Annex 1: How to Enter Activities and Indicator Results in the New VRF 3.1
How to Add or Update Activities and Indicator Results
Each Reporting Period, Volunteers should report new activities and relevant indicator results, as well as update any ongoing activities to report new results.
Adding a New Activity:  
1. Go to the Activities tab in the VRF.
2. Click the + Add a New Activity button. 
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3. Select a Start Date and enter an End Date, if known. If an activity is ongoing, then either enter an anticipated end date or leave blank until complete.
4. Enter a Description that provides enough detail so staff, stakeholders, and other Volunteers can understand, replicate, and learn from your efforts. Enter a Title that will easily identify the activity to you, staff, and other stakeholders. 
5. Click the green Next button to proceed to the Activity Questions tab and continue to complete the questions as they appear.
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Specific Notes for the Activity Questions Tab:
-Peace Corps Goal One-
	If your activity contributes to Goal One, select a relevant work area or Project that your activity supported. When no work area or project is applicable, proceed to the next questions and/or tabs (i.e., when the activity falls outside of your primary assignment, but contributes to a CSPP or initiative at post). (See Figure 3)
	The Partnerships section helps post identify which of their partners are collaborating with Volunteers and identify new potential partners. If you collaborated with an organization to implement the activity, select the name of the organization from the dropdown list or enter a new organization to share with post. (See Figure 3)
Figure 3
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-CSPP/Initiatives >-
	Indicate which, if any, of the Peace Corps’ six Cross-Sector Programming Priority (CSPP) areas or current Peace Corps Initiatives that your activity supported. Respond to any additional questions that appear.
-Participants >-
	Report the number of individuals participating in the described activity by sex and age. Report any Service Providers who provided direct training, education, or services during the activity. When applicable, report Organization(s) whose capacity was strengthened or Communities whose development was the focus of the activity.
-Other Questions >-
	Respond to the questions that staff have included in your VRF to collect post-specific data about this activity. 
-Objectives >-
	Select the appropriate Objective(s) that your activity supported. The objectives on the table are associated with the Project(s) you selected on the Activity Questions tab. Hover over the question mark -?-   to see the full objective statement. (See Figure 4)



Figure 4
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--Peace Corps Goal Two-
	If your activity contributes to Goal Two select “Yes.” Additional questions will then appear to answer. You will not be asked project-related or CSPP/Initiative questions unless you also indicate the activity supported Peace Corps Goal One, but you should report on the-Participants involved and respond to any relevant Other Questions.
-Peace Corps Goal Three-
	If your activity contributes to Goal Three select “Yes.” Additional questions will then appear to answer. You will not be asked project-related or CSPP/Initiative questions unless you also indicate the activity supported Peace Corps Goal One, you may report on the Participants-involved, if applicable, and respond to any relevant Other Questions.

Note: Repeat the steps above for each activity you are reporting for this reporting period before moving to the Indicators tab.

Updating Ongoing Activities:
1. Click on the linked activity title on the Activities tab to open the entry. 
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2. Update the End Date, if known.
3. Update any new participant numbers on the Participants-tab and any relevant Other Questions.
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Entering Indicator Results:  
After entering all of your activities, you will go to the Indicators tab to report on the relevant indicators (both output and outcome) associated with the activities carried out during the reporting period.
1. Click on the Indicators tab. 
2. The indicators that appear in the table are based on the objectives, CSPPs, and/or Initiatives you selected when entering your activities. To filter the indicators by the reasons they appear in the table, select the reason (e.g. All Reasons, Primary Project, Other Project, or CSPPs/Initiatives) from the dropdown box. The search box can also be used to find a specific indicator. You do not need to report on every indicator that appears, but should only report on the ones relevant to the Activities that you reported. 
3. To select a relevant indicator, click on the hyperlinked indicator code [image: ] in the Indicator Code column to report the results or progress towards this indicator from all the relevant activities conducted in the reporting period that were entered in the Activities tab.
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4. Select the activities that contributed to this indicator during this reporting period. You must select at least one activity before you can report any results.How to Prevent Double Counting?
Double-counting can occur in two ways:
· Counting the same individual who attends different activities that are reported against the same indicator. 
· Counting the same individual as having achieved an indicator in different reporting periods (an individual can only be counted once towards the same indicator).
Count unique subjects only once per indicator. The same subject can only be reported once, even if they participated in more than one activity related to the indicator.  If a subject was counted in a previous reporting period, they should not be included in the count for subsequent reporting periods for that indicator. Only enter additional or new subjects that have since joined, or resulted from, the activity and/or achieved the indicator’s outcome. To prevent double-counting you will need to use simple data collections tools to help track the indicator results of all of your activities both between reporting periods and across activities.


5. [bookmark: _GoBack]For Output Indicators: Enter the output, or total number of subjects that directly resulted from the activities entered for this reporting period or are additions to the subjects previously reported for any ongoing activities. If the same subject (individual) participated in more than one activity they should only be counted once towards the output indicator. 
For Outcome Indicators: Enter the outcome, or total number that achieved the outcome of this indicator as a result of all the activities you have reported to date. Note: If you have previously reported outcomes for this indicator in an earlier reporting period, only report additional results.  If the same individual achieved the outcome in two different activities they should only be counted once.
6. Answer additional questions as applicable. Note: If an indicator has follow-up questions, the questions will appear below the table where you enter the total number of unique subjects.
Note: For ongoing activities, update the indicator results reported on the Indicators tab, entering only new results since the last Reporting Period. New results will combine with previous results to display a new grand total.
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