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INTRODUCTION

The2021PHCfacesuniquechallengesomparedo previouscensusedn the past,oneof themajor
challengedacedwasa shortageof questionnaireluringenumeratioranddelaysin dataprocessing.

The 2021 PHC being a digital census, the anticipated challenges will be technological in nature.
Anticipating somef thelimitationsthatmightbeencountereih theupcomingcensusssuesaniT
FieldSupport Team has been established alongside other units to resolve all technological issues that
will arise in the field. The ITsupport servicesare critical to the successful implementation and
usageof IT solutions deployed for the 2021 Population and Housing Census. During data collection,
the IT Support is expected to plafia o waterwbich in the context of 2021 PHC, means 'a trained
expert who moves from one locality to another to resolvéTalklated issues within a specific
jurisdiction’. To meet the timelines and targets set for the fieldwork, IT Support officers are required
to ensure prompt support to supervisors and enumerators in the field. IT Sfdfjg@rineed to

follow stepby-step guidelines to execute its functions successfully. The services of the IT support

will be performed under five major categories of issues and #rese

i. IT Management andperations
ii. Pretrainingactivities
iii. During trainingactivities
iv.  Fieldwork support(IT Rover)

v.  Field work finalization (Team Clearance and DRgckup)

It is imperative for the IT officers tonderstandand follow the best practices and Standard Operating
Procedure$SOP)of howto dealandresolveissueghatwill emanateluringthe2021PHCfieldwork

exercise.
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CHAPTER ONE: IT MANAGEMENT AND OPERATIONS

TheIT SupportOfficers were recruited, trained and deployed to provide technical support to the
field officers Theyare to ensureffective use of the IT solutiong.helT Officers (IT Staff) should
be well managed in their operatiotise structures have been defined to be followed in the provision

of support at various levels

SCOPE OF WORK
The field IT Support team will operate at three (3) levels: national, regamladlistrict with varied

functions. They will be represented as National, Regional and District IT team. The number of
personnel at the district level will depend on the internet connectivity, riverine terrain and type of
EAs (Type 1, Type 2 and Type 3).

1. National IT (NIT)

The National IT will coordinate and manage the entire field IT support officers at the national
level. The NIT has oversight responsibility for monitoring and ensure thit alhctions and
responsibilitiesare carriedout diligently at the regionalanddistrict levels. The NIT actsasthe

central and ultimate point of call on &l solutions related to theensus.
2. Regional IT (RIT)

The regional IT (RIT) will operate within the assignedion with oversight responsibility for
monitoring and provide assistance to all the DITs within the region to ensure that all IT related

issues are solved and reported to National IT.

3. District IT (DIT)

The District IT Support Officer wilbperate within thelistrict and has oversight responsibility for
all IT related issues such &blet preparation and provisioning at district level, validate payloads on
tablets, distribution and retrieval of fElated logistics, provide support at training, resolve data
synchronization issues and any otheissues that may be facedtbye sipervisors anénumerators

duringthetraining andhefield work.
4. Incident Response TeanfIRT)

The incident response team (IRT) will operate within the assigned Zone to assist the DIT

resolving IT related issues encountered within the district.
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IT SUPPORT FIELD OPERATIONAL DIAGRAM
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IT SUPPORT ROLES AND RESPONSIBILITIES
Responsibilities of IT Support coordinator (ITC) and National IT Team (NIT)

ThelT support coordinator and the Natiotiilteam will coordinate and manage the activities of the

entire IT support officers at the national level. The ITC and NMelwersight responsibility for

monitoring They are tensure that all IT functions and pemsibilities are carried out diligently at

the regionahnddistrictlevels.Thenationalteamwill actasthecentralandultimatepointof call on

all IT solutions related to theensus.

Responsibilities ofincident Response Team

ThelT IncidentResponse TearfiRT) is a group of trained IT Support officers who step into any
type of IT related emergency issues that might arise during the 202TTR#H{Dcident Response
Team (IRT) willperform the following roles:

A

A

A
A

A

a rover role at the zonal level &y move from one district to another within the assigned
zone to resolvessues.

support DITs with hefty work load during training dreldwork
standin for DITs who are indisposed due to ailment, accident or any tengumadrences

replace DITs who wilvacate their work due to ailment, accident or any other unforeseen
event

perform anyotherfunctions that will be assigned hyanagement

Responsibilities of Training IT Support Officer

A

A
A
A

o >

o o T o

Setup projector and screen for effectiaeilitation
Provide techital assistance by responding to request by both facilitatonsaaticipants
Help prepare and assign tablets to supervisors and enumerators fpreatide

Help take proper inventory of all IT assets (eg. tablets and accessories) assigned
enumerators during and afteaining

Retrieve all IT assets assigned to enumerators dtramgng

Prepare and assign tablets to supervisors and enumerators for main fieldwork immediately
aftertraining

Help enumerators to be able to understand and at@vigrough the CARApplication
Solve or escalate hardware and/or software related issues during trainin@ké.the
Produce written report indicating issues, challenges, successxegence

Perform any other task assign
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District IT Role

In a team work with the other DDQMT
members prepare a place (warehouse) for
storage of all IT asset allocated to the Dist

In a team work with other DDQMT
members, take delivery of all IT assets
assigned to the district and ensure optimui
safety

Prepare all the necessary documentations
(eg. inventory) upon receipt of the items

Ensure all IT systems needed for the traini
are availablefunctioning and install at the
center(s) for the enumerators training

Lead in the preparation and assignment of
tablets to participants during training and
supervisors and enumerators for fieldwork
immediately after training

Take proper inventory of all IT assets,
including tablets assigned émumerators

Provide onsite troubleshooting to problems

Investigate and implement measures to
rectify or enhance data synchronization

Support and ensure proper folit and
installation of new tablet assignment and
application updates by supervisors and
enumerators

Regional IT Role

Coordinate to ensure
compliance

Coordinate

Ensure compliance and
compile all the
documentations received
from DIT

Coordinate to ensure all IT
systems needed at the vario
district training centers
available

Coordinate

Supervise to ensure
compliance

Provide technical Support to
help solve issues

Assist the DITs tdnvestigate
and implement measures to
rectify or enhance data
synchronization

Coordinate, supervise to
ensure compliance

RS Role

Help Identify places to besed
as storage of all the IT assets
allocated to the various
District

Ensure storage places
(Warehouse) are provided at
all the district

Ensure compliance

Provide all needed resources
for the training

Facilitators should help in the
preparation of the tablet

Ensure compliance

Supervise and ensure
compliance

8|Page



Solve or escalate hardware/software relate
issues to Regional and national IT Suppor
team for solutions

Backup all data file from supervisor and
enumerator tablets during and after
enumeration

Provide daily and weekly reports (Incident:

hardware andoftware, work done etc.)

Ensure optimum secu
data baclup from tablet

Retrieve all IT assets assigned to field
officers

Handover all tablet, other IT assets and
necessary documentations to RS and
Regional IT to be transported to HQ

MODE OF COMMUNICATION

Coordinate and Help solve  Ensure compliance
(hardware/Software) related

issues received from the DIT

or escalate toational for

solutions

Receive all District backup  Ensure Compliance
and send to HQ

Receive report from DIT and Ensure Compliance
provide regional level daily

and weekly reports to

management

Ensure optimum security of Monitor and ensure
District data backup receivec compliance

from the DITs

In collaboration with RS, Ensure all IT assets allocated
ensure all IT assets allocate( to all the districts within the
to all the districts are region are retrieved

retrieved

Receive all IT assets and Supervise the receipt of all IT
documentations from the DI1 assets andocumentations
for clearance from the DIT for clearance

IT support Team will communicate with the field officers and management via:

U E-mall
0 WhatsApp
U PhoneCalls

Text MessagetSMS)
Faceto-face
Video conference (ZOOM)

Team viewer

(I e B e B
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LOGISTICS NEEDED FOR FIELDWORK

The IT Support requires the following tools and logistics to be able to execute its mandate
effectively
U Laptop
Tablet
PowerBank
OTG Flashdrive Internet
Call Credit
Software- SQLite (DB Browser), CSPro, Android Mirror Apgic.
Meansof Transportation (CaiMotor)
Bag(Backpack)

[t et et et AN et et A e

THEI T OFFI CER O SNDBEHAVIOR
ThelT Officers will play important role in the 20 BHC fieldwork exercise in assisting field officers
with all CAPI related problemdhe T Officers are therefore required to observe and adhere to ethics

and behavioral practicés dischargingheir responsibilitiesandto beconversanwith thefi d & sl o n ont s 0
thefield in orderto follow the Standard Operating Proced(8©P)

Conduct of IT Officers
. IT Officers must do the following:
0 Work through to the end of ti@ensus
Work full-time without engaging in any othactivity.
call for support of other DQMT where necessary; e.g. workinadagement

do not delegate your work as an IT officeatmthemperson

(B xS e B

Do not use your personal laptop to tékeekup.

c:

Do not disclose to anyone, except to Census Officials, any of the information you neceive
the course of your duties as andfficer
U Never discuss issues relating to politics or religiom,maost you allow yourself tbe
involved in any controversiarguments
U Put on simple but decent clothes, which will not frighten, intimidate or offengensgn.
U Discuss all your problems and uncertainties with ysperiors
U Do not permit anynauthorized person to accompany you on yugits
U Always be patient, tolerant, courteous &nendly
U Be ateanplayer

U Pay attention tdetails
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Appearance of Field Officers

The Golden Rule Dress to blend with the social environment ofecbexmunity. In a nutshell:
U Put on simple but decealothes;
U Remember to wear your Census Jacket and ID cardtahal

U Wear your face mask at all times during tieédwork

i Decent Clothes and recommendé&zbtwear

Note: The clothes you put on asla Officer are important as the census itsélierefore the

Field Officers should be neatly dressed and should not wear fancy clothes.

i. Provocative/indecent dresses ahdirstyles
Do NOT wear any attire to frighten, intimidate or offend peoploid:
Clothes worn by soldiers, police officers or prigdficers;

i
U Provocative/indecent dresses dnairstyles;
U Large necklaces and lomgrrings;

i

Too much makeumnd

U Long fingernails
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Communication Skills

TheField Officers musttilize the following communication skills:

i
i

i

Establish a good rapport with fietdficers;

Handk difficult/reluctant field officerdactfully;

Record informatioraccurately;
Be courteous, patience atattful;
Keep to appointmeriimes

Always talkpolitely

Time management

IT officers can improve time management by;

i
i

i

Planning ahead dime
Prioritizetasks

Start taskarly

Schedule tasks amtkadlines
Use technology to easeork

Focus on one tasks atime

IT officers should manage their time to;

i
i

i

Increasegoroductivity
To meetdeadlines
To conform withtimelines

To reduce time spent aron-priorities

13|Page



DATA PROTECTION & INFORMATION SECURITY

Therecognitionof theright to privacywith respecto theprocessingf personablataor information

led to the passage of the Act 843 to further guarantee the right to privacy enshrined under Article
18(2)of the1992Constitution Datageneratedh thecountryarekeptacrossietworksandonvarious

filing systems of which this 2021PHC is mxception. These information systems used in the
collection and storage of such personal I nfor

privacy thus the need for dateotection

What is Data Protection?

U Data Protectionis the process of safegdéng important information froraorruption,
compromise oloss

U Data Protectionensures that data can be restored quickly after any corruptiossor
U Data Protectionensures that data privacynmsintained
Assets of Information Security

U Confidentiality: Confidentially means information is not disclosed to unauthorized
individuals andnstitutions

U Integrity: means maintaining accuracy and completeness of data. This mearendata
be modified in an unauthorizeday

U Availability: Means information must kevailable whemeeded

Ensuring Confidentiality, Integrity and Availability (CIA)

IT Officers MUST adhere to the following measures in protecting data
U Do not share or allow any unauthorized person to have access weyme
U Ensure your laptop igrotected with a password and screen lock when awayifrom
U Do not copy data from the laptop/tablet for unofficetivities

U Do not use the laptop for unofficial activities, such as web surfing, watching noovies
playinggames

IT Officers MUST adhere tthe following measures in managing data

U Be careful of malware when inserting any untrusted removable storage devigeaimto
official machines

U Do not download unauthorized applications on any official machine, and if thbeeed
only from trustedsources
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Measures for Protecting and Securing Data
0 Always lock the laptop to prevent unauthorizeatess
U You must SCAN every drive before opening it dagtop
U Every opened window on the desktop MUST be closed when you are stepping
U Laptops mst be handled and used with special care to avoid physical damathefnd
U Data must be backagp regularly andimely
U Handle the devices like your own persopaiperty
Data Management Guidelines
Managing Data Accessibility

1 Controlling confidentiality is, in large part, about controlliwgo has access tata.

7 Access is granted to ONLY authorized field officers within ageéned jurisdiction
(where

1 Data can be accessed during field work and team cleapahee)
1 Levelsof Authorization for accessing Cendbata

o DataMonitor
o District I.T. Officer

Measures for Managing Data Accessibility
1 Ensuring that DM or DITDO NOT have access to data outside their authorized
locations.
Protect devices from misuse or thisjtstoring hem in lockedireas.
Never leave devices or sensitive documents unattended in fndalions.

1 Ensure that removable devices are always kept secured to avoid bredomudtion
or dataloss.
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CHAPTER TWO: PRETRAINING ACTIVITIES

IT LOGISTICS PACKAGING AND ASSET MANAGEMENT

Logistics packaging and management

Is the process of preparing the IT assets for safe, secure, efficient and effective handling,
transportationdistribution,storageboth at the Headoffice andonthefield. ThelIT officersneedto

know how the tablets and other asseteebeenpackaged

What is Tablet provisioning?

It is the process of setting up the tablets for use by loading all the required resources (Payloads) that
will be needed for the 2021 PHC field work. Oolethe most important activities that cannot be
compromised is the tablet provisioning

Provisioning at the Head Office

In getting tablets and laptops prepared for the 2021 PHC field officer training and fieldTerk
IT Asset management teamegdhrowgh series of processes to get things done at the head office

before being dispatelto the various regi@and districts.

The following activities are executed during provisioning stage at the head office
Receive tablets/laptops fro8tores

Unbox thetablets

Tag tablet boxes with uniqurimbers

Capture serial numbers, IMEI numbers and Unique numbers of the tablepto
Tag tablets with the Login IDs ar@As

Turn on Tablets and proceed with initial configuraomocess

Setup date antime

Renameadblets to LogiriDs

Renamdaptop

Install all the required application deptop

Deploy all payloads unto tablet (CSEntry, 2021 CAPI Application, EA Maps, PHC 2,
Interactive Map, PDF reader, QR cdsleanner)

Perform final checks to validate work done (Viegtions)

Arrange tablets according to SAs with serial numbers pastdteon
containingboxes

1 Box all the tablet in their respective labeled baxes

1 Arrange boxes based on district allocationdispatch

= =2 =2 4 -4 -4 -4 -4 -4 -2 -9

== =4
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It Assets/Document from Head Officeexpected to receive at the region and district

x Tablet (Charger Head and USB Cable, SIM Card &C3id)
x  PowerBank

x TabletCase

x Laptop andaccessories

x |T Assets inventory list.xIsx)

x  StoreWayhill

Note: Total number of logistics to be received at Bhstrict will vary across different districts
based on the number of trainees to be invited for training.

Tagging and labeling
All IT assets are tagged and labelled in order to properly track and manage the allocations to the various

regions and districteespectively. Tagging and labeling IT assets such as Tablets, Laptops and Power banks

follows aspecificstandarmamingconversionsindasIT officers, this needgo beunderstoody all in order

to be able to unbox and distribute at th
Huawe| Tablet

1. Tablet type
There are three different brands of tablets to be used for the 2021 PHC. These are

Samsung Tablet

BioWolf Rugged Tablet

Tablet Tagging/Labeling

All the three types of tablets to be used for 2021PHGagged and labelled on theblet, tablet box
andDevicename(Bluetoothname) All thetagnumbersarelinked to a uniqueserialnumberof the
tabletandthiswill helpto effectivelytrackandtakeinventoryof theseassettnationalregional and
district level. Theses assets will be assigned to a Supervigapa(SA) and Enumeration Area (EA)

within a specifidistrict.
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The tablet is tagged with IT assay numbemhich is five (5) digit and the field officetegin ID
which is twelve (12) digit code.

Example 1

If a tablet is assigned ®unkpurugu NakpanduBistrict in the North East region, this is how the
tablet and the box will be tagged and labeled:

Super viadet r 6 s Login: 140400100rag No:40206(On the tablet, Bluetoothame
and tablet box)

Enumer at orlogn: 17T&MI10&a4g:N0:40207(0n the tablet, Bluetooth name and
tablet box)

Old Labeling
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New Labeling

Label for Huawei TabletSUPERVISOI Label for Samsung TableENUMERATOH

seve we mge maTh
T mowesas
Taew

B2 052300 - o

L I8 18405 SIANC

7057300 - 032

@.tt---.-‘-.lt- “ l'ﬁ'“ltls
o T
= / = ety

Sepey Soae ¢ w
o 0SIN00 - B2

B
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BoxLabelfor HuaweiTablets BoxLabelfor Samsungablets

Bew

It TABLET

Lona SAMSUNG

Modol: SM.I295NZKAACR
Descriotion: Galaxy Tab A

em TABLET

Brond: HUAWE!

Mode!: KOB-109

Dewriplion. Huawel Media Pod

Region:
REGION NAME

Reglon;
REGION NAME

DISTRICT NAME

| Quantity: 10|

DISTRICT NAME Quonfiy: 18]

Lol

01 -

L

WIMAT20111000542

WEMET20111000564

WewT 2014001373
WHMAT2011400160%
WOMAT201 14000622
WEMAT01 14001624

WHMATI0] 14001694

WBMAT2011100%847 |
WHMAT20112001625 |
WEMATI0111000538

WEMAT20114001152

WOMAT20111000526 |

REWN 203650
RIWNI0IEVR)
RN 086141
’Irvﬂﬁh,.;'h’l
FVWNIOIEL)

RIWN202FTT)
RIWNI0MG22

ROWNOICON)

ERWNOOESC
ROWN203FES:

WBMAT20111000650
WMATX0114001664 || Don6

WEMAT20111000533
WHMAT20111000527

Inventory and Way Bill

Table 1: Summary of IT Assets to the Region

Tablet Summary For North East
5%
Main Contigen
District SA Tablets cies Total
BOLE 20 315 16 331
SAWLA TUNA KALBA 79 433 22" 455
NORTH GONJA 12 134 g 103
WEST GONJA 13 175 5" 134
CENTRAL GONJA 34 577 29" 606
EAST GONJA 51 444 2" 466
NORTH EAST GONJA 13 138 77 1as
Total 22606 114 2380
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Table 2: Summary of SIM cards to the Region

Ghana Statistical Service

Date: June, 13th 2020
Source: IT Infrastructure
Sim Cards
No. |District Network Total number
, Sim cards (Vodafone) 211
1 |Bunk Nakpanduri (Bunk
unkpurugu Nakpanduri (Bunkpurugu) Sim cards (MTN] 100
2 |Mamprugu Moagduri (Yagaba) S‘|m cards (Vodatone) 200
5im cards (MTN) 41
3 |West Mamprusi Municipal (Walewale) 5‘|m cards (Vodafone] 158
Sim cards (MTN) 200
4 |cherepon 5‘|m cards (Vodafone) 272
Sim cards (MTN) 100
5 |Yunyoo Nasuan S‘|m cards (Vodafone) 211
5im cards (MTN) 100
6 |East Mamprusi Municipal(Gambaga) 5‘|m cards (Vodafone] 538
Sim cards (MTN) 200
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Table 3: Tablet Allocation Sheet by District

& B C ] E F G H I J 4 L
Mo. |Disrict Nlame |RegionCode |DistrictCode |SA Role ([Enumerator I |Role Mame |BoxMumber |AssetTag |S%erial Number
i GUEHIEGU |12 ] 001 {00 |121600700 Supervisar  [508 (H-085) [05432 WEM4T 20114004571
2 GUSHIEGT [12 16 oot o 121600101 Lister 508 (H-085) [09433 WEM4T 20114005050
3 GUEHIEGT  [12 16 a0l 02 121600102 Lister S05 (H-085) [0543d WEMAT 20114005013
¢ GUEHIEGT  [12 16 a0l o3 121600103 Lister a05 (H-085) [05435 WEMAT 20114004331
5 GUESHIEGU |12 ] 001 (04 | 121600704 Lister o0& (H-085)  [05436 WEM4TZ0114005202
B GUEHIEGU |12 ] 001 [0S |121600705 Lizster 508 H-085) [05437 WEMAT20114005023
7 GUSHIEGT [12 16 ool |06 121600706 Lister 508 (H-085) 09433 WEMAT 20114004375
rE GUSHIEGT  [12 16 a0l o7 121600707 Lister a05(H-085) 05433 WEMAT 20114005035
3 GUSHIEGT  [12 16 a0l [0g 121600105 Lister a05 (H-085) [05440 WEMAT 20114004363
fo |eusHEGU iz 16 a0l 03 121600103 Lister a03(H-086) [05441 WEMAT 20111000313
T |GUSHIEGU [12 ] 001 10 121600710 Lizter o0 H-086) [05442 WEMATZMM001233
"2 |GUSHIEGU [12 ] 001 1 |1216001M Lister S09(H-086) [05443 WEM4 2001232
M3 |GUSHIEGU [12 16 o0z 00 121600200 Supervizar  |S03[H-086) [05d444 WEM4T20111001333
fa  |cusHEGU [iz 16 a0z o 121600201 Lister S03(H-086] 05445 WEMAT2MT000254
f5 |cusHEGU iz 16 a0z o2 121600202 Lister S03(H-086) [05446 WEMAT 2011000251
"6 |GUSHIEGU [12 ] 002 |03 |121600203 Lister o0 (H-086) [05447 WEMATZ0M00123
7 |GUSHIEGU [12 ] 002 |04 121600204 Lizster S09(H-086) [05448 WEMA 20001261
M5 |GUSHIEGU [12 16 o0z |05 121600205 Lister S03(H-086] [09443 WEM4T20N1000375
fa  |cusHEGU [iz 16 o3 o0 121600300 Supervizar  |S03[H-086) [05450 WEM4T2MT000555
20 |cusHEGU [iz 16 a0s o 121600301 Lister a03(H-086] [05451 WEMAT 201001322
21 |GUSHIEGU [12 ] 003 |02 |121600302 Lister o0 H-086) [05452 WEMATZMM00I0ES
22 |GUSHIEGU [12 ] 003 (03 |121600303 Lizster S09(H-086) [05453 WEMATZ20T0MM2
23 |GUSHIEGU [12 16 n03  [0d 121600304 Lister S03(H-086] 09454 WEMT20NT00173
24 |cusHEGU [iz 16 n03 |05 121600305 Lister S03(H-086] 05455 WEM4T2011001233
25 |cusHEGU [iz 16 n03 |06 | 121600306 Lister a03(H-086) 05456 WEMAT20T000513
26 |cusHEGU [iz 16 nos o7 121600307 Lister S10 (H-057)  [05457 WEMAT 20114000765
27 |GUSHIEGU [12 ] 004 (00 |121600400 Supervisor  [910(H-037)  [05453 WEMA 20114000575
28 |GUSHIEGU [12 ] 004 (01 |121600400 Lister S10(H-037)  [05453 WEM4T 20114000317
23 |GUSHIEGU [12 16 n0d4 02 | 121600402 Lister S10(H-087)  [05460 WEM4T 20114000323
30 |cusHEGU [iz 16 o4 03 121600403 Lister S10(H-087])  [054E1 WEMAT 20114000325
T |cusHEGU iz 16 o4 fod 121600404 Lister S10 (H-057)  [05462 WEMAT 2011400071
32 |GUSHIEGU [12 ] 004 (05 |121600405 Lister 210(H-037)  [05463 WEMdT20114000304
"33 |GUSHIEGU [12 ] 004 [0& |121600406 Lizster S10(H-037)  [05464 WEMATZ20114000743
34 |GUSHIEGU [12 16 o4 07 | 121600407 Lister S10(H-087)  [09465 WEMAT 20114000303
3= |cusHEGU [iz 16 o4 08 | 121600403 Lister S10(H-087) [05466 WEMAT 2014000667
36 |cusHEGU [iz 16 nos o0 121600500 Supervizar  |S10(H-037)  [05467 WEMAT 20114000306
| P —— r_ . - P — T "
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IT ASSETS QUALITY ASSURANCE (VALIDATION)
In 2021 Population and Housing Census, all IT assets to be used for training and fieldMae lprovisioned
at HQ before distribution to the various districts within¢bantry

1 There will be a need for quality assurance to help with the execution of task as IT Support in
order to ensurefficiency.

1 Quality Assurance is a processvalidating provisioned tablet to confirm the installatioralbf
application software and all resources needed otatiet.

1 The process is necessary to prevent occurring challenges which might impede the functionality
of the tablet in data collection gress before, during training and afiefdwork.

Below is the checklist for quality assurance that every DIT must strictly observe:
Tablets;

1 Confirm the total number of tablets and accessories (charger head and USBssatptedd
to thedistrict

Make sue all areTagged

All have been renamed according to their respective login IDs (Sop)&
Keep records of the status of tablets (cracked screen, touch deétctjve
SIM cards are inserted in all the tablets and there are datgnfting

SD cards arevell inserted in all the tablets and &wectioning

Ensure all SD cards are sefptortable

Ensure all can turn on and candbaarged

User manual and presentations slides are provisioned tblails

Maps, interactive map and PHC2 are provisioned otathlets

CSEntry (v7.5.0) and Pdf reader are installed and can run correctlytablei$

- =/ =2 4 -4 -4 -4 -4 -4 -4 =

Check if the right version (eg.v3.0) of 2021PHC CAPI Application is installed oabddits
Power Banks;

1 Confirm the quantity assigned to tistrict

1 Can bepoweredon

1 Can becharged
1

Can chargeablet
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Laptops;

1 Confirm the quantity assigned to ttistrict
1 Ensure all can powem

1 Chargers can charge tlaptops

1

MS Office, CSPro (v7.5.0) , Team viewer, SQLite(DB browser), Stata and Pdf eeader
installed and can run correctly

IT ASSET DISTRIBUTION AND RETRIEVAL

During enumerators training and main fieldwork, trainees and field officers will be allocated IT
assets$n orderto betrainedandwork effectively.Experiencalerivedfrom trial censug andll shows
thatthereis theneedto standardizT assetistributionacrossall the 272 Districtswithin theentire
country. As part of the roles of the District IT Support officer (DIT), all IT assets are to be well
distributed and retrieved at tleed of training and field work exercise by adhering to the standard
operatingoroceduresn distributingandretrievingall IT assetThis processnustfollow aparticular

sequence at different stages to;

1. ensurestandardization in the distribution and retrieval of all IT assets nationwide during the
2021 population and housiegnsus
2. Be able to track who receives what at a poirinre.

3. Follow proper standard in reportingrtcanagement

Stages of IT Asset Digibution and Retrieval

There are Two (2) stages of IT asset distribution and retrieval. The first stage will take place during
the field officers trainingand the second stage will be for theain fieldwork (Listing and

enumeration)

Phase One (1} Field Officers Training Asset Distribution

Distribution of IT Asset during training
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91 Distribution will be done on the first day of
Training across all the training centers with
reference to themetable
1 Thetimelinesfor distributionwill bebetweerBam
11lam (2hrs) nationwide depending on the numb
of classrooms patistrict.
1 The tablet and its accessories will be distributed simultaneausbgs the various
classrooms within the trainirggenter.
1 The DIT will hand over the total number of tablet required by each class to the facilitators
for distribution.
1 Assetdistributionformswill alsobehandecverto thefacilitatorsto tracktheallocationof
the tablets and its accessories to various temporal teams formed tlabgioom
1 Based on the training team formation, the facilitator will assigitetbiet
U The DIT will follow up on the facilitators and validate tthistribution.
U Total umber of tablets distributed will hesrified
U Number of surplus tablet after distribution will berified
U Signing of the asset receipt and retnate
Retrieval of IT Assets during training
U All IT assets distributed during the training
will be retrieved on the last day of field Retrieval of all IT assets will

follow the reverse process ahe
asset distribution

officerstraining

U All tabletsandits accessoriewill beretrieved

4hours before the official closure dhe
training across all the trainirgenters

U Temporal supervisors will receive all IT assets from their members and hand over to their
respective facilitators

U The facilitators will validate the status of the tablets and its accessories using the asset
distribution form and clear the trainibgams.

U Facilitators will then handover all IT assets received from the training teamsDRéTthe

U The DIT will validate the status of dll assets received with reference to tsset
distribution and retrieval form and clear the facilitators accordingbetl on théllowing;

 Total number of tabletstrieved
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9 Number of Tabletsracked
T Number of defectivéablets

T Number of lostablets

PHASE TWO (2) - Main Fieldwork
1. Distribution of IT Asset for the Main field work

DITwill leadin the distribution of U The distribution will be done a day before the main

fieldwork after completion of cleaning of theblets

all IT assets to the qualified field

_ U The tablet and its accessories wile distributed
officers with the support of the

facilitators and otherDDQMT

simultaneously across the various training centers

nationwide

U The timelines for distribution will be betwedam

12noon (4hrs) nationwidgepending on the number of SAs péstrict.

U DIT and DDQMT will supervise the signing of the asdistribution and retrieval forrny
the various team members upon receipt of angsiSet

U DIT will also counter sign the asset distribution and retriéfah

U The following records will be taken and report to RNldnagement;
1 Total number of tabletdistributed
1 Number of lostablets
9 Total number of surplus (contingendgplets

1 The DIT will send the surplugontingencyjablets to the warehouse for safe keeping and
into LMIS

1 RIT will validate the report received from the DIT and input it intoltN8S

2. Retrieval of Distribution of IT Asset for the Main field work (Team Clearance)

1 All IT assets will be retrieved after completion
of field work by eachieam

1 All IT assets distributed during mdialdwork
will be retrieved after DDQMT clears tieam(s)

1 DITs with the support of the DDQMare

expectedo retrieveall IT assetassignedwithin threedaysafterenumerationHowevermnot
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all teams will 2 able to complete work within stipulated time set for enumeration and
therefore will wait till all teams on field are cleared.

1 Supervisors will receive all assets from their team members and hand over to DIT for
clearance

1 DITs will validate the statusf all IT assets received with reference to the asset distribution
and retrieval form and clear the teaatsordingly.
DITs will back up the various teams data onttddet

The DIT will take daily records on the following indicators and report to/RIT
Management;

U Total number of teams completed ameared

U Total number of outstanding teams yet to be cleared

U Total number of tablets retrieved BA

U Total number of outstanding tablets yet to be retrieve8Ay

0 Number of Tablets cracked bwbrking

U Number @ defectivetablets

U Number of lostablets

1 DIT will hand over all IT assets retrieved to th€EO

1 Regional IT will follow up on the DDQMT to retrieve all IT assets allocated t®ibkeict
at regionalevel

Distribution Checklist

As part of the preparatidowards the distribution of tablets, District IT officers are to ensure that,

the following check list are well followed:
U Date and Time are currenthgt
0 All tablets has been renamed according to their respective login IDs (8up &
U CSEntry, pdf angnaps are installed and can rorrectly
U  User manuals?HC?2,
U Make sure all tablets afieagged
U Sim and SD cards are watlserted

U Bluetooth, GPS and Data are falhctioning
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Compare teams formation list to the original fréfites

Map SA and B status to their respective tablet serial numg®#isl)

Ensure the availability dil’ Asset distribution and retrieval form to be used to distrithee

tablets

Compare total number of team members with EAs under®Ach

IT Asset Distribution and Retrieval Form

GHANA STATISTICAL SERVICE

INFORMATION AND COMMUNICATION TECHNOLOGY DIRECTORATE
2021 PHC TABLET ISSUANCE FORM

REGION: WESTERNNORTH |DISTRICT: AOWIN| SA:23 [ G e
0=NONE PB=Power Bank
ENUMERATOR
NO. ENUMERATOR ID TABLET SN NAME CONTACT TB|CH|CA|SIM/SD|PB| TABLET STATUS @ ISSUE SIGNATURE
1
2
3
4
5
6
7
]
9
10
Returned By: Received By:
Signature: Signature:
Date: Date:
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GHANA STATISTICAL SERVICE

INFORMATION AND COMMUNICATION TECHNOLOGY DIRECTORATE
2021 PHC IT ASSET RETRIEVAL FORM

REGION: WESTERN NORTH [DISTRICT: AOWIN| SA:23 | oo e TRl Ch=CHai ChCai
0=NONE PB=Power Bank
ENUMERATOR TABLET STATUS @
NO. ENUMERATOR ID|TABLET SN NAME CONTACT |TB|CH|CA/SIM/SD|PB BETRIEVAL SIGNATURE
1|
2 |
3 |
4
5
6
7
| 8
9
10
Returned By: éReceived By:
Signature: ‘Signature:
Date: ’ Date:

Undertaking:

NB: The officers will be held personally liable andaccountable forany loss or damageausedto any devise orlogistics
under their custody

INSTALLATION OF SOFTWARE APPLICATIONS

Diagnosing and fixing of CAPbasederrors during 2021PHCdata capturing requiresrelevant
softwareanddiagnostictools. T SupportOfficerswill requireessential knowledge and skills in the
installation and use of thesglevanttoolsto successfully soport fieldofficers. The applicationgre
CSPro, CSEntry, DB Browser for SQLite and TeamViewer. These applicatioa® used in
troubleshootingerrorsencountereduring fieldwork (onsite and remote)

Application Installation

CSPro Application

CSProis the acronym for Census and Survey Processing System. It is usedtiomodify, and
process dataising a singleintegrated development environment (IDE).

It processes data on a case basis (one or more questionnaires), where a case can comsist of one
more data records
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CSPro Installation Process

1. TheCSProinstallerhas the filenamecspro7.5.exe

To install CSPro: & CSPro 7.5 Setup — w0
ALocatethe CSPrainstaller setufile License Agrecment [#Y
Flease review the license terms before installing CSPro 7.5, <9
ADouble click orthefile to install
Press Page Down to see the rest of the agreement.
2. Reacandaccepthe U'Scensus [CSPro”™ is an application made available by the .5, Census Bureau (Census) that ~
Bureaulﬂcense provides individuals and entities a tool for data processing.
Census does not require individuals or entities to register or provide any personally
Ag reement identifiable information (PII) to Census as a condition of downloading or using CSPro.
Census will not have access to any information regarding individuals or individuals”
devices using the CSPro application.
The Terms of Service for use of the above application are as follows:
A. CSProis _provided to You, as_ﬂﬂ_e user and those whq may take by, through or under  w
If you accept the terms of the agreement, dick I Agree to continue. You must accept the
agreement to install CSPro 7.5.
%
3. Select theeomponents Choose Components [
Choose which features of CSPro 7.5 you want to install.
thatyouwant to -
install. _ ,
Check the compenents you want to install and unchedk the compeonents you don't want to
You will genera”y, install. Click Mext to continue.
want to install all of
the Select compeonents to install: CSPro Suite SEIET
Components Erameles
Space required: 51.0 MB
< Back MNext = Cancel
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4. Select the folder where you wanot
install CSPro. You will generally want to install CSBrdhe suggested directory

@ CSPro 7.5 Setup - 4
Choose Install Location
Choose the folder in which to install CSPro 7.5, e

Setup will install CSPro 7.5 in the following folder. Ta install in a different folder, dick Browse
and select another folder. Click Install to start the installation,

Destination Folder

| Browse...

Space required: 51.0 MB
Space available: 7.2 GB

| 7.5.1 11 December 2020

<Back [ Insal | | Cancel

5. InstallationProgress

& CSPro 7.5 Setup —

Installing
Please wait while CSPro 7.5 is being installed.

Extract: CSPro.chm... 49%

[====wi
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6. This final screen shows th@SPro
has successfully beamstall. You can

cickon®Run CSPr o 7r 50

Over view of CSEntry

to start

Installation Complete

CSPro 7.5 has been successfully installed on your computer,

Run CSPro 7.5

[ show the release notes

CSEntry is the Android version of CSPro

It is primarily used to collect data for census and surveys with a designed questionnaire using the
Census and Survey Processing System (CSPro)

CSEntry is used for Computer Assisted Personal Interviewing (CAPI) on

Android phones and tablets

Overview of DB Browser for SQLite (DB4S)

DB4S isavisualopensourceool usedfor creatingdesigningandeditingdatabaséiles

compatible withSQLite

It is used tacreate, search, design and edit databases

DB4S allows you taview the sequence of commands you are

executing before you run them
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Uses of DB Browser (DB4S)

AToviewdata storeéh unreadable fildormats
ATtomodify thedatastoredin an SQLitedatabase
AUsedfor debugging

System Requirements for InstallingApplications

The minimal system requirement for installing applications (CSPro, CSEntry, DB4S):

A512 MB of RAM
A100 MB of DiskSpace
AMicrosoft Windows Vista, 7, 8, dr0

Installation of SQ4Lite for DB Browser

Download DB Browser from the websiteww.sqlitebrowser.org

To get the DB browser for SQLite, just download ¢xecutable istaller filefrom the project web

page

|/] | = | DBBROWSER FOR SQLite

Home Share View

2 - * [ X 1 A0 r
4 Cut Y {1 New item ~ ) open - [ selectall
JJ = X : ﬁ

Select

Copy path 7 | Easyaccess ¥ Edit Select none
Pin to Quick Copy Paste Move Copy Delete Rename New Properties : o 3
access || Paste shortcut to to - folder - & History 57 Invert selection
Clipboard Organize New Open
« V.. » ThisPC » Local Disk (D:) » GSSDOC » PHC2020 » PHCIT Resources > DB BROWSER FOR SQLite
Name Date modified v Type Size
# Quick access
B Deskt 1%' DB.Browser.for.SQLite-3.11.1-win32 34 AM Windows Installer ... 12,264 KB
I=] Deskto
e L[%’ DB.Browser.for.5QLite-3.11.1-winf4 4 AM Windows Installer ... 15,432 KB
& Downloads
| Pictures
5| Documents

£. Google Drive
FREEPIK
LEADERSHIP SKILLS PRE¢
MANUAL_2020
PRESENTATIONS

@, OneDrive

[ This PC
J 3D Objects
[ Deskton
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http://www.sqlitebrowser.org/
https://github.com/sqlitebrowser/sqlitebrowser/releases/download/v3.4.0/sqlitebrowser-3.4.0-win32.exe

Locate and Open the SQLite installer folder

Double-click to install

e Setug 3 15 DB Browser for SOLite Setup - x

End-User License Agreement

Welcome to the DB Browser for SQLite

Please read the following license agreement carefully

Setup Wizard

DB Browser for 5QLite is bi-licensed under the Mozilla Public License ~
This Setup Wizard will install DB Browser for SQLite on your Version 2, as well as the GNU General Public License Version 3 or later.
computer.

1ol v previols Ve o arasdy Tstaled; s ‘You can modify or redistribute it under the conditions of these licenses.

installation process will update it.

GNU GENERAL PUBLIC LICENSE

Version 3, 29 June 2007

W
[11 accept the terms in the License Agreement
ZEE Rexe Cancel Print Badk Mext Cancel
Installation Processi DB Browser
ﬂ DB Browser for 50Lite Setup — x
17 DB Browser for SQLite Setup - X
Shortcuts
Select the shortcuts for the application. Custom Setup
Select the way you want features to be installed.
DB Browser for SQLite uses the latest version of 5CQLite, so you can enjoy all of its new
features and bug fixes, but it does not have enaryption support. Click the icons in the tree below to change the way features will be installed,
Itis also built with SQLCipher as a separate application. SQLCipher is an open source
extension to SQLite providing transparent 256-bit AES encryption of database files, but
uses a slightly older version of SQLite. The complete package
Both applications (with and without SQLCipher) are installed and can run concurrently.
Eis page allows you to choose the shortcuts for each application and where to place This feature requires 33MB on your
e hard drive. Ithas 1of 1
subfeatures selected. The
DB Browser (SGLite) DE Browser (SQLCipher) subfeatures require 40KB on your
[JDesktop [ Desktap hard drive.
|:| Program Menu D Program Menu
Location: C:\Program Files\DB Browser for SQLitel, Foree
Back Next Cancel Reset Disk Usage Back Mext Cancel
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| #5 DB Browses for SQlite Setup

Ready to install DB Browser for SQLite u Installing DB Browser for SQLite g

- e 5 DB Browser for SQlite Setep - X

Ohck Irstall o begn the nstalaton. O Back to revew or dange any of your
instaliation settings. Ohck Cancel o et the wizard.

Plezse wakt whie the Selup Wizerd nstalls DE Srowser for SQL=.

Stahus: Vaidatng rsial
| |

J):;?

StepShot Serv |g :
Gwa‘c Protecton

BEiny Typing

f8rmiation. f... Master 10
-

(SQLCipher)

WhatsApp
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DBA4S Interface after installation

18 DB Browserfor SQLite
File Edit View Help

L%Nun-hhn @Omm |iawﬂww 1% Rever} Changes.

[dCroateTable  yCreataindex | Modfy Table »
Name Tyoe
B tutlane.com

Type of data curently in cal: NULL
0 bytes)

SQLlog  Pot DB Schems

1) 2
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CHAPTER THREE: DURING TRAINING SUPPORT

TRAINING CENTER SETUP AND LOGISTICS

Training of enumerators and supervisors towards 2021 Population and Housing Census fieldwork,

would be held at over 1500 training centers nationwide. This major activity requeegiate

preparation prior to the training to ensure conducive environment. DDQMT members are required

to ensure that all training centers have the needed facilities and logistics for the training.

Logistics needed for Training

A

S S S

A

Projector andcreen
Laptop

Tablet

PowerBank
ExtensionBoard

Standby generator

Checklist for Training Center

DDQMT are toensure:

A

o T T o Io

A

Avalilability of electricity and standbgenerator(s)
Availability of working electricakockets

Adequate and working extensiboards

Availability of internet (turbo net\iFi)

Availability of working projector with botvGA/HDMI
Adequate chairs for trainees

Walk ways between seats (behindigleways)

Setting Up Classrooms for Training

A
A
A

DDQMT must be at the training center at least an hour bé&f@ireng begins eactiay
Setup projectors and screens before traibemjns

Setup PA systems (speakers and microphoneshifable
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CAPI TRAINING REQUIREMENT
Identify storage facility for tablets

A DDQMT should ensure a well secured storage remkeep the tablets and otherA$sets
safe

The size of the store room The store room should be spacious enough so that when provisioning
tablets it will be easy

Distribute Tablets: Distribute Tablets a day before CAPI Training for Charging and Chexk if
programs well provisioned

Mirror App: Test mirror software (e.g Apower, Vysor) on the laptop that will be used for training
Team sitting arrangement

To have a smooth CAPI training teams formed are required to sit together

Donét Sit, Walskst Through To As

DIT/DDQMT must walk through class by class to assist facilitators during CAPI training

DDQMT must visit all class rooms to identify issues faced by facilitators and trainees and help
resolve

TEAM FORMATION DURING TRAINING

A The success of the 2021 Pld@ta collection depends on the general preparednésglof

officers and ability to execute thdimctions.

A For that reason, effort must be put into the formation of functional teams to enstine that

ultimate goal isachieved.

A The field officers willbe put into teams comprising a Supervisor and a numisswoferators

to work in an SA as part of theining.
A Itis the role of DI Tés to form teams for the

Team Formation

Before team formation for each <cl ass, DI Téds mt
A Find out the total nundy of trainees at the training center
A Find out the total number of trainees per class

A Obtain a Copy of the ENUMILE
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Do o o P o o I To I»

Filter ENUM FILE to find out the number of field officers in each SA

SAl....... 6
SA 2 ¢é5¢é
SA 3 é5¢é
SA 4 ¢é6éé
SA 5 ¢é6é¢é
SA 6 é5¢é
SA 7 é5%¢é
SA 8 ¢é6é¢é
SA 9 é5¢é
SA 10 5¢é¢é
Group
CLASS A (40)
SAl....... 6
SA 2 eéeéé¢
SA 3 ééé
SA 4 ééé
SA 5 ééé
SAS8........... 6
SA 12 ¢é. ¢é
CLASS D (38)
SA21........... 4
SA 23 é¢éé¢
SA 25 ¢é¢éé
SA 26 é¢éé
SA 27 ééé
SA 29 éc¢éée
SA32......... 6

SAbs

SA1l.....eed 5
SA12....nd 6

SA13..... 6
SA14.................. 5
SA1S5..n 6
SAl6................. 4
SAL7. . 6
SA18....coind 6
SAl19.........c.eee b
SA20....ccciinnnn. 5

according

CLASS B (39)

SAG........... 5
SA 7 ¢ééé
SA 9 ¢ééé

SA1l..... 5
SA13.........d 6
SA1l6.......... A
SA19........4

SA28........... 5

SA 30 ééé
SA 31 ééé
SA33 ¢é¢éeé 4
SA 34 ¢ééé
SA 35 ¢éeéé
SA36...........4
SA37........... 4

SA21...iii 4
SA22...ciiiii 6
SA23 . 6
SA24 ... 5
SA25. . 6
SA26...ccceiiiien, 5
SA27 .o, 5
SA28...ccceiiiiinn 5
SA29...cciii, 6
SA30...ccccovnnee. 5

class siz

CLASS C (39)

e

SA 14 ¢éé.
SA 15 ééé
SA 17 ééé
SA 18 ¢é¢éé
SA 20 ¢ééé
SA 22 éée
SA 24 ééé
CLASS F (38)
SA38.........../ 4
SA 39 é¢éé
SA 40 eee
SALl....ccies 5
SA2...cciiees 5
SA3 5. &€
SA4 ... 5
SAS...........4

SA31..n 5
SA32..iiei 6
SA33. e 4
SA34...i.
SA35.. e
SA36...ovieiiieene 4
SA37. i 4
SAS38...cciee 6
SA39....d
SA40......... 4

5

6

6

6

5

6

5

6

4

CONTIGENCIES
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TABLET PREPARATION BEFORE FIELDWORK

Cleaning of the tablets is very essential before the start of fiebdwork hence, IT officers must

pay particular attention to details in order to avoid training data merging with main field data

Concepts and Definitions

A
A
A
A
A
A

Training Data : Data collected during the training of fiedficers

Fieldwork Data: Data collectd during the maitieldwork

Home Screenlt is the start screen on a device or compptegram

Backup Folder: It is a folder which stores copies of data collected during fieldwork
Data Folder: It is a folder which stores data collected durfietdwork

Cache It isacomputercomponenthatmakegetrievingdatafrom thecomputer'snemorymore
efficient. It acts as a temporary storage aredhat the computer's processor can retrieve data

from easily.

Storage It is a menu feature that enables a compigertain data, either temporarily or

permanently

Steps to Clean Tablet after training

1. Switch on the tablet

2. Locate and opeMy
Files/File manager
from the home scree
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3. Locatelocal and Selecinternal Storage

Emeargency calls only - . M
Images Audio Videos
(33) (0} (o)
Documents Archives Apps
{6) (2)

Recents Downloads and favorites Safe
'ed ) {0)

4. Select Android Folder/data/gov.census.cspro.csentry/files

. Alarms

Emergency calls only @
i Files: 0, folders: 0 gency y

Android Categories 2

Files: 0, folders: 1

. DCIM Local Internal storage Android
B Files: 0, folders: 0 —

data
Files: 0, folders: 16

. Download
WSS Files: 0, folders: 0

. Huawei
B Files: 0, folders: 1
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com.huawei.phoneservice
Files: 0, folders: 1

com.touchtype.swiftkey
Files: 0, folders: 1

gov.census.cspro.csentry
' Files: 0, folders: 1

3

5. SelectCSEntry Folder

Local

files

Files: 0, folders! 1

Emergency caks only 10w
Categories Local
Local  Internai storage Android data gov.census.csy

6. Locate and sele@HANA; PHC; 2021 FOLDER

A Categories
Categories
Local roid data
: —- Ghana-PHC-2021
g Adod o
Packages

csentry

5

Files: 1, folders: 2

Files: 1, folders: O

sync.log
Jan 4, 2021, 2:57 PM 1.15 KB

gov.census.cs

6
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7. Press and hold to seleBackup andata
folders

Emorgancy calls only 0 W84 PV
X Selected @
Local QOoV.CENSUS.CEP... files csentry Ghana-PHC-20...

cspro-D3-charts-master
Files: 2. tolders O

= Files: 8, folders 0

EAFacility
Files: 2, folders' 0

TORCToTS 1T

PHCICDE

*  Fllex 2, foldeiw 0

i I . =]

8. Select delete
from the options
displayed

9. Return to the Home Screen, Locate a

10. SelectAppsfrom the options displayed

Open settings
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