
“move down” allow. 

12. Confirm that the order is 
changed, and click OK. 

Now you have 
created a new chart! 

2. Open the XML file with Excel.  

3. Copy and paste the data to create a table 
with the 4

th
 quarter data and annual target. 

Rename the item as “implementation” 
(achievement) and “annual target.” 

4. Click chart icon. (If it’s not in the 
task bar, go to Insert). 
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5. Select 2-D Column and 
click Next. 

6. To show comparison of target 
and actual for each crop 
separately, select either “rows” or 
“columns” at Series in. 

7. Confirm the row and column 
is ok, then click Next. 

9. In Titles tab, type titles of 
chart, X axis and Y axis. 
Then, click Next. 

8. In Data Labels tab, click 
Value to show values in 
chart. 

10. Click Finish. 
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11. To improve the presentation 
of numbers, right click on the y 
axis numbers and select Format 
Axis. 

12. Go to Number tab, and select 
“Number” in Category. Click Use 
1000 Separator and adjust Decimal 
places (how many decimal numbers 
you want). Then, click OK. 

14. To change the order between 
“implementation” and “annual target,” 
right click and select Format Plot Areas. 

15. In Series Order, click 
Move Up and Move Down 
buttons to change order.  

16. If the order is ok, 
click OK.  

Now you have 
created a new chart! 

 

13. To do the same for values 
in chart, right click and select 
Format Data Labels. 
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C. Cross section analysis 

This analysis compares the data of multiple variables including items and time. Tables are 

already available in LGMD2 or Excel. Let’s take an example of quarterly cumulative production 

of various cereals. For cross section analysis, column or bar charts can also be used. 

 

 

   
 

 
 

<Excel 2003> 

    
 

1. Select the area, go to Insert and 
Select Line (Line with Marker). 

2. In Chart Layouts, select 
the layout you like. 

3. Change titles of 
chart and axis.  

1. Select the area and 
click chart icon. 

2. Select Line with Marker 
and click Next. 

3. Check the range selected and 
row/column. Then, click Next. 
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Other examples of cross section analysis are shown below.  

 

Annual Livestock population 2007/08 2008/09 2009/10 

Cattle    

Goat    

Sheep    

….    

 

Annual cereal 

production 

Maize Rice 

Area (Ha) Production 

(ton) 
Area (Ha) Production 

(ton) 

2008/09     

2009/10     

….     

 

Monthly livestock production Beef (kg) Goat meat (kg) Milk (litre) Egg (piece) 

July 2009     

August 2009     

….     

 

4. In Titles tab, type titles of chart, X 
axis and Y axis. Then, click Next. 

5. Click Finish. 

Now you have created a 
new chart! 
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Monthly meat production Production (kg) Average price (Tsh) 

July 2009   

August 2009   

….   

 

Monthly rain 

fall 

2009 2010 

No. of Days MM No. of Days MM 

January     

February     

…     

 

D. Comparison with neighboring Districts 

This analysis allows you to compare the data of your district with other districts or regional and 

national data. To do this comparison, you need to log into LGMD2 and synchronize through the 

national level database. 

 

 
 

 

 

 
 

1. At Figure Analysis of LGMD2, select 
“production achieved to date” as Choose one. 
Then, select “Maize.” Geographical areas should 
be “District” and shown in rows. Select time and 
show it in row. Click Get XML. 

2. Open the XML file with Excel.  

(*Excel 2003, see page 72) 

* If you want to compare LGA 
data with regional or national 
data, repeat this by selecting 
“region” or “national” for 
Geographical areas.  

* If you want to compare LGA 
data with regional or national 
data, open all XML files and 
copy and paste data into one 
table. 
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3. Select the area, got to Insert and 
Select Column (2-D Column). 

4. In Chart Layouts, select the 
layout you like. 

6. Rename the title (click and type) and 
adjust the presentation of numbers (Right 
click + Format Data Labels)  

5. In this table, legend is not 
necessary, so delete it. 
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7. To place your district (e.g. Makete) at 
the first of the districts, you need to 
modify the order of the original table. 

8. Select the row of your district 
(click row number) and cut it 
(Right click and select Cut or 
Control + X). 

9. Click the row number of the 
first district. Right click and 
select Insert Cut Cells. 

Now your district is at the 
top of the table and chart. 
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<Excel 2003> 

 
 

   
 

  
 

  

2. Open the XML file with Excel.  

3. Select the area and click chart icon. 
Select 2-D Column and click Next. 

4. In Data Range, check if 
the area selected is OK. 
Then, click Next. 

5. In Titles, type titles of 
chart, X axis and Y axis. 

6. Click Data Labels tab. Click 
Value to show values in chart.  

8 Click Finish. 

7. In this table, legend is not necessary. Click 
Legend tab and click off Show legend. Click Next. 
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9. To place your district (e.g. Makete) 
at the first of the districts, you need to 
modify the order of the original table. 

10. Insert a row in front of the 
first district (Right click, select 
Insert and select Row). 

11. Select the data of your 
district. Then, cut it (Right click 
and select Cut or Control + X). 

12. Paste the data in the newly 
inserted row at the top. 

13. Delete the empty row (Right 
click, select Delete and select Row). 

Now your district is at the top of 
the table and chart. 
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5.2 Ward/Division Level Information 

Using the ward level data entered in the Excel file, you can create tables and chart for the 

ward/division disaggregated information. 

 

5.2.1 Creating ward disaggregated tables  

Let’s take an example of Table 4 “Livestock Slaughtered” in VAEO/WAEO monthly report. 

 

    
 

   
 

 

1. In Excel file for a month, quarter or year, 
create a new blank sheet. (Chapter 3-5. 1)) 

2. Create a blank table with 
each ward name. 

3. At the first ward, type “ =IF(isblank( “. 

4. Go to the original sheet of that ward, 
and click the cell you want to create table. 

5. Type “ ),””, “. (closing bracket, comma, 
double apostrophe, double apostrophe, 
comma) in the formula bar. 

6. Click the same cell in the 
same ward sheet again. 
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8. Press Enter key. The screen automatically 
jumps back to the blank table. Now the data of 
“Mamboya” ward is copied to this table. 

9. Now, to copy this formula to other wards, 
select and copy the entire entry in the formula 
bar of the first cell and press Enter key. 

10. Paste the formula to the 
second ward cell.  

11. Change the sheet name in the 
formula, and press Enter key. 

12. Continue copying the 
data for all wards. 

14. Cross check the total 
figure with the total shown in 
“District Total” sheet. 

7. Type closing bracket 
“)” in the formula bar. 

13. Then, select the bottom cell and click 
sigma icon to calculate the total. 
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5.2.2 Creating division disaggregated tables  

 

  
 

  
 

  
 

5.2.3 Average, maximum, minimum, standard deviation, and median 

To grasp the situation in your district, let’s calculate average (mean), maximum (largest value in 

a set of data), minimum (smallest value in a set of data), standard deviation (value showing 

data variation from the average), and median (the value in the middle of a set of data when 

counted from the smallest or largest). 

 

  

 

1. In Excel file for a month, quarter or year, 
create a new blank sheet. 

2. Create a blank table with 
each division name. 

3. By using the summation method shown in 
Chapter 3-4. 1), create a formula to summarize 
data from the first ward to the last ward of each 
division.  

4. Calculate the total and cross 
check with other tables.  

1. Create a blank table for these 
figures. Then, select the cell for 
“average.” 

2. Click Average at the drop 
down menu at sigma mark.  
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3. Select the area by click and 
drag. Then, press Enter key. 

4. In the same way, select 
Max for maximum data. For 
minimum data, select Min. 

5. For standard deviation, type 
“ =STDEVP( “ in the cell.  

6. Select the data area, and 
type closing bracket “ ) “. 
Then, press Enter key. 

7. For median, do the same as 
standard deviation. The formula is 
“ =MEDIAN(first cell:last cell) “. 

Include the wards with 
blank data. But be careful 
not to include “Total”.  
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5.2.4 Ranking 

With Excel, you can also sort the order of ward/division in ascending order to present the 

ranking. For this, see Chapter 3.5.2. Select all data area and select the column such as “No of 

slaughtered” to sort by in an ascending order.  

 

   
 

5.2.5 Ratio  

In order to understand how much each ward/ division is contributing to the district total, there 

are two ways to do this: 

A. calculate the ratio in the spread sheet, and 

B. create a pie chart. 

Let’s look at each method one by one. 

 

A. Calculate the ratio in the spread sheet 

 

 

 

 

 

The $ mark is important as the figure right after 
this mark will not change when the formula is 
copied to another cell. 

1. To get a ratio of Division A, first click E2 and 
write “=c2/c$6” in formula bar. Or after clicking E2, 
wirte “=” in formula bar, click cell C2, write “/”, click 
cell C6, and then insert “$” between C and 6. 

2. Copy the E2 cell by dragging down its corner to 
cell E6 and click a % button. Then you can 
automatically compute the ratio of each division to 
the total. 
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B. Create a pie chart  

 

  
 

   
 

 

<Excel 2003> 

 

   
 

1. Select the area. Go to Insert and 
select Pie (2-D Pie). 

2. In Chart Layouts, select the layout 
you like. Then, type title name. 

3. Right click the chart and 
select Format Data Labels. 

4. In Label Options, click “category/name”, 
“value” and “percentage.” For Separator, 
select “(new line)”. Then click Close. 

1. Select the area. Go to 
chart icon and select Pie. 
Click Next. 2. Check if the area 

selected is ok. Click Next. 
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5.2.6 Activation of “Analysis Tool Pack” 

In order to create histogram which helps you to analyze distribution of data, your Excel needs 

to have “Analysis Tool Pack” activated. If you do not have it, take the following steps. 

 

 

     
 

3. In Titles, type the title of 
the chart.  

4. Click Data Labels tab, and 
click “value” and “percentage.” 
For Separator, select “(new 
line)”. Then Click Next. 

5. Click Finish. 
Now, you have pie chart! 

1. Click Office Button on the 
top left corner. At the bottom 
right, click Excel Options. 

2. In Excel Options, select 
Add-Ins tab. 
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<Excel 2003> 

       

2. In Add-Ins, see if “Analysis ToolPak” is listed in 
“active application” or “inactive application.”. 

3. If “active,” click OK. If “inactive,” 
select “Analysis ToolPak” and click Go. 

4. Once Add-Ins window pops up, click 
“Analysis ToolPak” and click OK. 

5. You will be asked whether to 
install this feature. Click Yes. 

6. Then, installation starts. 

7. Once installation is completed, go to Data 
and see Data Analysis is shown in tool bar. 

1. Go to Tools on the menu 
bar and select Add-Ins. 

2. Once Add-Ins window pops up, click 
“Analysis ToolPak” and click OK. 

3. Go to Tools on the menu 
bar and confirm Data Analysis 
is shown at the bottom. 
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5.2.7 Distribution (histogram) 

Now, let’s create histogram which helps you analyze distribution of data. 

 

 

   
 

* In Excel 2003, go to Tools on the menu bar and select Data Analysis. 

 

 
 

 

  

2. Go to Data on the menu bar 
and select Data Analysis. * 

1. Near the table, type in the range 
you want to divide the data. 

3. In Data Analysis window, 
select “Histogram” and click OK. 

4. In Histogram window, click 
the box for Input Range. 

5. Click the first cell and drag down to 
select all data. Do not include blank cells. 

6. Click the box for Bin 
Range. Then, select the 
range you have typed. 

7. Click Output Range box and click the area 
you want the result to be shown. Click Chart 
Output. Then click OK. 
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5.2.8 Cross section analysis 

This analysis compares the data of multiple variables. (For example, number of animals, 

livestock products, crop production, or number of machines in each ward/division in the 

district). Some example tables are shown below. After creating these tables by the steps shown 

in 1) and 2), you can analyze the data by using steps shown from 3) to 7). 

 

Number of machine Division A Division B … 

Tractor    

Power tiller    

…    

 

8. Then, it shows table and chart 
showing frequency of data in each range 
(how many wards fall into each range). 

9. Chart size and shape can 
be adjusted by clicking and 
moving the corner. 

10. Change the titles of 
chart and each axis. 
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Livestock population Cattle Goat … 

Ward A    

Ward B    

…    

 

Cereal 

production 

Maize Rice 

Area planted 

(Ha) 

Production 

(ton) 

Area planted 

(Ha) 

Production 

(ton) 

Ward A     

Ward B     

…     

 

6. Feedback 

As mentioned in Chapter 2, proper feedback is a key to motivate VAEO/WAEOs to fill out the 

format with reliable information and submit it on time. Through feedback, VAEO/WAEOs need 

to see that their reports are read and the information they have provided is well used by the 

district. The following is some examples of how to give feedback to them.  

 

� Once the report is prepared, the district should not only submit it to the District 

Executive Officer and the Council, but also to all wards to place it on the notice board at 

ward offices so that everyone can read it. 

� District officer can discuss the result of analysis with VAEO/WAEO individually during 

his/her field visit or collectively at VAEO/WAEO meetings. 

� Based on the data analysis, district and VAEO/WAEO can provide comment to village 

agriculture development plan.   

� Another idea to motivate VAEO/WAEO is to provide an award to those performed well, 

such as “best WAEO of the quarter.” 
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Annex 1. Suggested Format of Format Distribution / Submission List 

(For Distribution) 

Report for :

Name signature date
RemarkName of WardSN

Received byNumber

distributed

Number

of village
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