4% eTools

Purpose: To workflow programme document between UNICEF and Partner, adding and resolving

UNICEF ePD Step by step guide

comment.

Who: Partner and UNICEF Programme Document Focal Points

When: After the ePD has been initiated by UNICEF focal point and sent to partner.

Why: To jointly develop the Programme document with online feedback.

Only the focal points included in the metadata tab can edit and send the ePD to UNICEF or the

Partner. Only one party, UNICEF or the Partner, can edit the ePD at a time. Check where the PD

is currently work flowed to know who can edit it.

< & @ etools-demo.unicef.org/pmp/interventions/215/metadata

elools - DEMO TESTING ENVIRONMENT

BAYLOR COLLEGE OF MEDICINE CHILDRENS F...

UGA/PCA2021161/PD2022215 B Comment Mode ® Sent to UNICEF

etools-demo.unicef.org

elools- LOCAL TESTING ENVIRONMENT

BAYLOR COLLEGE OF MEDICINE CHILDRENS F...
UGA/PCAZ2021161/PD2022215

B Comment Mode @ Sant to Partner

With Partner

Step 1: Once the partner has completed all the relevant entries, click “send to UNICEF” icon

This action workflows the PD to the UNICEF focal points for further action.
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eTools | ePD x + a8

UNICEF ePD Step by step guide

(e i etools-demo.unicef.org X, Yo JNER @ Incognito

eToOolS- LOCAL TESTING ENVIRONMENT English ~ Uganda ~

BAYLOR COLLEGE OF MEDICINE CHILORENSF-- | gy oy ade @ SentoParner ;
0o — @i — @soue — @
METADATA
" o PSEA Assessment Date ®
Programme Document No No 25Jun 2019 15 Apr 2020
v Partner Details Vs
;;Avién C(iL‘LE(;E OF MEDICINE CHILDRENS FOUNDATION UGANDA UG‘A/F;CA.ZOZW 161 [Signed]
25&702!0;:04 ) pav;’;avh»':‘aam;m éa;véendo (hsengendo@baylor-uganda.org, +256-772750708)

Adeodata Kekitiinwa (akekitiinwa@baylor-uganda.org, 256-77462686)

Step 2: In the pop screen, click yes to send the PD to UNICEF

Are you sure you want to send to UNICEF?

The workflow status of the document will move from Sent to Partner to Sent to UNICEF.

unicef@ | for every child



4% eTools

UNICEF ePD Step by step guide

4 elools | PMP X + v - X
& C @ etools-demo.unicef.org/pmp/interventions/215/metadata Q w % *» 0O ﬂ H
PARTNERSHIP
MANAGEMENT < i eToolS - DEMO TESTING ENVIRONMENT English + Uganda -

. BAYLOR COLLEGE OF MEDICINE CHILDRENS F... . =
- Partners UGA/PCA2021161/PD2022215 1 Comment Mode ® Sent to UNICEF < SEND TO PARTNER ACCEPT ON BEHALF OF PARTNER H
=,  Agreements

@ Development © Review © signature © signed

B Pospo
- METADATA STRATEGY WORKPLAN REVIEW TIMING ATTACHMENTS PROGRESS +
n
B Repors Document Type UNSP CFEI/DSR Ref Number  Humanitaria Contingenc Partner HACT Risk Rating  Fartner PSEA Risk Rati Core Valuss Assessment Date ®

Programme Document No No Low Low 25Jun 2019
E e Settings
PSE ®
15 Apr 2020
~ Partner Details 7
Partner Organization * Agreements *
X BAYLOR COLLEGE OF MEDICINE CHILDRENS FOUNDATION UGANDA UGA/PCA2021161 [Signed]

€Tools Community Channels
M Implementation T — Agreement Authorized Officers
" intelligence 2500210404 Hanifah Naamala Sengende (hsengendo@baylor-uganda.org, +256-

N Knowledge Base 772750708)
Adeodata Kekitiinwa (akekitiinwa@baylor-uganda.org, 256-77462686)
M Discussion
Partner w

Ll Knowledge: The document cannot be edited by the partner when it is sent to UNICEF. If edits

need to be made, request the UNICEF focal point to send back the document to the partner.
Add comments, review, reply and resolve comments in the PD.

Step 3: Click the Comment mode icon to open the PD in comment mode.

4 clools | PMP X + v -
<« C & etools-demo.unicef.org/pmp/interventions/215/metadata Q =@ w » 0O 2
PARTNERSHIP
e < iit €T0o0lS - DEMO TESTING ENVIRONMENT

BAYLOR COLLEGE OF MEDICINE CHILDRENS F... .
=,  Agreements
o Development e Review e Signature o Signed
B Posep
METADATA STRATEGY WORKPLAN REVIEW MING ATTACHMENTS PROGRESS +
w G
B Reports Document Type UNPP CFEV/DSR Ref Number  Humanitariar Contingency Paitner HACT Risk Raling  Partner PSEA RiskRaling  Core Values Assessment Date ®
Programme Document  — No No Low Low 25Jun 2019
e Settings
15 Apr 2020
v Partner Details 7
Partner Organization * Agreements *
BAYLOR COLLEGE OF MEDICINE CHILDRENS FOUNDATION UGANDA UGA/PCA2021161 [Signed]

eTools Community Channels
@ Implementation S Acveement Authorized Officers
) Intelligence 2500210404 Hanifah Naamala do (h do@baylor- da.org, +256-

N Knowledge Base 772750708)
Adeodata Kekitiinwa (akekitiinwa@baylor-uganda.org, 256-77462686)
M, Discussion

Step 4: All relevant PD sections will be highlighted in green. Navigate to the relevant section to
add a comment. Click the section to add a comment
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4 eTooks |PMP x o+ v

UNICEF ePD Step by step guide

<« C @ stools-demo.unicetory/pmp)/intarventions/215/workplan2comment_modestrus a@w« » 08

BAYLOR COLLEGE OF MEDICINE CHILDRENS F.. et e < . ;

Prar—
2, Ageemen
L] e -] L]
B foso
B coenmen
B e
@ uex neso e WomMom oot 009 asossoce 0w 10010000 24 44% (1100910020 vox 45,000,660.00
~ Results Structure (2) Comtinetien w | [ Acemes esner 8 ] 7ol UGK 8,500,660.00
P ——— — TorsCasm Busper
~ 1+ OUTPUT 1.1 MATERNAL NEONATAL HEALTH-{4380/A0/05/211/001) . i ' T for uex 8,500,000.00
17D Outputis)
v 4 s 1o provide a fullrnge of — ; HIV/AIDS & nutr o Can SRt
Vhchties 1 mhcaos UsX 8,500,000.00
« PD Activities (1}
1.1.1 Support DHT i [+ [ )] 2,500000.00 6000,00000 £,500,000.00

~ PO Indcators (1)

Step 5: Add a comment to the section and click post.

# eoon PP x +

« C @ etools-demo.unicef.org/pmp/interventions/2 15/ workplan?comment mode=true Qv 08 :

Comments on: PD Output - Improved capacity of health facilities to prov...x

Step 6: The comments mode highlights all the sections in green or red. The red highlights show
that comments have been added to the section and include a number to show the number of
comments made. To reply to /resolve the comment, navigate to section, and click the red

highlighted text to view the comment.
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UNICEF ePD Step by step guide

4 elools | PMP X  + ™ - (=] X
&« C & etools-demo.unicef.org/pmp/interventions/214/workplan?comment_mode=true Q =2 w » 0 2 :
PARTNERSHIP

DEMO TESTING ENVIRONMENT
BAYLOR COLLEGE OF MEDICINE CHILDRENS F...
<% Pariners UGA/PCA2021161/PD2022214-1 1@ Comment Mode Ll || @
=, Agreements
% A Number and percentage of districts implementing at least 3 interventions to improve the quality of 9 9
B PD/SPD maternal and new-born care at primary healthcare level in UNICEF supported districts (1. Labour and
delivery care, 2. KMC 3. New-born Resuscitation)
M Govemment show 9 locations | 0 disaggregations
B Repons % Number and percentage of UNICEF supported districts with one district health plan for the GOU fiscal year 70 100
show 9 locations | 0 disaggregations
X Settings
% Number and percentage of UNICEF supported districts that score 70% or more in their DHSS progression 7 10
scores
show 9 locations | 0 disaggregations
% Number and propertion of districts with evidence of data use in decision making and planning for the 0 10
adolescent HIV program
show 9 locations | 0 disaggregations
% Proportion of districts with functional multisectoral Nutrition Coordination commitiees 0 4
eTools Community Channels show 9 locations | 0 disaggregations
implementation Country Programme Output RAM Indicators Total Cash Budget
“ Intelligence v 2- QUTPUT 5.6 COMMUNICATION, ADVOCACY AND PARTNERSHIPS- @ Number of people reached through traditional, online and soc... uGx 97,400,000.00
[4380/A0/06/880/006) it Voi i s
- P [ )/A0/06/880/006] o Number of young people engaged and their voice amplified thr....
3 PD Output(s)
- v 21 i , demand, and utilization of available maternal, newborn child health, HIV/AIDS & nutrition services, including the Total Cash Budget
use of key innovative approaches. ucx 59,000,000.00
@  information 1 Activities 1 Indicators @ Help

Step 7: In the popup window, add a response in the section “enter message here” and click

post.

49 elools| PMP X  +

€« C @ etools-demo.unicef.org/pmp/interventions/214/workplan?comment_mode=true Q » % % 0O &

Comments on: Indicator - Number and proportion of districts with evide... X

Helen Kibukamusoke @

B Resolve @ Delete

Helen Kibukamusoke
Noted

Enter Message Here

Step 8:To delete a comment, go to the comment and click delete. Note that only the creator of the

comment can delete it.
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4 eTools Menu X 4 clools| PMP x + v = X

UNICEF ePD Step by step guide

< c @ etools-demo.unicef.org/pmp/interventions/214/workplan?comment_mode=true Q 2w % ®» 0O a H

Comments on: Activity - Conduct quarterly one-day Health Partners ma... X

Helen Kibukamusoke @
contribution to 49,000,000

B Resolve | @ Delete

Enter Message Here CLOSE

Step 9:To resolve a comment, go to the comment and click resolve. The comment status will

change to resolved

Comments on: Indicator - Number and proportion of districts with evide... X

Helen Kibukamusoke @
tor it not a neasure of

Helen Kibukamusoke
Noted

Ll Knowledge: Note that the PD cannot be edited in comment mode. To edit the PD, toggle off
the comment mode to make the necessary changes.

Step 10: When the programme document is completed, click “Accept as final” to confirm that
you are satisfied with all entered information including the PD duration, planned budget, results
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and other requirements. This action locks the PD for any further changes and sends it to UNICEF

UNICEF ePD Step by step guide

to accept as final for internal review.

Check and adjust the PD start and end dates, activities timeframe, reporting duration and
Programmatic visit timing before accepting as final. Refer to the guide on adjusting the PD
(Programme Document) duration, adding the partner reporting and programmatic visit

requirements.

'€TOOS- LOCAL TESTING ENVIRONMENT

P BALORCOUEGE OF MEDGNE GHIORENS -y e s e |
~ Parlner Details I
BAYLOR COLLEGE OF MEDICINE CHILDRENS FOUNDATION UGANDA UGA/PCA2021161 [Signed]

2500210404 Hanifah Naamala Sengendo (hsengendotbaylonugands o

Adeodata Kekitiinwa (aks bayloruganda.org, 236

Ha
Helen ki

~ UNICEF Detalls

Gulu | Kampala | Meree Gl Survival ang Development

C etools-demo.unicef.org w 0O @ Incognito

€T0O0lS- LOCAL TESTING ENVIRONMENT English ~ Uganda ~ 2

]" PDs/SPDs SQX:‘F%?‘%%‘!'ES'E:&Z%??ACINE CHILDRENS F... B Comment Mode

@ oeipren — @ reiey — @ Suue — @ S

METADATA - F AN ATTACHMEN

0 PP CFEL/DSA Ref N ; e Vol b 9 b 0]
Programme Document  CEF/UC0/2022/001 No No 25Jun 2019 15 Apr 2020

v Partner Details V4
BA‘Y’LdR C(;L‘LEG‘E OF MEDICINE CHILDRENS FOUNDATION UGANDA UGArFCA‘ZUT\]ﬁ‘ [signed]

7'1\‘70’)1:7A4’|A‘ Ha‘mfalN Naamala Se;vuendo (hsenaendo@bavlor-uaanda.ora. +256-

Step 11: For UNICEF, click “accept as final” to confirm that you are satisfied with all entered

information, planned budget, results and other requirements.
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4 clools | PMP X o+ . -

UNICEF ePD Step by step guide

& C @ etools-demo.unicef.org/pmp/interventions/214/workplan Q= % » 0O “

PARTNERSHIP

MANAGEMENT €T00olS - DEMO TESTING ENVIRONMENT

BAYLOR COLLEGE OF MEDICINE CHILDRENS F...

UGA/PCA2021161/PD2022214 2 CommentMode @ Sentto UNICEF < SEND TO PARTNER H

&% Partners

= Agreements

@ Development O rev © sio © signed
B  PosPD
METADATA STRATEGY WORKPLAN REVIEW TIMING ATTACHMENTS PROGRESS v
E Government —_—
B Reports ®
¢ Settings Budget Currency Budget HQ Rate % Prom Effectiveness Total UNICEF Contrib Total UNICEF Cast Total UNICEF Supply Total Cash Amt Total Amt ( pply)
UGX 7%(53,458,000.00) 50.53% 1,012,025600.00 81685800000  195167,600.00  1,023,858,000.00 ucx 1,219,025,600.00
yotel PorinerSupply  Total Portner Cash Total Partner Contribution
0.00 207,000000.00  16.98% (207,000,000.00)
v Results Structure (5) [‘combined view J [ Activities Editor B2 | 7ot uGx 354,400,000.00

UNICEF can also accept the PD on behalf of the partner in specific scenarios as clarified in the
FAQs (Frequently Asked Questions).

Step 12: Click Accept on behalf of partner

4 eTools | PMP X + v =

< C & etools-demo.unicef.org/pmp/interventions/214/workplan

PARTNERSHIP

MANAGEMENT eTools - DEMO TESTING ENVIRONMENT

BAYLOR COLLEGE OF MEDICINE CHILDRENS F...

2% Partners UGA/PCAZ021161/PD2022314 ® CommentMode @ Sentto Partner ACCEPT ON BEHALF OF PARTNER
=,  Agreements
@ Development © Review © signature © sioned
B PosPd
METADATA STRATEGY 'WORKPLAN REVIEW TIMING ATTACHMENTS PROGRESS ~
-
% Government -
E Reports ®
¢ Settings Budget Currency iget HQ Rate Prgm Effectiveness otal UNICEF Contrib Total UNIC Cash otal UNICEF Suppl Total Cash Amt Total Amt (Cash + Supply
uGx 7%(53,458,000.00) 50.53% 1,012,025600.00 816,858,000.00  195,167,600.00  1,023,858,000.00 uex 1,219,025,600.00
Total Partner Suppl Total Partner Cash Total Partner Contributio
0.00 207,000,000.00  16.98% (207,000,000.00)
v Results Structure (5) (comsinsaview ~ | [ Actvities Ector 88 | Teret: UG 354,400,000.00

Step 13: In the pop-up screen click Accept on behalf of partner
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9 coos e < BB YE=as

UNICEF ePD Step by step guide

“ C @ etools-demo.unicef.org/pmp/interventions/215/workplan2comment_mode=true Qa2 v 208

Are you sure you want to accept on behalf of partner ?

BRI /oo On BBHALS OF PARTNER

Step 14: When both UNICEF and the partner have accepted the PD as final, the status changes
to Partner and UNICEF accepted. The ePD can no longer be edited by the partner and UNICEF.

4 eTools | PMP X + v - >
< C @ etools-demo.unicef.org/pmp/interventions/215/metadata a ©® & #» 0O ﬂ :
WJ:GE?,‘SEET < = €To0lS - DEMO TESTING ENVIRONMENT English ~ T o

- Partners ng;%:gngﬁﬁgﬁig;ngg?;m“E CHILDRENS F... B Comment Mode ® Partner & UNICEF Accepted < UNLOCK SEND FORREVIEW v

_ Fallinal Naaliala SENGENIu (ISEYETIUL@UaYIul-uganiua.uly, TLIG/ £ L VIVE)
=, Agreements

Helen Kibukamusoke (helenkibs@gmail.com)

B rose
-
i Govammant ~ UNICEF Details /7
B Repats
NICEF Offices * UNICEF Secti
o Settings Gulu | Kampala | Moroto Child Survival and Development

UNICEF Focal Points UNICEF Budget Owner CP Structure
Helen K ! i a org) Helen ke (hkibukar ora) UGANDA COUNTRY PROGRAMME (2021 - 2025)

Robert Avram (raviam@unicef.org, +12128246045)

v Financial
eTools Community Channels
adality(ies
. ion
il :m‘p‘lrmema(n Direct Payment Reimbursement Direct Cash Transfer
ntelligence
4 Knowledae Base

Step 15: If changes must still be made, the PD can be unlocked using the UNLOCK icon.
Request the UNICEF focal point to unlock the PD. Unlock removes all approvals by UNICEF and
partner and enables editing. Click the unlock icon.
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& C @ etools-demo.unicef.org/pmp/interventions/214/workplan e 2 % #» 0 ﬂ H

UNICEF ePD Step by step guide

PARTNERSHIP

MANAGEMENT < EH €Tools - DEMO TESTING ENVIRONMENT

BAYLOR COLLEGE OF MEDICINE CHILDRENS F...

UGA/PCA2021161/PD2022214 M CommentMode | ® Partner & UNICEF Accepted | < UNLOCK | H

&% Partners

Agreements

<

@ Development —— @ Review —— @) Signature O signed
B  rPosPo
METADATA STRATEGY WORKPLAN REVIEW TIMING ATTACHMENTS PROGRESS =
-
i Govemment -
B Reports [6)
& setings ! ney get Ha Rate g Effectiveness  Total UNIGEF Contrb Total UNICEF Cash otal UN pply  Total Cash Amt Total Amt (Cash + Supply
UGx 7%(53,458,000.00) 50.53% 1,012,025,600.00 816,858,000.00  195,167,600.00 1,023 ,858,000.00 ucx 1,219,025,600.00
Totsl Partner Supply  Total Partner Ca Total Partner Contributi
0.00 207,000,000.00  16.98% (207,000,000.00)
~ Results Structure (5) Combined view | [Amivmes Editor E] otz UGX 354,400,000.00
eTools Community Channels Country Programime Output RAM Indicators Total Cash Budget
‘ > 1= OUTPUT 1.1 MATERNAL NEONATAL HEALTH-[4380/A0/06/211/001] o Health fa¢|ln|§s providing life long ARchr pregnant and b... uex 49,000,000.00
S Implementation o Number of children and women receiving essential healthcare, ..
Intelligence o Number of health care providers trained on EmONC with UNICEF...
N Knowledge Base 1PD Output(s)

Step 16: In the pop-up window, click unlock to confirm the action.

4 <Tools | PMP X 4 eloos|PMP x 4+

< C @ etools-demo.unicef.org/pmp/interventions/215/metadata

You are about to remove all approvals of this document, by unicef or
partner, in order to enable editing. Are you sure you want to continue?

When the programme document is completed, both the partner and UNICEF accept it as final to
confirm that they are satisfied with all entered information, planned budget, results and other

requirements.

The ePD is now ready for UNICEF internal review. Refer to the guides on “How to undertake

internal review”
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