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Guidance Note
How to use the NEAT+ with KoBo Toolbox

The Nexus Environmental Assessment Tool (NEAT+) is a project-level environmental
assessment/screening tool designed for humanitarian practitioners. The NEAT+ was developed under
the Coordination of Assessments for Environment in Humanitarian Action (Joint Initiative).

The NEAT+ has undergone extensive revisions from desktop and field testing and is ready for further
piloting and use by interested organisations. This guidance note details how organisations can use or test
the NEAT+ using Kobo
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1. How to use the NEAT + online with KoBo Toolbox

1.1 General remarks:

KoBo is a free, secure online platform designed for humanitarian workers and endorsed by the United
Nations Office for the Coordination of Humanitarian Affairs. For more details on the KoBo server, please
visit this page:

https://www.humanitarianresponse.info/en/applications/kobotoolbox

Using the NEAT+ in KoBo will require the setup of a KoBo account and creation of KoBo projects. A KoBo
project is where a particular KoBo questionnaire form is loaded, and any inputted data saved.

In KoBo, the NEAT + is divided in two modules, resulting in two forms into which the user can input data.
The two modules are the 1) Sensitivity Module, which gives a snapshot of the environmental sensitivity
of the area being assessed, and the 2) Activities Module, which provides the user with an analysis of the
impact of the planned humanitarian activities on the environment, and mitigation tips.


https://www.eecentre.org/2017/01/01/the-joint-initiative/
https://www.humanitarianresponse.info/en/applications/kobotoolbox

NEAT +

Nexus Environmental
Assessment Tool August 2019

Using the NEAT + with KoBo necessitates the following steps:

1/ collecting data through the KoBo platform using the two forms mentioned above;

2/ downloading the inputted data on the user’s computer and;

3/ copying and pasting this data into a Microsoft Excel document that will generate the assessment
report.

The KoBo forms for NEAT+ have been split into two separate projects to allow the same sensitivity entry
to be used for activity submissions without the need for duplicate completion of the sensitivity
questionnaire. The below instructions are for testing in the webform. If you would like to test on a mobile
device or tablet, please consult 03.01 Guidance Note - collecting and uploading data in KoBo with
mobile device or tablet.

Using KoBo brings an added value to the NEAT+ as the platform gives the user the opportunity to add
useful types of data such as photos and precise GPS coordinates of the location of the project. Moreover,
KoBo can compile several analyses for one project, allowing a programme officer to gather inputs from
different locations of the same project in one file, and to see the evolution of the situation over time.

For ease of testing Kobo and NEAT+ public KoBo projects for use by anyone have been developed.

NOTE: Users are encouraged to test the KoBo process with the demo version provided below before
using the NEAT+ in operational contexts.

Using the NEAT+ with KoBo has several advantages over only using Excel, however the user needs to
be familiar with the process and the tool to get the most benefit out of the functionalities of KoBo and
the NEAT+.

1.2 Test the JEU demo version
Before using the NEAT + for operational purposes, users are encouraged to test the JEU’s demo version,
especially if they are not familiar with KoBo Toolbox.

To test the NEAT+ with KoBo, you will need the following:
- The data and forms of the demo version links provided below;
- The “06.03 NEAT + (Kobo data entry)” document, provided in the NEAT + toolkit (accessible
and downloadable here: https://www.eecentre.org/resources/neat/ );
- Anactive KoBo account (https://kobo.humanitarianresponse.info)

NOTE: Please only use the demo version for testing purposes and not to assess/screen real
ongoing projects. Data inputted into the demo version is public and stored in the UNEP/OCHA
Joint Environment Unit’s KoBo account.

Step-by-step process:

1. Loginto your KoBo account. If you do not have a KoBo account, please create one on the platform
(https://kobo.humanitarianresponse.info).



https://www.eecentre.org/resources/neat/
https://kobo.humanitarianresponse.info/
https://kobo.humanitarianresponse.info/
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2. Complete the questionnaire in the KoBo form using the following data collection links (using the
Chrome browser is recommended):

NEAT+ environmental sensitivity module Demo Version in KoBo
Questionnaire: https://ee.humanitarianresponse.info /x/#k9psPugw

NEAT+ activity modules Demo Version in KoBo (Shelter, WASH and Food Security &
Livelihoods)
Questionnaire: https://ee.humanitarianresponse.info/x/#WrrlpuuS

You must complete the sensitivity questionnaire. The activity questionnaires are optional. You
can select the language (French or English) of the form. Please note that the results will be in
English. At the end of the questionnaire, please click “submit”. The submission of data can take up
to 5 minutes depending on your internet connection.

If you do not wish to fill in the questionnaire, the JEU has already inputted test data in this
version. As an alternative, you can use this data to test the process. You can then skip this step
and go directly to step 3 to download the data.

3. Once the form has been successfully submitted, download the data from the KoBo server using
the download data links below:

Sensitivity Module Data Download:
https://kobo.humanitarianresponse.info/#/forms/aTdd8LXSXMwnHmz6K8zXxd /data/downl
oads

Activity Modules Data Download:
https://kobo.humanitarianresponse.info/#/forms/azi4nFhxTiPcdtzZv5nQJ]b/data/downloads

You need to download the data in a specific format from the server to be compatible with the
06.03 NEAT + (Kobo data entry) Excel file:

- Select type as “XLS” and “XML values and headers”.

- Do not check the “include groups in headers” box.

- Click “export”

DATA X

Download Data

XLS v XML values and headers v
[ include groups in headers
/

7\
EXPORT

- Once the project has been exported, click on the “download” sign on the right side


https://ee.humanitarianresponse.info/x/#k9psPugw
https://ee.humanitarianresponse.info/x/#Wrr1puuS
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Exports
Type Created Language Include Groups Multiple Versions

XLS Today at 11:00 AM XML No No O

4. The downloaded data will appear in an Excel document. You can find it in the “downloads”
folder of your computer. Open this document, select the whole dataset, and copy and paste it
into the 06.03 NEAT+ (Kobo data entry) document.

If you only downloaded the Sensitivity Module data, please copy and paste it into the second
tab: “Paste Kobo Sensitivity here”;

If you also downloaded the Activity Modules Data, please copy and paste the data in the third
tab: “Paste Kobo activity here”.

The data must be pasted into cell Al of the tab.

5. Once you have downloaded and copied the data correctly, you should be able to select the
nickname of your project in the fourth tab of the 06.03 NEAT+ (Kobo data entry) document:
the Select Project (KoBo) tab. Confirm that the information displayed in the tab matches that
of your inputted KoBo entry.

Please note: this test version is public, hence several lines of inputted data from previous
testers might appear in the downloaded Excel document. This is why you will need to enter
a specific nickname while filling in the form on KoBo and then select this nickname in the
drop-down list of the Select Project (KoBo) tab in the 06.03 NEAT + (Kobo data entry)
document.

If you decided not to fill in the questionnaire and instead to use JEU’s test data, please select
the nickname: JEU demo version

6. View the results of the Sensitivity analysis in the eighth tab: Sensitivity Summary. View the
results of the activity module in the ninth tab for Shelter, tenth tab for WASH and the eleventh
tab for Food Security.

It can take up to 5 minutes for the 06.03 NEAT + (Kobo data entry) document to generate
the analysis
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Environmental Sensitivity Analysis

Assessment of: Test Project 1 Date of Assessment: 12-Jul-18
Assessment completed by: Anthony Liew Location: Barcelona
Organisation ¢ i Joint iati Country: Spain
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Figure 1: Example of an Environmental Sensitivity Analysis report

The NEAT+
Shelter/NFI Module Summary
Shelter (Siting)
sithvity G Environmental | Potential Activity & ||Imul
b I

Sensitivity mpact
The erwironment has high biodiversity value. Yulnerable andior rare flora and favna maw be at risk. | Hich | Mz i, |Medium
The srwircnmenit has & low 19 geNSIatig capacity, 'l‘hoeflccuafdefomstaionalemosignlibﬂ. High High
The erwironment has & low regeneratie capacty, The effects of land and sod degradation are mose significant, Hgh Low Medium
The waber souces may be wilnersble to contaminstion W ster qualty may be an issue. Medium Medivim Medium
Shelter [Design)
Sensitivity Concern Y Environmental

Sensitivity Impact e
Key sensitivity concems
Thete may be high andlor unsusiainable 1ates of exaction of resources from the local ervironment JLow |Hgh [Medium
Other sensitivily concerns
The ervironment has & low regenerative capaciy. The sflects of deforestation aie more significant. High High High
Irdoar air paliution, o sused by poor ventilstion and cockingthe ating. many be an izsue. Low High Medium
Thete is atisk of air pollution Fom nearby activities. Low Hagh Modium
There iz low capaciy o manage solid waste, Environmental sanitation and dize aze vansmission may be an issue. Low High Medium
Shelter [Materials)
Sersitivity G Environmental | Patential Activity [|.EI!1II "

Sensitivity Impact

T —

The srwircrmenit has fragile scosystems. Loss of bicdiversity may be an issue, | (= | Sb-module not sel| Sub-module not
The enuironment has 3 low regenerative capacty, The sffects of deforsztation are more significant. |H-:|h lﬁb—moduhnol seqSub—nowle reod
(Other sensitivity concerns
Disaster v aste maybe an issue. Disastes waste can pose public he akh risks, and impede 1elief o recovery aciviies. | High | Subrmodule niot sel| Sub-module not
Thete may be high andlor unsustainable ates of extraction of resources from the looal erwironment. JLow | Sub-module not sel] Sub-module not

Figure 2: Example of an Activity impacts report

Mitigation tips associated with each issue of concern are also provided in the report, as seen in Figure
3and4.
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Affected Community

Communities interact with the environment on multiple levels, with these interactions having
therefore also have socio-economic consequences. Vulnerable segments of society and the ¢
have unequal capacity for adaptation.

The following has been identified as a potential concem:

3 environmental, as well as social and economic implications. Environmental impacts
ommunity are often disproportionately dependent and affected by the environment, and

Large concentration ant

d/or number of people.

Additional Information

Migitation Tips

A large and/or concentrated population can exceed the capacity of the local
environment to absorb impact coming from the populations. This can lead to
unsustainable pressure and potential permanent or long-term degradation of the
surrounding environment and overconsumption of natural resources. Social issues are
also created when there are high populations competing over limited resources.

» Explore alternative settlements and/or consider relocation of part of the
camp/settlement occupants to another location

#» Plan for sustainable use of resources before setting up any temporary settlement,
especially regarding shelter construction materials, water management and waste
dispaosal

# Plan for intreduction and dissemination of fuel-efficient stoves

# As spon as practical, establish resource user groups to promote sustainable and fair
use of available natural resources

# Plan for community green spaces such as tree covered areas of gardens that provide
shade and a@ sense of community

Figure 3: Example of mitigation tips

Shelter (Design)

- e Environmental | Potential Activity Potential
nvironmen ncern - - -

Sensitivity Impact Environmental Risk

Other environmental concerns

Rates of deforestation may exceed regeneration capabilities. Deforestation may be a risk. Medium Medium Medium

Indoor air pollution, caused by poor ventilation and cooking/heating, may be an issue. High High High

There is a risk of air pollution from nearby activities. High Medium Medium

There is low capacity to manage solid waste. Environmental sanitation and disease tr may be an issue. Hizh Medium Medium

Migitation Tips

comfort and decrease energy consumpticon required for heating or cooling

consumption required for heating or cooling

cooling.

the availability of natural light.

& Rectangular shelters can be orientated with the long side facing the north-south axis to minimize direct sunlight ex posure. The west-facing side has the most intense
sunlight and large windows here should be avoided. Trees, foliage, roofs and awnings can be used to provide passive

# Rectangular shelters can be orientated with the long side facing the east-west axis to maximize direct sunlight expc 2sure. The west-facing side has the most intense sunlight
and large windows improve solar heat gains. Shelter design should improve inhabitant comfort and decrease energy ¢ onsumption required for heating or cooling

& Heawweight materials provide high thermal capacity, keeping heat inside and reducing artificial heating needs. Ma terial-insulated outer walls, roofs and floors provide
additional protection from heat loss. Double pane windows also improve thermal performance. Shelter design should

# Raised floors and high ceilings improve ventilation of heat, and openings in the walls and roofs can be used to expe =l accumulated indoor heat. Doors/windows on opposite
sides of rooms/shelters improve natural draft cooling. Shelter design should improve inhabitant comfort and decrease @ energy consumption required for heating or cooling.

# The shelter should be as air-tight as possible to minimize entry of cold air from outside, particularly around window ¢s and doors. Heaters /stoves should have dedicated
exhausts for ventilation to aveid concerns of indoor air pollution. Shelter design should improve inhabitant comfort ar 1d decrease energy consumption required for heating or

» Sufficient access to outdoor light reduces the need for artifical lighting, and thus reduces potential energy consumpti ion and indoor air pollution. Windows should be
openable, and can include awnings or shutters for protection against direct sunlight or for improved privacy. Considert the proximity of other structures or trees which may limit

& The shelter should be designed with local hazards in mind. Sometimes, multiple hazards may existin an area. Inth e case of reconstruction following a natural disaster, the
build-back-better principle should be observed. Engineering sclutions can reduce vulnerability to future hazards, redu

shading. Shelter design should improve inhabitant

improve inhabitant comfort and decrease energy

cing the likelihood or need for future interventions.

Additional Resources

Quantifying St

ity in the Aftermath of Natural Disasters (QSAND) - Shelter and Community Chapter

Link

QSAND is a self-assessment tool to promote sustainable approaches to relief, recovery and reconstruction after a natt Jral disaster. It consists of various checklists and
benchmarks for achieving environmental sustainahility. This resource covers many different types of humanitarian ac -tivities.

Additional Details/Comments

Figure 4: Example of mitigation tips related to shelter activities
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2. How to create your own project on KoBo and use the NEAT + in

humanitarian contexts

You tested the NEAT + demo version and successfully generated the results? Congratulations, you are
ready to go!

The process of using the NEAT+ in the field will be identical to the testing process, except for the fact that
users need to create a project of their own on KoBo. This way, the inputted data will be stored on the
user’s own KoBo account and not be available to external audiences.

To use NEAT+ in the field, users need the following materials:

An active KoBo account (https://kobo.humanitarianresponse.info/accounts/register/)

The “06.01 NEAT Sensitivity KoBoXLS.xlsx” document, provided in the NEAT + Toolkit,
accessible and downloadable here: https://www.eecentre.org/resources/neat/

The “06.02 NEAT Activity KoBoXLS.xlsx” document, provided in the NEAT + Toolkit, accessible
and downloadable here: https://www.eecentre.org/resources/neat/

The 03.02 NEAT + images, provided in the NEAT + Toolkit, accessible and downloadable here:
https://www.eecentre.org/resources/neat/

The “06.03 NEAT + (Kobo data entry)”

Step-By-Step process:

1.

Create an account on the KoBo website:
https://kobo.humanitarianresponse.info/accounts/register/

Note that you may decide to use one organizational account for NEAT+ analysis in multiple field
locations, alternatively share a deployed KoBo project with other users in your organization, who
use their own KoBo accounts to fill in the data.

Login using your new account credentials to find your main projects page.

Click ‘NEW’ button to begin creating a new project:

0 KoBo Q, Search Projects
@ Deployed

2.1 For Sensitivity Module

4,

Select ‘Upload an XLSForm’ and add the provided '06.01 NEAT Sensitivity KoBoXLS.xlsx’ (Step
1 0of 2)

Enter unique project details and select ‘CREATE PROJECT’ (Step 2 of 2)


https://kobo.humanitarianresponse.info/accounts/register/
https://www.eecentre.org/resources/neat/
https://www.eecentre.org/resources/neat/
https://www.eecentre.org/resources/neat/
https://kobo.humanitarianresponse.info/accounts/register/
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Step 1 Step 2

Create project: Choose a source X Create project: Project details X

NEAT+

Camp Assessment

Humanitarian - Coordination /.. * ~ Myanmar o

%

o
Import an XLSForm via URL B '

CREATE PROJECT

5. Uploading media (for sensitivity module only)

a. To upload media to the form (important for aiding question
responses on questions like soil type), download ’03.02
NEAT+ images.zip’, available in the NEAT + toolkit

b. Extract NEAT images from zip file and save on your Accept Submissions

computer. ﬂ

Click on your project (now found under the deployed menu),

and under ‘SETTINGS’, then ‘Form Settings’, click ‘Add o _

Existing Form Files

Document’ to existing form files.
d. Select all 28 .png images and ‘Upload’. The files should now ‘ e
be visible on the settings page.

e. Click “Save Changes” to complete.

Form Settings

g]

2.2 For Activity Modules

6. Follow steps above, except:
a. Add the provided '06.02 NEAT Activity KoBoXLS.xlsx’ document
b. Enter new project details and select ‘CREATE PROJECT’
c. Do not upload media for the Activity modules
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2.3 Deploying a project

e (lick on your draft project, and then select ‘DEPLOY":

0 KoBo NEAT+

Draft version f @® C}

DEPLOY

2.4 Getting the link for data collection

1. To enable data collection for your project, under the ‘FORM’ menu, and ‘Collect Data’, select
‘Online-Offline (multiple submission)’ from the available options. (This allows data collection
via all methods including android app, ios web form, desktop webform, saved offline files on
ios/android).

2. Select ‘COPY’ to copy and paste the link, or ‘OPEN’ to open directly:

3. If you wish to share the form with other users within your organization, you can send it via the
copied link from this section.

Current version f 104 (}

vl Last Modif Today at 2:04 PM t REDEPLOY

Collect data

2.5 Downloading the data from KoBo

1. Collect data on KoBo using the forms created and submit the results. It can take up to 5 minutes
for the data to be submitted.
2. On the “Summary” tab, click on “downloads”.
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0 KoBo Nexus Environmental Assessment Tool + FR/EN 0
—— x

Description ? Quick Links
Environmental Sensitivity / Sensitivité Environnementale [ Collect data >
&* Share project by
Submissions ¢ Edit form >
<& Preview form >

Past 7 days Past 31 days

Data
No chart data available for current period Reports 5
Table >
& Gallery >
Today - Jul 10,2019 Jul 9,2019 - Jul 3,2019 Total 3
me Map >

3. You need to download the data in a specific format from the server to be compatible with the 06.03
NEAT + (Kobo data entry) Excel file:
Select type as “XLS” and “XML values and headers”.
Do not check the “include groups in headers” box.

: “ »n
Click “export
DATA X
Download Data
XLs v XML values and headers v

D Include groups in headers

!
N
EXPORT

Once the project has been exported, click on the “download” sign on the right side

Exports

Type Created Language Include Groups Multiple Versions

XLS Today at 11:00 AM XML No No 9

10
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2.6

Generating the results

Once you have downloaded the data, the process to generate the results is the same as when testing the
JEU demo version, starting at step 4. (p. 3 of this document).

3. Troubleshooting

If the automatic analysis is not working as intended, please review these instructions and ensure that all
steps are carefully followed. Common issues include:

Downloading the data from the KoBo server in an incorrect format. Ensure you use the advanced
downloads option, selecting the “xIs” and “xml values and headers” options.

Not copying or pasting the data correctly. You need to copy all the data from the downloaded
excel file including the headers (i.e. “select all”) and paste it into the correct tab in the analysis
excel file, beginning from the top left-hand corner (cell A1).

The project has not been selected in the “Select Project (Kobo)” tab in the analysis excel file.
Your Excel settings may not be set to calculate results automatically. You can force a manual
calculation by pressing F9 in the Excel interface.

You have not saved the analysis Excel file onto your computer. An Excel file opened directly from
an email attachment has limited memory to compute the analysis and may timeout.

The questionnaire Excel tabs in the analysis file will not update with the inputs from the KoBo
data entry. You need to skip these tabs and proceed directly to the summary tabs.

If the summary is showing unexpected results, you can review the raw data in the “view data in
table” function in the KoBo project link to ensure that data was inputted accurately.

If there are discrepancies between the inputted data in the Sensitivity and Activity modules
(different replies chosen for a similar question), the underlying NEAT+ assessment logic will be
disrupted and the analysis results may not show correctly. Revisit the chosen answers to see if
this is the case.

For additional technical support using the NEAT+, please contact the UN Environment/OCHA Joint Unit:
ochaunep@un.org

11
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