Instructions on using the Stakeholder Analysis Support Tool
Anil Graves 22 June 2007

These instructions show you how to manage a stakeholder list, add attributes to the stakeholders, build a social network, undertake analyses and view results using the Stakeholder Analysis Support Tool.  You can go to various parts of this document from the Contents box by holding down “control” and “left-clicking” the mouse or pointer device.  You can come back to the contents page by doing the same with the “Back to contents” text in the Instructions section.  Of course, you could also opt to print it out!
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You are very welcome to try out all the steps.  However, if you don’t have time, it would be great if you could at least do steps 1-4.  Also, if you have any suggestions, please tell me about them.  If you want any help, you can contact me on +44 (0) 1234 750111 (ext. 2727).  The tool was developed using Excel 2003, so you will probably need to use this version, or a later version of Excel.  

Note:  The main thing you need to do is make sure you save your changes regularly, especially when you change from one stakeholder to the next. 
	1.
	The “Stakeholder Home” page and the “Switchboard” screen
	(Back to contents)
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	When you open the file, it should automatically open the “Stakeholder Home” worksheet and the “Switchboard” screen should appear.  If you cannot open the file, you may need to reset your Excel security levels (See Section 7: trouble-shooting).
You can use the “Switchboard” screen to open any other screen in the “Stakeholder Analyser” tool.  You can always get back to the “Switchboard” screen by opening the “Stakeholder Home” worksheet.  This is useful if you accidentally close a screen but want to re-open it.  

Click on the List Manager button in the “Switchboard” screen.  

This opens the “Stakeholder plot” chart and the “List Manager” screen.

	
	
	

	2.
	Add and delete stakeholders
	(Back to contents)
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	I have already entered the stakeholders from the Iskar test site who might have an ‘interest’ or ‘influence’ in reducing water demand in Sofia. Information on each stakeholder can be found in the Excel sheet ‘SAS tool scenario’ on the CD-ROM.  They are lined up down the “Interest” axis, so that you do not need to enter them.  However, please Delete them if you think they should not be included and Add any that you think should be there.  When you add a new stakeholder, click on Save to make the new stakeholder visible.  The new stakeholder should then be visible at the origin of the graph.  
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	You can select a stakeholder in the list by clicking and selecting the stakeholder from the drop-down list.  The stakeholder tag will become pink to show you where your stakeholder is on the interest vs. influence grid.  
Make sure you save your changes using the Save button, before selecting another stakeholder.  Otherwise you will lose what you have done!  


	
	
	

	3.
	Plot stakeholders in the “Influence/Interest” grid.  
	(Back to contents)
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	When you want to plot the position of the stakeholder in the “Influence/Interest” grid, click on Plot.

Select a stakeholder from the drop-down box (red arrow) and then use the scroll bars (blue arrows) to locate the stakeholder in the “Influence/Interest” grid.  

	
	Thinking about stakeholder Influence and Interest
	

	
	 SHAPE  \* MERGEFORMAT 



	The “Influence/Interest” grid is used to locate stakeholders according to the degree of interest they have in an issue and according to the degree of power they have over that issue.  

In our case, to locate a given stakeholder on the “Interest” access, we must ask ourselves:

· How interested is this stakeholder in reducing water demand in Sofia?  For example, would the stakeholder be affected if water shortages occurred in the future due to drought?  What activities do they undertake to show that they have an interest?
To locate the same stakeholder on the “Influence” axis, we must ask ourselves:

· How much influence does this stakeholder have over reducing domestic demand in Sofia?  For example, what is their control over water abstraction, the amount of money they have, their control over legislation, policy, and investment decisions etc.  



	
	Justifying stakeholder Influence and Interest levels
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	You can store text data to justify the stakeholder “Influence” and “Interest” by clicking on the Grouping tab.  
Opening the tab gives the stakeholders score (out of 10) and their groups (key player, context setter, subject, and crowd) according to the position you have plotted for them in the “Influence/Interest” grid.  

Don’t forget to save what you do with the Save button before going to a new stakeholder!  

	
	
	

	4.
	Entering attributes for the stakeholders (Ecosystem functions)
	(Back to contents)
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	For each stakeholder it will be useful if you could enter the “Function” and the “Attitude” of the stakeholder in relation to reducing domestic water demand
You can enter the “Functions” and “Sub-functions” using the drop-down boxes in the Function tab.  You can also provide a longer description of the function.  
Don’t forget to save what you do with the Save button before going to a new stakeholder!  Otherwise you will lose what you have done!  

	
	
	

	
	Entering attributes for the stakeholders (Attitude)
	(Back to contents)

	
	[image: image28.jpg]


 
[image: image9]
	You can enter the “Attitude” of the stakeholder to reducing domestic water demand by clicking on the Attributes tab.  
Don’t forget to save what you do with the Save button before going to a new stakeholder!   

	
	
	

	
	
	

	5
	Create a social network for social network analysis
	(Back to contents)
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	You can enter links between stakeholders and conduct a centrality analysis to find out which stakeholders holds key positions within the network that you establish.  

Click on Centrality on the “Switchboard” screen.  

Use the “Select stakeholder” list box (red arrow) to select the stakeholder you want to establish links from.  Use the “Select new link” list box (green arrow) to select the stakeholder you want to establish links to.  The stakeholders that are linked will be added to the “Existing links” list box (green arrow).  

If you want to delete a link to a particular stakeholder, highlight the stakeholder in the “Existing links” list box and then click Delete.  
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	Links to a particular stakeholder are also shown by the arrows on the “Influence/Interest” grid.  Click Out to show links going out of your stakeholder (blue arrows).  Click In to show links in to your stakeholder (red arrows).  Click Both to see links going both in and out from you stakeholder.  

You can check the “Show all levels” check box to show first, second, and third order links out from your selected stakeholder.  Clicking 2nd-band links and 3rd-band links shows the same information in pop-up boxes.  
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	To run the centrality analysis, click Run analysis.  This brings up the results for the particular stakeholder you have highlighted in the “Select stakeholder” list box.  However, it is more meaningful to view the results in context (See Section 6: Looking at results)

	
	
	

	6.
	Look at results
	(Back to contents)
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	From the “Switchboard”, you can look at a variety of results in tabular and graphical form using the Attitudes, Classifier, Centrality, Map Links, and Descriptive Statistics buttons. 



	
	
	

	
	Mapping “Attributes”
	(Back to contents)
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	Clicking on Attitudes in the “Switchboard” opens the “Paint Attributes” screen.  You can use this to look at the distribution of the stakeholders in the “Influence/Interest” grid according to their ecosystem function and their attitude to the problem being examined.  

You may see important patterns in the distribution of the stakeholders in the “Influence/Interest” grid, for example, do stakeholders with a high level of “Influence” also have a negative attitude?  Alternatively, do “Habitat” stakeholders have low levels of “Influence”.  

	
	
	

	
	Tabulating “key players”, “context setters”, “subject” and the “crowd”
	(Back to contents)
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	Clicking on Classifier in the “Switchboard” opens the “Stakeholder Analysis” screen.  Select a classification from the drop down list and then click Extract data to see which of your stakeholders are “key players”, “context setters”, “subject” and “crowd”.  Use Paste all to store the classification for later export.  

These groupings are important, because they allow you to find out which stakeholders are likely to have a bearing on the outcome of the issue at stake.  

	
	
	

	
	Visual display of the results of the social network analysis
	(Back to contents)
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	Clicking on Classifier in the “Switchboard” opens the “UserForm1” screen.  You can map the network up to three levels for each stakeholder by highlighting them in the “Select stakeholder” list box; you can also map the whole network by clicking Draw whole network.  

You can map different types of centrality using the three option buttons (Need to write more about this later).  The relative size of the yellow markers represents the relative importance of the stakeholder according to the type of centrality that you have selected with the option buttons.  

You can also delete the network and reset the marker size using Delete network and Reset markers.  

	
	
	

	
	Graphic representation of the stakeholder Influence and Interest scores
	(Back to contents)
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	Clicking on Descriptive statistics in the “Switchboard” opens the “Summary statistics” screen.  

You can graph the mean “Influence” and “Interest” of the stakeholders according to their ecosystems functions and their position in the “Influence/Interest” grid by clicking on the toggle button (red arrow).  You can also add error bars to show the standard error of the mean or the standard deviation of each group by selecting the appropriate option button and then clicking the toggle button to graph either “Influence” or “Interest”.  



	
	
	

	7.
	Trouble shooting:  Opening the Stakeholder Analyser file in Excel
	(Back to contents)
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	If you cannot open the file for security reasons, you may need to reset the security level of your version of Excel.  Before opening the stakeholder file:

1.  Go to Tools , then Macros, then  Security
2.  This should open the “Security” screen
4.  In the Security screen, select the Security level tab.

4.  In the Security Level tab, click the Medium option button; then press the OK command button 

Now try and open the Stakeholder Analyser.  When the "Security Warning" screen comes up, click on the "Enable Macros" button.  Hopefully that does the trick!  

You should get the “Switchboard” screen as shown in Step 2.
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