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APC-PPS Training Manual – How to do web-based data entry 

1. If for any reason you are unable to access the ODK Collect app and need to complete data 

entry on the web – you need to request a link from the APC-PPS team once you complete 

training. 

 

PLEASE NOTE THAT LINKS ARE UNIQUE TO YOU AND MUST NOT BE SHARED WITH ANYONE ELSE. 

 

2. Each of the three forms (Facility information, Survey Data, Consultation Level Data) will be 

accessed through a separate link. The following shows you what the Consultation Level Data 

form looks like in the web: 

 

 

3. Similarly to the app, you will work your way through the questions and the relevant answer 

box will appear. E.g. if you click on the “Date of consultation” question, a calendar will 

appear for you to select the date. 
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4. Once you get to the end of the form, you need to click “Submit”.  

Please note that you cannot start a form and come back to it, it needs to completed in one go.   

Once you submit a form you will not be able to view it again. 

 

5. If you try and submit a form with errors (e.g. leaving required response blank or entering 

values that are out of range), you will get a pop-up telling you this and these will need to be 

fixed before submitting the form. 
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6. Once you successfully submit a form, you will see the following page.  

 

 

 

 

 

To enter your next Consultation Form you will need reopen the weblink in your internet browser, 

either via copying (Ctrl + C) the link and pasting it (Ctrl + V) into the browser, or via reopening the 

weblink.  

Do not refresh, and do not return to the previous page, as this will cause errors in your submissions.  

 

Remember that the link is unique to YOU and each form will have its own link. Please do not share 

your links with anyone else. Please ensure you are using the correct link for each form.  

 

 

Contacting the APC-PPS team 

If you require help with this instruction manual, please contact the APC-PPS team by emailing us at:  

apc_pps@sgul.ac.uk. Please include Aislinn Cook (aicook@sgul.ac.uk) and Jan Goelen 

(jgoelen@sgul.ac.uk) in your emails.  
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