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ACRONYMS 

AAOR  Alternative Agreement Officer’s Representative 

ACOR  Alternative Contracting Officer’s Representative 

AOR  Agreement Officer’s Representative 

ADS   Automated Directives System  

COR  Contracting Officer’s Representative  

IP  Implementing Partner 

PPR   Performance, Plan and Report  

PRS  Performance Reporting System 
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INTRODUCTION  

WHAT IS MONITOR?  

Monitor is an automated M&E reporting system that follows the Automated Directives System (ADS) 

200 series program cycle in an electronic format. The purpose of the system is to minimize the 

dependency on paper, to increase efficiency, and to improve efficacy of reporting. 

 

Monitor succeeds the Performance Reporting System (PRS), USAID Nigeria’s previous ADS 200 

software. Monitor offers more features, greater ease of use, and improved data insights. 

ABOUT THIS GUIDE 

The purpose of this guide is to serve as a complete reference to using Monitor as an implementing 

partner. For assistance with administrative functions, please reference the Monitor Administrator Guide. 

 

This guide will be frequently updated following the release of new features and improvements to 

Monitor. For the most recent version, please use your web browser to navigate to log into Monitor (see 

the login instructions in the next section) and visit the Support section. 
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ACCESSING AND LOGGING INTO MONITOR 

HOW TO ACCESS MONITOR  

Monitor can be reached by opening your web browser and navigating to 

https://usaidnigeriaprs.com/monitor/sign_in.  

 

For best results, we recommend modern web browsers such as Google Chrome, Mozilla Firefox, Safari, 

or Microsoft Edge. Monitor does not support older web browsers such as Microsoft Internet Explorer 9 

and earlier. 

LOGGING INTO MONITOR 

Monitor access is restricted to USAID Nigeria and its associated organizations, such as implementing 

partners (IPs) and other contractors contracted organizations. In order to log in to Monitor, you must 

have a preassigned user account. If you have logged into PRS previously and that account is still active, 

then you can log in to Monitor with the same credentials. 

CREATING AN ACCOUNT 

USAID and IP administrators typically request access and onboarding for new IPs and their users. If you 

do not have an account and feel you need access to Monitor, please reach out to your supervisor and 

have them contact DevTech at support@devtechsys.com. We will need to gather information to 

confirm your identity and role within the organization. 

 

Once the account is made, you will receive an 

email with your username and a link to set 

your password. The password link will expire 

after 6 hours. If you are unable to follow the 

link and time and find that it has expired, 

please reach out to support@devtechsys.com. 

 

The link will take you to a page that looks like 

Figure 1.  

 

Enter your desired password in the first box 

and again in the confirmation box. Keep in 

mind that the password must meet the following complexity requirements: 

 

• At least 6 characters long. 

• Contain at least 3 of the following: 

− An uppercase letter 

− A lowercase letter 

− A number [0-9] 

FIGURE 1. MONITOR LOGIN PASSWORD PAGE 

https://usaidnigeriaprs.com/monitor/sign_in
mailto:support@devtechsys.com
mailto:support@devtechsys.com
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− A symbol or punctuation mark (such as: !, @, or &) 

• It is also strongly recommended that you create a unique password that you do not use for any other 

websites or applications. 

If your password and password confirmation match, and the password you entered is sufficiently long 

and complex, it will then take you to the login page where you can follow the instructions in the next 

section. If not, Monitor will let you know why your password was not approved and give you another 

opportunity to correct the issues. 

LOGGING IN WITH NEW ACCOUNT 

To log into an existing account, first navigate to https://usaidnigeriaprs.com/monitor/sign_in and you will 

be greeted with the login screen seen below: 

 

 
FIGURE 2. MONITOR LOGIN PAGE 

 

Simply enter your username and password you previously created and click LOGIN. If successful, you 

will be taken to the home page. If not, Monitor will let you know why your login attempt failed and you 

will be able to try again. 

 

If you’re unable to log in and know your account is valid, please follow the instructions on resetting your 

password in the next section. 

 

 

 

 

https://usaidnigeriaprs.com/monitor/sign_in
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RESETTING YOUR PASSWORD 

If you’re having trouble logging in, try 

resetting your password. You can use the 

Forgot Password link below the login 

button. 

 

This will take you to a screen where you 

can enter your username or email. Enter 

either into the text box and click RESET 

PASSWORD. If your username or email 

exists in our system, you will receive a 

link with instructions to reset your 

password, which is identical to the 

process outlined in the account creation 

section. 

 

  

FIGURE 3. MONITOR PASSWORD RESET PAGE 
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HOME PAGE 

Upon logging in, you’ll be greeted with the Home section, which is the index to the rest of the site: 

 

 
FIGURE 4. MONITOR DASHBOARD PAGE 

 

Here you see the navigation sidebar on the left, which also exists on 

every page of the site, and some larger buttons that link to most of 

these pages with deeper explanations of what they do. 

 

 

 

 

 

Note that on this page (and any other) you can collapse the navigation 

sidebar to make more room for the rest of the contents: 

 

 

 

 

 

 

FIGURE 5. MONITOR NAVIGATION SIDE BAR 
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USING THE DASHBOARD 

The dashboard is Monitor’s utility for quickly finding information (including yearly and quarterly 

performance) on Activities and Indicators for your organization. 

 

All sections within the dashboard have the same two bars along the top. One is for navigation, and the 

other is for filtering by dates: 

 

FIGURE 6. MONITOR MODULES AND SUBMODULES 

 

The navigation bar allows you to access the various modules and submodules within the Dashboard: 

 

• Activity (Summary) 

− Activity Detail Screen 

o Indicator Detail Screen (for specific Activity) 

• Indicator (Summary) 

− Indicator Detail Screen 

• Development Objective 

• Indicator Comparisons 

• Performance, Plan, and Report (PPR) 

Below the navigation bar is where you can select the fiscal year and individual quarters (where 

applicable) you’d like to see when viewing performance data on activities and indicators. Please note that 

changing any of these settings will persist onto other parts of the dashboard. For example, selecting 

2018 and leaving only Q1 checked will filter by that reporting period when navigating into individual 

indicators, to the PPR screen, etc. 

 

Depending on the page, you may also see an additional, small navigation tree to go back to parent 

modules: 

 

 
FIGURE 7. MONITOR ACTIVITY SUMMARY TAB 
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ACTIVITY SUMMARY 

 

FIGURE 8. MONITOR ACTIVITY DASHBOARD PAGE 

 

The Activity Summary screen displays overall achievement statistics and links to view more detailed 

information about all of the activities your organization is involved in. It contains several components: 

 

1. Filters to find activities by Contracting Officer’s Representative (COR), Alternate COR 

(ACOR), Agreement Officer’s Representative (AOR), Alternate AOR (AAOR) and teams. 

2. A button to clear all filters. 

3. A pie chart with overall reporting levels for all of your organization’s activities for the selected 

reporting period(s). 

4. A pie chart showing achievement level (how actual results compare to targets) for your 

organization for the selected reporting period(s). 

5. A list of your organization’s activities, with their individual reporting level and achievement 

status. Clicking on an Activity name will take you to its Activity Detail page. 

a. All columns can be sorted alphabetically by clicking on the column titles (such as activity 

name or activity long name). 

b. All columns can be filtered or searched by typing into the boxes above the column titles. 

c. If you have permission within your organization, you may also edit some aspects of 

these activities with the edit activity link in the last column. 
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ACTIVITY DETAIL 

 
FIGURE 9. MONITOR ACTIVITY DASHBOARD PAGE IN DETAIL 

The Activity Detail page shows detailed information about individual activities. It has several 

components: 

 

1. A dropdown to change activities without navigating back to the Activity Summary page. 

2. Details about the Activity, it’s implementing partner(s), and contacts. 

3. Overall performance information for that fiscal year, which is the average achievement (target vs 

actuals reported) of all indicators in the Activity. Not all indicators have valid achievement levels 

(for example, if the indicator did not have any targets set). The methodology used to determine 

this, as well as the number of indicators excluded, is described to the right of the total 

achievement percentage. 

4. A pie chart showing what percentage of indicators fell under different achievement categories 

for that fiscal year. These include being on target, underachieving, overachieving, and more. 

5. A list of indicators that belong to this activity. Clicking on an indicator name will take you to its 

detail page (see section INDICATOR DETAIL PAGE) 

a. All columns can be sorted alphabetically by clicking on the column titles (such as activity 

name or activity long name). 

b. All columns can be filtered or searched by typing into the boxes above the column titles. 
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INDICATOR SUMMARY PAGE 

 

The Indicator Summary page lists all indicators your organization has access to. It has several 

components: 

 

1. A series of filter dropdowns that allow you to filter through program objectives, areas, element, 

and sub-elements. 

a. Note that redundant filters are hidden, so you’ll have to select each filter sequentially to 

reveal the next. 

2. A CLEAR FILTER button on the right resets all filters. 

3. A list of indicators your organization has access to, along with performance data by fiscal year. 

Clicking on an indicator name will take you to its detail page (see the next section). 

a. All columns can be sorted alphabetically by clicking on the column titles (such as activity 

name or activity long name. 

b. All columns can be filtered or searched by typing into the boxes above the column titles. 

 

 

FIGURE 10. MONITOR INDICATOR DASHBOARD PAGE 
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INDICATOR DETAIL PAGE 

 

The Indicator Detail page contains a wide variety of indicator performance data and options to visualize 

it. This section will go through the various components of the page. 

INDICATOR DETAIL AND FILTERING 

At the top of the page you’ll find some controls to filter the performance data as well as details about 

the selected indicator. As on the other dashboard pages, there is a dropdown to select FISCAL YEAR 

and checkboxes to select one or more REVIEW PERIODS.  

 

Toward the upper right, view the Last Updated date for this Indicator. 

 

 
FIGURE 12. INDICATOR FILTERING 

 

1. A dropdown showing the currently selected indicator. You can use this to switch indicators, 

if desired. 

FIGURE 11. MONITOR INDICATOR PAGE IN DETAIL 
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2. A dropdown showing the currently selected activity. If your organization is involved in more 

than one activity for a particular indicator, you can choose to show all data or only data for a 

single activity. 

3. A dropdown for selecting a disaggregation for grouping data. For example, the default 

selection is Activities, which will show all data for the selected indicator and fiscal year broken 

down by activity. (There will only be one group if you only have access to one activity for this 

indicator in the selected year.) Click on the box under “SELECTED DISAGGREGATION:” 

to see other available disaggregation. Sex is another common disaggregation. Select Sex in this 

dropdown to see all of the data for this indicator in the selected fiscal year grouped by Male and 

Female.  

ABOUT THIS INDICATOR 

 
FIGURE 13. ABOUT THIS INDICATOR PAGE 

 

Immediately below the filters is a panel summarizing key information about this indicator: Indicator Title, 

Definition, Number, Reporting Period, Unit of Measure (Num, Dollars, Percent), Calculation Type (Sum, 

Average, Percent, et cetera).  

 

Click on the “View All Details” button for even more, including: 

• Indicator Source (Standard or custom indicator) 

• All Implementing Partners (within your account permissions) contributing to this Indicator  

• Program Objective 

• Framework/Hierarchy level (such as Program Element) 

• Indicator Level (usually OUTPUT) 

INDICATOR PERFORMANCE 

Several performance Panels appear below the “About this Indicator” panel, first overall performance for 

this indicator with charts visually separating disaggregated groups (depending on your selection above). 
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FIGURE 14. INDICATOR PERFORMANCE BAR CHARTS1 

INDICATOR PERFORMANCE: This is a stacked bar chart where the x-axis is reporting period (default 

is quarterly) and the y-axis is the disaggregation selected at the top of the page. Select “Annual” and 

dropdowns for start and end year will appear.  A table below the bar chart also summarizes the data 

numerically. Rows are disaggregates and columns are reporting periods. 

ACTIVITY / DISAGGREGATION COMPARISON: To the right of the Indicator Performance panel is 

an Activity or Disaggregation (depending on your selection above) Comparison panel. Select a chart 

type (Pie, Bar, Spider, Line) and, for some disaggregation types, a start and end year. Again, there is also 

a table below the chart showing the data numerically, rows are disaggregates. 

DISAGGREGATION GROUP PANELS: Immediately below the overall performance panel will be 

more specific panels for each disaggregation group (Per activity, for example). 

To the left on each panel is another bar chart with a y-axis of raw numbers for the given disaggregate 

and x-axis for reporting periods. If targets are available, they will also appear as bars immediately next to 

their corresponding actuals for comparison. Optionally, a cumulative line graph for actuals is 

superimposed. Beneath the chart is a table with columns by reporting period and a row for Annual 

Target, Cumulative Actual, Actual, Baseline, and Percent Achieved. Beneath this table is a comments 

table where any data rationales will appear. To the right on each panel is an Indicator Map showing 

geographical disbursement of actual data, when available. 

                                                

 

 

1 Download any graphic chart or map on this page by clicking on the arrow logo in the upper right corner of the panel. 
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DEVELOPMENT OBJECTIVE 

 
FIGURE 15. MONITOR DEVELOPMENT OBJECTIVE DASHBOARD PAGE 

The Development Objective page lets you find and summarize indicator data by development objective. 

It has several components: 

1. A dropdown to select the development objective. The page does not have a development 

objective selected by default, so there will be no data displayed until you make a selection. 

2. Overall performance information for that fiscal year, which is the average achievement (target vs 

actuals reported) of all indicators belonging to the development objective. Not all indicators 

have valid achievement levels (for example, if the indicator did not have any targets set). The 

methodology used to determine this, as well as the number of indicators excluded, is described 

below the total achievement percentage. 

3. A pie chart showing what percentage of indicators fell under different achievement categories 

for that fiscal year. These include being on target, underachieving, overachieving, and more. 

4. A list of indicators belonging to this development objective. Clicking on an indicator name will 

take you to its detail page. 

a. All columns can be sorted alphabetically by clicking on the column titles (such as activity 

name or activity long name. 

b. All columns can be filtered or searched by typing into the boxes above the column titles. 
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INDICATOR COMPARISONS 

The indicator comparisons page allows you to select different indicators for comparison or select the 

same indicator to visualize differences between disaggregation elements. 

 

 
FIGURE 16. INDICATOR COMPARISONS 

 

Once you select an indicator, it will show the same panels from the Indicator Detail page covered 

previously. 
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DATA ENTRY 

One of the key features of Monitor for USAID IPs is the ability to enter targets, actuals, baselines, and 

other information against their activities. 

OVERVIEW OF THE DATA ENTRY PROCESS 

Performance data (including targets and actuals) is entered against indicators, typically in quarterly or 

annual reporting periods during pre-determined time windows called entry periods. Data must then be 

certified by USAID, who may reject data or request clarification. 

 

The process for data being entered throughout the fiscal year follows this timeline: 

 

1. USAID will determine an entry period for entering targets for the entire fiscal year and notify 

IPs. USAID distributes this information to IPs, but all entry periods will also be visible in the 

upcoming Overview page in the Data Entry section of Monitor. 

2. IPs have to enter quarterly or annual target data for all of their activities for the entire fiscal year 

(so all quarters, if the indicator has quarterly reporting) before the deadline. If any targets need 

to be added after the deadline ends, the IP will need to reach out to USAID to request an 

extension. 

3. USAID will certify these targets within 15 days of the deadline ending and offer IPs a chance to 

rectify changes if they reject any. 

4. Throughout the fiscal year USAID will announce entry periods for actuals, either four quarterly 

entry periods for indicators with quarterly reporting or one at the end of the year for annual 

indicators. These entry period(s) work the same way as targets. Where applicable, a rationale 

will have to be entered if actual results differ from targets by more than 10% in either direction. 

5. USAID will certify the actuals within 15 days of each entry period ending and offer IPs a chance 

to rectify changes if they reject any. 

ENTERING DATA IN MONITOR 

Data entry in Monitor all happens in the Data Entry section, which is linked to on the Home page and 

the side navigation bar. If you have the side navigation bar minimized, just look for the calculator icon. 

When you first enter the Data Entry section, you will be on the Actuals Entry page, but can switch to 

targets or baselines via the top navigation bar: 

 

 
            FIGURE 17. MONITOR DATA ENTRY TAB 

ENTERING TARGETS AND ACTUALS 

Target and actuals entry work the same way in Monitor. 

 

This is what the actuals entry page looks like when you have an indicator selected: 
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      FIGURE 18. MONITOR REPORTING DASHBOARD 

 

6. The top navigation bar allows you to switch to target and baseline entry. 

7. There are 3 dropdowns that allow you to select the activity, year, and reporting period you 

want to enter data for. You can only select activities, years, and reporting periods that 

are open for data entry or certification. 

8. Once you select the activity, year, and reporting period you will see a list of indicators for the 

selected activity on the left. You can scroll through and select the one you want to enter data 

against. Most indicator names are too long to be fully visible. If you need to see the full indicator 

name, simply hover your mouse over one and a small tooltip will display the full name after a 

second or two. 

9. Once an indicator is selected, you will see the area to enter data. This area has multiple 

components: 

a. Dropdowns to specify state, LGA, and district for the actuals you are entering. 

i. Many IPs and indicators do not track data with this level of geographic 

specificity, entering targets and actuals as national figures. Some indicators also 

track data in specific geographical regions via disaggregation elements instead of 

these dropdowns. Please check the PIRS of the indicator if you’re uncertain 

which to use. 

ii. Please note that selecting any combination of state, LGA, and district requires 

you to click save and/or submit separately. So, submitting data against Edo and 
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the FCT means you’ll select Edo, enter data and click submit, then select FCT, 

enter data, and submit again. 

b. The full name of the indicator. Please make sure you have the right indicator selected. 

Some indicator names are similar, with subtle but crucial distinctions. 

c. For each disaggregation group (such as SEX, NON_DISAGGREGATED_TOTAL, 

TYPE_OF_PRODUCER, etc.) there will be an area to enter data against each 

disaggregation element (such as MALE, FEMALE, etc.). Please fill each disaggregation 

element with the data your organization has produced. 

i. Some indicators use percentage-based reporting. In this case, you will be able to 

enter a numerator and denominator. 

ii. Any elements left blank will be assumed to be zero, so you do not have to fill in 

all elements for the larger geographical disaggregation groups, for example. 

d. The rationale box is for comments on the data being submitted. Comments are 

currently required for all targets and actuals. In the future, they will only be required for 

actuals when targets are missing or off by more than 10% in either direction. 

e. There is a SAVE button to save data before it is finalized. If you save and return to the 

page at a later date your data will still be filled in but will not be submitted to USAID for 

certification yet. 

f. Once your data is finalized, you can click SUBMIT to submit the data to USAID. 

SUBMITTING BASELINES 

Baselines represent the pre-intervention state of whatever an indicator tracks and are entered once per 

IP for each indicator (ideally before the development effort begins). 

 

To enter a baseline, select Baselines Input from the top navigation bar in the data entry section. You’ll 

see this screen: 

 

 
FIGURE 19. MONITOR REPORTING BASELINES DASHBOARD 
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Select an activity and the year you want to enter the baseline against. Then you will be able to select the 

indicator and enter baselines for that year. You must enter a baseline for each disaggregation element 

for every disaggregation group specified in that indicator’s PIRS. Entering a rationale is optional. 

 

Note that you can resubmit baselines and submit baselines for indicators that your organization has 

already started development efforts against, but a history is available to USAID to see any revisions. 
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ACTIVITY MONITORING, EVALUATION AND LEARNING PLAN 

This area of the site allows you to create AMELP documents dynamically using custom or standard 

sections that automatically populate the table of contents, adding targets and indicators, and submitting 

the final document right from your screen. Upon clicking AMELP from the sidebar, the first page you see 

will be a list of all AMELP documents for your organization. You may click on any column heading to list 

them in order of that column: Activity Name, Implementing Partner Name, Last Updated, Status (In 

progress, pending approval, et cetera). You may also edit one of these documents by clicking “edit 

document”, or you may create a new AMELP document with the ADD DOCUMENT button. 

ADDING DOCUMENTS 

1. Click the blue ADD DOCUMENT button. 

2. A pop-up will appear with a SELECT ACTIVITY dropdown. Click the box to reveal your 

choices and then click on the activity you wish to select. 

3. Click Add+. 

4. The pop-up will close, and your new document will appear in the list with your selected Activity, 

its associated IP, today’s date, and In Progress as the status.  

EDITING DOCUMENTS 

Click the “edit document” link in the row for the AMELP document you wish to edit. Here you can 

change the activity beginning and end dates, add and edit document sections, and add Standard or 

Custom indicators to this AMELP. 

EDIT SECTIONS 

1. You can open an existing section for editing either through the Document Sections dropdown 

or through the links in the table of contents below.  

2. In most document sections, the options for editing will remind you of your favorite word 

processor. You can stylize the text, add charts, images, and videos, etc.  

3. Scroll down and click the Submit Section button to close this window and return to your 

document in progress. You can still edit your section at any time.  

ADD SECTIONS 

1. Click Add Custom Section next to the “Table of Contents” header  

2. A pop-up allows you to enter a section name, select a location in the Table of Contents where 

you wish it to appear (Before, After, ….) in relation to your selection in Document Sections.  

3. Click Save  

ADD STANDARD INDICATORS 

1. Click the gray Add Standard Indicators button 

2. You will see a list of all standard indicators already associated with this AMELP, if any. 
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3. Click on the rectangle below SELECT STANDARD INDICATOR to reveal all standard 

indicators. You may click on multiple indicators to add all of them at once.  

4. Click save. 

REMOVE STANDARD INDICATORS  

1. Click the gray Add Standard Indicators button 

2. You will see a list of all standard indicators already associated with this AMELP, if any. 

3. To remove an indicator from this AMELP, click on the red circle under delete in the row for the 

indicator you wish to remove.  

ADD CUSTOM INDICATORS 

SUBMIT AMELP 

Once your sections are complete and indicators selected, click the Submit AMELP button to submit 

your document for review.  
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LIBRARY 

After clicking Library on the sidebar, you will see a list of all documents your organization has access to 

(aside from AMELP. See Above), such as uploaded DQAs, PIRS. 

BROWSING THE LIBRARY 

 
FIGURE 20. MONITOR LIBRARY DASHBOARD 

 

The library initially shows all the documents you have access to. There are several ways to filter and 

interact with the files: 

 

1. Along the top there are a series of filters you can use to find documents easier. 

2. You can clear the filter with the CLEAR FILTER button on the top right. 

3. The documents pane lists the documents. You can click Previous and Next to navigate 

between pages. 

a. The button in the top-right brings you to the upload window (see below). 

b. The buttons along the right of each document let you download, edit, and delete 

documents, respectively. 
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UPLOADING AND EDITING FILES 

Clicking either the upload or edit buttons (on an existing document) shows roughly the same window: 

 

 
FIGURE 21. UPLOADING DOCUMENTS TO THE LIBRARY 

 

To upload a file, follow these steps: 

 

1. Select Choose a file and browse your computer for the file you want to upload. This should be 

a document, like a PDF or Word file. 

2. Choose the fiscal year this file belongs to. 

3. Choose a category from the following: PIRS, Evaluation, Special Studies, Quarterly Reports, or 

Annual Reports. 

4. (Optional) Choose a reporting period, if applicable. 

5. (Optional) Choose the Activity, if applicable. 

6. (Optional) Choose the indicator, if applicable. 

7. Enter a description of the file. 

8. Click SUBMIT. 

 

To edit a file, click the edit icon and update the relevant fields before clicking SUBMIT. (You may not 

have permission to edit certain files, so the edit icon may not appear.) 
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COMMUNICATION 
In this section, you may compose and schedule one time or recurring emails to all users in a selected 

team and/or of a particular role. 

USING THE COMMUNICATION MODULE  

 
FIGURE 22. MONITOR COMMUNICATIONS PAGE 

1. Select a team from the dropdown or leave the default All to send to all teams. 

2. Select user roles. You may select more than one, but you must select at least one role of user 

to send an email to.  

3. Type a subject line. This will be the first text all recipients see in their inbox before they open 

your email. 

4. Type an email body. This is the main text of the email that will be sent to all users within the 

filters you selected. 

5. Under REPEATS select a frequency with which this email should be sent. Default is a one-time 

email to the group (non-recurring). You may choose to send this email Daily, Weekly, Monthly, 

Quarterly, or Annually.  

6. Select a Send At date. 

7. If recurring, select a Send Until date.  

8. Click Schedule Message. 

9. Your email will be sent to the group you selected, and information about the email will appear 

on your screen. Click the right-facing arrow to view a full list of recipients as well as the subject 

and body of your email.  
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                 FIGURE 23. SUBMITTING A TICKET IN MONITOR PAGE 

 

If you haven’t found your answer here, please send an email to our technical support team.  

1. Click on Support Ticket in the sidebar 

2. Describe your issue in detail; the page you were on and task you were trying to complete, any 

errors you saw, and browser are all useful but not required. More detail in this page will lead to 

quicker resolution of your error or answer to your question.  

3. Click SUBMIT. 

 

 


