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Agenda

This step-by-step guide to ESoP data entry in the DATIM Tracker 
Capture Application covers the following topics:

1. Data Entry Overview

2. ESoP Data Entry Forms

3. Good Data Entry Practices

4. Accessing and Navigating the DATIM Tracker Capture App

5. Adding, Completing, and Saving the ESoP Data Entry Forms

6. Filtering and Viewing Evaluations

7. Support
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Data Entry Overview

• SRE data is reported by Interagency and/or Agency users, who enter 
the data directly into DATIM via the Tracker Capture app.

• Data Entry is open twice a year during Q2 and Q4.

• ESOP Data Entry consists of 4 required forms:

1. Enrollment Form (formerly Evaluation Inventory)

2. Planning Form

3. Semi-Annual Status Updates (formerly Quarterly Status 
Updates)

4. Adherence Checklist
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Enrollment Form and Planning Form

1. Enrollment Form:

• Purpose: Follows the logic of the SRE tool and includes similar data 
on the approved evaluation (e.g. mech info, evaluation 
title/questions/type, target population, technical area, health 
outcome, implementing agency, POC, PI, and approved budget).

• Timeframe: Completed in Q2 after COP approval. Agency users will 
confirm all approved evaluations are entered into Tracker.

2. Planning Form:

• Purpose: Provides additional info on evaluation progress, current FY 
budget, planned data collection dates, and planned end of 
evaluation

• Timeframe: Ideally completed with enrollment form in Q2. Can be 
completed in Q4 to allow further discussion of evaluation plans.
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Semi-Annual Status Update and Adherence Checklist

3. Semi-Annual Status Update:

• Purpose: Provides data on expenditures, updated data collection 
timeline, and current evaluation stage and progress.

• Timeframe: Every 6 months after enrollment and planning form are 
completed (every Q2 and Q4) until evaluation completion.

4. Adherence Checklist: 

• Purpose: The final form provides the final evaluation date, title, 
reviewer, publicly available report, and assesses the evaluation’s 
adherence to the 11 Evaluation Standards of Practice.

• Timeframe: This form is completed once the evaluation report has 
been completed and reviewed by the Implementing Agency.
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Good Data Entry Practices

• Review Reference Guide for ESOP data fields ahead of data entry in 
Tracker.

• Review User’s Guide.

• Ensure DATIM account is active.

• Do not enter test or dummy data entries.

• SGAC does not advise that users rely on the Event Reports app to 
pull or view ESOP data.
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ESoP Data Entry Tracker User Guide

• This training follows the ESoP Data Entry Tracker User Guide available 
via DATIM Support (datim.Zendesk.com).

(PEPFAR Guidance > Evaluation Stands of Practice (ESoP) > ESoP Data 
Entry Tracker User Guide)

https://datim.zendesk.com/hc/en-us/articles/360049963032-ESOP-Data-Entry-Tracker-User-Guide-
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Accessing DATIM and the Tracker Capture App

Step 1: Log in to DATIM (datim.org). Submit a request for a new ESoP 
user account via register.datim.org.

Step 2: Select Apps menu > Tracker Capture to access the registration 
and data entry page: 
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Navigating Tracker Capture

Step 3: Select the program Evaluation SOP: 

Step 4: For ongoing evaluations, search for and select the evaluation 
event you want to edit, which will take you to the evaluation’s 
dashboard.
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Registering New Evaluations

Step 5: For new evaluations, select Register and complete the ESOP 
Enrollment Form: 

Required elements include:

1. OU and Report date

2. TEI UID

3. USG Agency funding evaluation

4. Is the evaluation conducted in 
multiple countries?

5. Countries where evaluation is 
being conducted

6. Fiscal year approved

7. Expected budget

8. Cooperative agreement or 
contract-level?

9. Mech ID

10. Award #

And so on…! 
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Saving New Evaluations

Step 6: To register another evaluation, select Save and add new at the 
end of the form. 

If you do not have another new evaluation, select Save and continue to 
move to the evaluation’s dashboard. 

NOTE: You must complete all required fields to save the form.
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Viewing and Editing New Evaluations

Step 7: From the evaluation’s dashboard, you can view your evaluation 
info. To edit your Enrollment form, click Profile > Edit > Save.
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Adding the Planning Form

Step 8: To add the Planning form, click Timeline Data Entry >          plus 
sign button > Add and Save the form. 

NOTE: You must complete all required fields to save the form.
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Completing the Planning Form

Step 9: Complete the Planning event form once per fiscal year.

Elements include:

1. Fiscal year and reporting 
period the planning form is 
being created

2. Fiscal year the evaluation 
was approved

3. Approved current fiscal year 
budget

4. Out-year budget

5. Funded through COP or 
HOP?

6. Current evaluation progress

And so on…! 
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Saving the Planning Form

Step 10: Click Complete to save the form. After clicking Complete, 
select Complete again to stay in the dashboard or Complete and exit to 
return to the registration and data entry page: 

NOTE: You must complete all required fields to save the form. If you do not click 
Complete, the data will not be saved and made available for generating reports in 
the Event Reports app. 
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Adding the Semi-Annual Status Update Form

Step 11: To add the Semi-Annual Status Update form, click Timeline 
Data Entry > Add > Save.



PUBLIC \ INTERNAL

17

Completing the Semi-Annual Status Update Form

Step 12: Complete the Semi-annual status update form 2x per fiscal 
year.

Elements include:

1. Fiscal year and reporting period 
of status update

2. Do any of the most recently 
completed status update 
responses need to be updated?

3. Current evaluation stage

4. Current evaluation progress

5. Start date of data collection

6. End date of data collection

And so on…! 
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Saving the Semi-Annual Status Update Form

Step 13: Click Complete to save the form. After clicking Complete, 
select Complete again to stay in the dashboard or Complete and exit to 
return to the registration and data entry page: 

NOTE: You must complete all required fields to save the form.
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Adding the Adherence Checklist Form

Step 14: Upon reporting the conclusion of your evaluation in the Semi-
Annual Status Update form, the Adherence Checklist event form will 
appear. To add the Adherence Checklist form, click Timeline Data Entry > 
New Event > Add > Save.
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Completing the Adherence Checklist Form

Step 15: Complete the Adherence Checklist form once at the conclusion 
of your evaluation.

Elements include:

1. Fiscal year and reporting 
period of status update

2. Final evaluation title in 
English

3. Date evaluation report 
approved by agency

4. Reviewer agency

5. Reviewer name

And so on…! 
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Saving the Adherence Checklist Form

Step 16: You must complete all required fields to save the form. Once 
you click Complete, you will no longer be able to edit the event form.
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Custom Working List

The Custom Working List filters evaluations by Enrollment Status, TEI 
UID, etc.

• Step 1: After selecting the program Evaluation SOP, the Custom working 
list button is directly below the program name.

• Step 2: From the drop-down, choose filters that apply to your search.
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Custom Working List

• Step 3: Scroll to the bottom of the list and click on the Search button. A list 
of relevant evaluations will be returned:

• NOTE: You must manually type in the answers to any fields that show 
Please Select while we fix the issue with the dropdowns:
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Viewing Evaluations

SRE Dashboard

• The SRE dashboard allows Agency users to quickly access new data 
submitted during the current FY across the 4 ESOP data entry forms.

• The SRE dashboard shows the total completed evaluations in a FY 
and adherence to the 11 PEPFAR Evaluation SOPs.

• Access the SRE dashboards in DATIM via the Dashboard app.



PUBLIC \ INTERNAL

25

Support

• For programmatic questions, please email SGAC_SI@state.gov. 

• For systems issues and data changes, please submit a helpdesk 
ticket to DATIM Support (datim.Zendesk.com).

mailto:SGAC_SI@state.gov
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Thank you!


