SPI4
for Opportunity International
Reporting
STEP BY STEP

SPI4 assesses the ability of an institution to achieve its
social mission. It is an audit tool that allows MFIs to assess
their practices against the Universal Standards of Social
Performance Management. It is also the SPM reporting tool
that Opportunity International requires of its members to
complete and submit on a quarterly basis.
The SPM Champion will be responsible for completing and
submitting SPI4 to the Opportunity International SPM team
on a regular (quarterly) basis. Completing the tool may
require, for example, interviews with different department
heads, and may have someone other than the SPM
Champion filling in the tool. Ultimately however, it is the
responsibility of the SPM Champion for completing and
submitting SPI4.
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WELCOME PAGE

BEFORE STARTING: Enable editing…
- Click on Enable Editing in the top yellow bar

BEFORE STARTING: Activate the macros…
- Click on Enable Content in the top yellow bar

BEFORE STARTING: Activate the macros…
- Alternatively, click on Options
- Select Enable content for the session
- Click on OK

… and select your language:
- Click on
on top of the Welcome Page, and choose
your language from the list

1. Indicate your contact
information as well as the type
of assessment.
Authorization
In return for use of the tool, CERISE requests
FIs to share results, so we can build
benchmarks, provide users with a peergroup analysis. In the past, the vast majority
of FIs shared their results, unless it was
purely test or light self-assessment with
little effort made to have solid results.
If you do NOT agree to share the
information with CERISE on a confidential
basis, you have to tick the box.
If you do NOT agree to share the
information with the MIX, you have to tick
the box. If you agree, CERISE will send the
report to have your social profile updated
on the MIX.

2. Adapt to your mission focus
By default, the core
questionnaire (Universal
Standards, client protection,
results) is selected.
You may choose:
• Additional focus: you can add indicators
related to Poverty, Rural, Gender and
Green.
• Note: Poverty and Rural lenses are still
under construction as of February 2015
(version 1.2.0).

Once the relevant lens(es) are
selected, click on the button on
the bottom of the section to setup the questionnaire.

3. … and/or choose an external
reporting option
•

Select the option Opportunity
International Partner.

Click on the button on the
bottom of the section to set-up
the questionnaire.
You will see a message box
confirming that the tool has been
setup for Opportunity
International reporting. Click OK.

4. Import from other tools:
You can upload the scores of Smart
Assessments, data from the MIX
(profile update and annual form)
or ADA/BRS Microfinance
Factsheet to pre-fill the related
sections in SPI4.
Click on the relevant button and
follow instructions.

Note: MIX and ADA/BRS Factsheet
import functionality are still under
development as of February 2015
(version 1.2.0).

The right part of the Welcome Page allows you to navigate
in the tool.
5. Fill in the information – click on these buttons to go to:
• Organization Information: profile data and indicators on
the results.
• Questionnaire: indicators on the practices from the
Universal standards and optional lenses.
6. See the results – click on these buttons to see the different
reports generated based on information provided in the
Organization Information and Questionnaire:
• The Social Dashboard has additional tables and graphs
depending on the lenses.
• The Green Index and SPI3 report are fully generated if you
have selected the respective lenses.
Opportunity International Partner – click on this button to go to:
• Opportunity Input Page: profile data and indicators for OI
reporting.
• Opportunity Dashboard: results for OI reporting.
• Management and Board Report: results for internal OI
partner reporting.

ORGANIZATION INFORMATION

The Results Indicators section gathers operational data, in
volume and numbers.
Please note that all cells in blue are automatically
calculated based on your inputs in the white cells (see
example below).
Click on Tip! for
definitions
and
explanations

The blue points in the margin indicate the
data points that need to be filled-in to
generate the Social Dashboard

The ORGANIZATION INFORMATION section includes:
• General Information on your institution, with key data
to enable peer group analysis, based on MIX groups. The
Monetary context is provided thanks to a database from
the World Bank with data until 2013.
• Social Objectives to detail your social mission and key
social objectives. Note that the MIX advise to select a
maximum of 5 objectives in the list.

• Target Market to detail your main target clients. Note
that the MIX advise to select a maximum of 3 targets in
the list.
• Organization which aims at clarifying your institution’s
governance structure, distribution of branches, and staff
composition.

The ORGANIZATION INFORMATION section includes:
• Products and Services to detail the various financial and
non-financial products and services offered to your
clients.
Note: for the number of clients for the following, a rough
estimate is sufficient:
– Enterprise services (row 120)
– Education services (row 127)
– Health services (row 132)
– Women’s empowerment services (row 138)

• Clients to detail the client composition of your
institution.
Note: for the number of voluntary savers (rows 148153), include BC savers (if applicable).

The ORGANIZATION INFORMATION section includes:
• Portfolio Composition to provide details on your loan
portfolio, deposits portfolio if your institution offers
savings and information on the loan pricing.
• The APR button / link will lead you to the APR Estimation
tool (see following slide)
• Financial Information to provide the main financial
ratios for the reporting year.
• Optional Lenses which may appear at the bottom of the
page should you have selected the corresponding lenses
in the Welcome Page.

• If needed for loan pricing, you can go to the APR estimation
module to estimate your average Annual Percentage Rate.
• More precise guidance on this module is available here.

QUESTIONNAIRE

The upper part of the questionnaire provides you with quick links
to jump from one dimension to another, and direct access to the
available reports.
It also features a progress tracking system (in red below) that tells
you how many indicators you have already completed.

SPI4 is divided in 5 different levels:
The questionnaire is organized into six different dimensions. This is the highest level.
Standards are simple definitions of what the institution should achieve.
Essential Practices are the management practices that the institution must implement in order
to meet the standard.
One or more indicators per Essential Practice, which an institution can use to assess whether it
has implemented the practice. If there is no detail level underneath, your input will be at this
level.
If the Indicator level is too general and needs additional information, those additional subindicators will be indicated under Detail. In this case, your input will be at the Detail level.

If your input is required at the Indicator level:
• For each indicator, select the relevant answer by clicking on
– Select Yes if you are formally and totally implementing this practice in your
organization.
– Select Partially if you are implementing only part of the practice, or if this is
not formalized.
– Select No if you are not implementing this practice at all.

Please note that for a small number of indicators, you will also be able
to select n/a as an answer.
n/a can only be selected if the corresponding indicator does not apply
at all to the institution.
In the example below : you may choose n/a in the case where there is
no credit bureau in the country and the organization does not use
group lending.

If your input is required at the Detail level:
• For each detail point, select the relevant answer by clicking on
– Select Yes if this aspect is valid for your organization
– Select No if this aspect is not implemented

Under a small number of detail points, further input may
be required.
• Add an x where relevant

On the right side of the questionnaire, a column allows you to give more
insight on how your organization implements the corresponding practice,
provide comments and clarifications. This information is crucial for an
accurate analysis of the indicator and should be completed as much as
possible: example, reference to documents, details, or, on the contrary,
missing information, lack of confidence that explain a “no” answer.

REPORTS

With the data provided in the
Organization Information
section, a Social Dashboard is
automatically generated.
This Dashboard visually
represents key social
indicators and ratios.
This Dashboard allows you to
track key social performance
indicators to communicate
internally (e.g. SPM
committee, Board) or with
external partners (e.g.
investors, networks) using a
common language.

Based on your answers
in the questionnaire,
two reports on the
Universal Standards are
automatically
generated.
The first report gives a
score out of 100 for all
Dimensions, Standards
and Essential Practices.

Note: TBD indicates that a particular Essential Practice (and therefore
its relevant Standard and Dimension) has not been answered.
Standards and Dimensions require all component Essential Practices to
be answered in order for a score to be generated.

The second report on the Universal Standards presents
results graphically.

To encourage transparency and
reduce reporting burden, SPI4 also
generates a MIX Report based on
data from the Organization
Information and the Questionnaire.
This report is fully aligned with
current MIX indicators, and can thus
be used to facilitate your SP
reporting to the MIX Market.
You can send your SPI4 to CERISE
with authorization to share with the
MIX and the report will be shared
with MIX for updating your profile.
Soon, an automatic reporting will
allow complete connection between
SPI4 and the Mix Reporting Express.

SPI4 also generates two Smart Assessment reports based on your input in the
questionnaire.
The scoring methodology is the same as the one used in the Smart Campaign
Getting Started Questionnaire and Certification framework.
The first report details in a table the score your institution got for each standard.

The second report
displays a radar graph
presenting a full picture
for client protection, as
well as the graphs for
each of the 7 principles.

If you initially selected the SPI3 reporting option, a specific SPI3 report
allows you to see your results based on the SPI 3.3 scoring method.

If you initially selected the Green lens and filled in
this dimension in the questionnaire, you will have a
Green Index Report.

Opportunity Input Page

FILL IN THE OPPORTUNITY INPUT
PAGE
Make sure to have already filled in
the Organization Information page,
as some of this input information
will be used to automatically fill in
some of the cells on the
Opportunity Input Page.
•

•

From the Welcome Page, click on the
Opportunity International Partner button.
Note: this button will not work if you have
not completed step “3- … AND/OR
CHOOSE AN EXTERNAL REPORTING
OPTION” on the Welcome Page.

You will then be brought to the Opportunity Input Page

- Fill in the white cells in the Answers column (column Q).
- For any additional information, use the Comments &
clarifications column (column R).

NOTES AND TIPS:
•

Name of SPM champion (row 7): this is the name of the principal person in the
organisation responsible for SPM (e.g. the Transformation Manager). This will
not necessarily be the same person who is filling out this template (whose
details are already contained on the Welcome Page).

•

SPM Champion comments (rows 12-17): please provide up to four comments.
Example 1, “We’re developing our client exit survey to improve our
understanding of client satisfaction”. Example 2, “We are still underperforming
our female outreach target of 80% but are focussing efforts on achieving this”.

NOTES AND TIPS:
•

Social Targets (rows 33-38): please detail any specific social targets here. Note
that broader development objectives were provided in Organization
Information (rows 26-40).

•

Population poverty levels (rows 44-47): country poverty levels can be found at
the Poverty and Inequality Database of The World Bank. However, in some
cases, where available, it may be more appropriate to provide state-level
poverty levels, e.g. in India. If data other than country-level poverty is provided,
please provide details in the “Comments & clarifications” column.

NOTES AND TIPS:
•

Specific client outreach targets (rows 48-62): please add any specific targets
expressed in percentage of clients. For example, if your organisation targets
female outreach of at least 80% of total clients, then select “Yes” for female
clients (row 55) and enter “80%” for the specific target (row 56). We recognise
that organisations may target specific client groups but not extend this into
explicit targets. In such cases please leave blank (note that this will show as 0%
targets on the dashboards).

NOTES AND TIPS:
•

Tools used to measure outreach (rows 63-79): Other tools may be, for example,
loan application form or client outreach survey.

NOTES AND TIPS:
•

Service range (rows 104-109): if a service is offered both directly and via a third
party, please select the option “Yes – Offered Directly”, and add “Offered both
directly and via third party” in “Comments & clarifications”.
– Banking correspondents (row 105): if banking correspondent services are offered,
please select the option “Yes – Via Third Party”. Otherwise please select “No”.

•

Active clients (rows 110-116): please provide the total number of active clients
with each of the services listed, if applicable.
– Saving accounts (row 111): this should exclude dormant accounts, however please
include your definition in “Comments & clarifications”.
– Remittance services (row 116): please include your definition in “Comments &
clarifications”.

NOTES AND TIPS:
•

Retention Rates (rows 126-130):
– Client retention rate should be provided for a 12 month period and calculated as:
(Number of borrowers at end of period) / (Number of borrowers at beginning of
period + Number of new borrowers in the period)
– Staff turnover should be provided for a 12 month period and calculated as:
(Number of staff that left during the period) / ((Number of staff at beginning of
period + Number of staff at end of period)/2)

NOTES AND TIPS:
• Client Outreach (rows 136-157): relates to the Client Outreach Surveys
undertaken and is an aggregation of all new client surveys (e.g. loan, savings)
made during the last survey period, which in general will be one quarter.
– Jobs created (row 157) should be defined as the number of paid part-time or fulltime employees. Payment in cash as well as in kind qualifies.

NOTES AND TIPS:
• Client Transformation (rows 158-190): relates to the Client Transformation and
Satisfaction Surveys undertaken and is an aggregation of all surveys (e.g. new,
existing, loan, savings) made during the last survey period, e.g. one year.

NOTES AND TIPS:
• Further Key Indicators (rows 191-201): where key indicators for your
organisation asked in either of the Client Outreach or Client Transformation and
Satisfaction Surveys are not covered in the above sections, please specify both
the aggregate questions and answers here.

Opportunity Dashboard

- Click on the Opportunity Dashboard button at the top of the Opportunity
Input Page.

- The Opportunity Dashboard is generated from the information you have
provided.

Customise the dashboard…
Users are able to select which education indicator is shown on the report,
according to what is asked in their survey:
- To the right of the report, in cell AQ6, choose the relevant school
attendance indicator, from the drop down list provided.

-

Note: please only choose an indicator related to school attendance, i.e.

•
•
•
•
•

Of clients who have school aged (7-12) children, % which have children (7-12) who attend
school regularly;
Of clients who have female school aged (7-12) children, % which have female children (712) who attend school;
Of clients who have school aged (13-18) children, % which have children (13-18) who
attend school regularly;
Of clients who have female school aged (13-18) children, % which have female children
(13-18) who attend school;
OR a partner specific question that refers to school attendance.

To print…
You can print out the report directly to a printer, or save a soft copy in pdf
format.
To save in pdf format:
- Click on the Save as PDF button (top left of the report).
- This will save a pdf version of the report in the same folder as that in
which the SPI4 tool you are working from is saved.

You can also navigate to the Welcome Page, Opportunity Input Page or
Management and Board Report from the buttons on the top left of the
page.

Management and Board Report

- From the Opportunity Input Page, or the Opportunity Dashboard, click on
the Management and Board Report button at the top of the page.

- This will bring you to a report generated from the information you have
provided, designed to be able to be used for management and Board
reporting. It is similar to the Opportunity Dashboard, however it contains
some more detailed information such as “SPM recent activities”.

Customise the dashboard…
Users are able to select which key survey indicators are shown on the
report:
- To the right of the report, in column AQ, choose the 8 indicators you
want shown on the report, from the drop down lists provided.

To print…
You can print out the report directly to a printer, or save a soft copy in pdf
format.
To save in pdf format:
- Click on the Save as PDF button (top left of the report).
- This will save a pdf version of the report in the same folder as that in
which the SPI4 tool you are working from is saved.

You can also navigate to the Welcome Page, Opportunity Input Page or
Opportunity Dashboard from the buttons on the top left of the page.

Need further assistance ?
Please contact:
Nicole Wong
spm@opportunity.org.au

SPI4 was developed by CERISE. For more
information visit:
www.cerise-spi4.org

