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Introduction

Activity info is an online database that allows you to store data on defined indicators. It allows humanitarian
organizations to access, manage, map and analyze indicators, and thus to monitor humanitarian projects.
It was developed to simplify reporting and enable real-time needs identification. It has a very simple
interface and has the advantage to geo-locate interventions.

Activityinfo — through the URL syrianrefugeeresponse.org — has been successfully used for the RRP6 2014
Planning, for Monitoring and Reporting against the RRP6, and for planning the inter-agency component of
the Regional Refugee and Resilience Plan (3RP) for 2015. Data from Activityinfo was used for the refugee
pillar of the JRP Needs Assessment and the main JRP paper.

Reporting on the JRP is managed by the Ministry of Planning and International Cooperation (MOPIC)
through the JRP Task Forces, and remains the authoritative source for M&E on the JRP.

Complementary to the JRP structures, and based on agreement by the heads of UN agencies and INGOs
at the Inter-Agency Task Force (IATF), in 2015 Activityinfo will continue to be used to monitor
achievements of humanitarian organizations programming to the benefit of Syrian refugees in Jordan. The
primary purpose is to facilitate day-to-day operational coordination in support of camp and urban
coordination structures, and of the seven refugee sectors — Basic Needs, Education, Food Security, Health,
Protection, Shelter and Wash — and for partners’ own programming decisions.

NB the Activityinfo JOR-2015-Monitor database is primarily for the refugee response, rather than for
resilience activities. The latter are under the responsibility of UNDP and separate processes are underway
in this regard.

l. START ACTIVITYINFO
To start the program, type the following web address https://www.syrianrefugeeresponse.org/

Syrian Refugee Response Tracking

A web-based platform for betier centralisation, mapping & analysis of Humanitarian Activities in Jordan
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You can log-in by clicking Log In.

You must first submit a request for invitation to access the database. If you do not have a username
and password, please email the UNHCR Coordination Team, or through your Sector Chair.

Contacts for Log-ins or to access the new database with your existing log-in:

Maya Logo, Associate Coordination Officer, Logo@unhcr.org (Protection and Education)
Angeliki Panagoulia, Associate Coordination Officer, panagoul@unhcr.org (NFls and Cash)
Alex Tyler, Snr Inter-Agency Coordinator, tyler@unhcr.org (Shelter and WASH)

Kaleem ur Rehman, rehmank@unhcr.org (Food Security and Health)

An invitation will then be sent to you, and then you can create your password. In general, the system
works best on Google Chrome.

When you are connected, you will have the following view:

. FUNCTIONS OF ACTIVITY INFO

= C' & https://www.syrianrefugeeresponse.org/#dashboard

Syria Refugee Response | Dashboard Data Entry Reports Design
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Activitylnfo has four main functions:

- Dashboard

- Data Entry

- Generate Reports (charts, maps, pivot tables and custom reports)
- Design database

This guide will focus on the Data Entry tab. The other functions concern the design phase of the database
which have already been implemented. A separate document will be developed on Reports.

111, DATAENTRY TAB

Reporting against 2015 indicators should be made by partners once a month — by the 8" of each month
covering the achievements of the month before. This will be validated by Sector chairs, including by going
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checking the data reported by partners for errors and accuracy. The UNHCR Coordination team will then
generate a series of products, including tracking of monthly achievements and 4ws, at national and sub-
national levels.

The indicators and structure used in Activityinfo reflects that agreed by each sector in preparation for
2015 planning. For a breakdown of the hierarchy of objectives, outputs and indicators, please see the
Annex.

All indicators have been structured under their relevant sectors, by Objective and Output. Each Output has
aunique set of indicators. If an organization is working on more than one sector, objective or output,
reporting should be made separately under all of these activity tabs (i.e. indicators).

Once logged in, click on the DATA ENTRY tab. From this point on, every time you need to report, please
always click on ‘JOR-2015-Monitor’ database on the left side of your screen.

IMPORTANT:
e If your organization is reporting on more than one activity, you will be required to enter data
multiple times.

e Reporting is geo-located, so if your activity has been in multiple governorates/districts under the
same sector/objective/output, you will need to enter multiple times. For the camps, e.g. Zaatari,
reporting can either be at ‘camp’ or ‘district’ level, of which Zaatari has 12 districts.

e You should report on activities you have implemented, including for those appealed for a UN
agency or another NGO under the original 3RP appeal database (see JOR-3RP-Plan database, or for
the visualization: http://data.unhcr.org/jordan/3rp/. Exceptions can be made, based on agreement
between the appealing and implementing partners, and may be necessary when the partner is a
government entity. The main purpose is to give sufficient visibility to partners for the work they
have done, and to prevent double reporting.

¢ You should fill your activities in the same hierarchy of Sector, Objective, Output, under which they
were recorded under the JOR-3RP-Plan.

To begin entering data, click on Data Entry. Then click on JOR-2015-Monitor to access the different sectors.

The next level (yellow folders) corresponds with the 2015 Sectors by Objective.



JORDAN REFUGEE RESPONSE- 2015 ACTIVITY-INFO STEP-BY-STEP MONITORING GUIDE

(@ sescresne N ™

€ < C | @ hupsy/www.syrianrefugeeresponse.org/#data-entry

Syria Refugee Response Dashboard | Data Entry  Reports  Deslgn

Alter M- Momter - LProvision of urgent cash assitance
Form -|0M~:|H¢'\e v 0 M Sutessos 0t Q3 Oees [ gen B Bopont I Pt UsmiFarm | ] Pubieh 1o webale
JOR201 8- Morkior =1 Fartrer SyrfefeaplaRt  Govemonate fregion Dtz Subsstrct Mehugee Camps  Camp Dssen
L ‘o"'*"“s"‘"\ L Lima Bari by Wb Harth Bars Obard Bani Dbayd
[ BAsC NEEDS 1Bas P~
[ BaZat NEEDS{I Secial Pr 8 Oessbai &y Saf A Sak
L DU 1pc 3 15 10 R
i
L EDU Gl Frommssen || *
3
i EDLINMCE copachy tz e B '
: 0
[ EDUCapac by ol Edut 3
5 FOODAR T eenn s PO | | @ Liwa
i FooDarppromes s N
{J Foonargy I ’ [ :.I;ldlubrdJ Jarmh Merth Cansbat Jarsh  Jwash
;_.'FGODM.(-I‘,.MDME
£ FOODAR.T5Loc ol e once [ Ha
] FOODAR S Pastorsl Live [ ¥
G Hest G 9 sAc Goveen . _amean Caral
L PriSer codenyTersa | swe=es 2015 Sector /Objective
[ FLTHEintegrated Comm 8 ’ MG A Gowemorale  Afen Mty
.
[ L Trd e Hestn Syuie )‘ ' ACTED Cortal
1 MUHICIRAL imgraved & (8 JORDIZ
) MUHICIPAL T s i-econ (| | PULAAS Liwa Mk Amean Ceriral Marka Marks
3 wuHicmaLRsergman M| | iy
£ MUICPAL S ara T ;: § oRC :FHT\I'EMH Amean Caral
Clacragmeea il o o Zarse Goveena . Zarca Cerasl
(- PROT]Redges Right F 8 JORM2
. X
U PROTCommenty Emec || @ i Liwa Gasaben Magana Cormnl Oossem Mscsba  Masaba
(] PROTINSGEY Preventor | G ecisansd
(I PROTHICKS Proteston [ § ciRE Azraq Cy Zags Corarsi Znrgs Gossbeh  AlAzrag
# : JOROI2002004
e D A2 Taflah Chy Tafien South Gossoat & Toflar 2 Tafinn
] PROTE M Atce (Restere 3 i ' e :
£ SRS AN - Acra Ciy Inta Ceriral Znioa Qanabet M AZIBG
it 4 Paga ofl &

[ SHLT{UranMural ideg
L] SHLTIErvironment

Syria Refugee Response

€« — C & nttpsy//www.syrianrefugeeresponse.org/#data-entry/

Syria Refugee Response Dashboard | Data Entry | Reports Design

Filter 1%/ | _| J0R-2014-Meniter - 1.Provision of urgent cash assistance
Forms =1/ |Brouping None |v | @ Wew submission * =t @ et | [ import B Export () Print UserForm
b 1] JOR-2014-Monitor = Partner SyrRefRespRRPS  Governorate Region District Subdistrict Re
4 ) JOR 2015 Mok 9 mc Liwa Beni Ubayid  Irbid North Bani Obayd Bani Obayd
4 ] BASIC NEEDS{1]Basic HH Needs are met JOR007007
=

5] REF1 A1Provision of NFIshouchers (Gamp) | Liwa Qassbat A... AlBalga Centrel Qasabat As Saft  As Sal

[E] IREF1.2IProvision of NFIs/ouchers for Replen ORI

|| IREF1 31Cash Vouchers for most vuln 9 oxFaut i -~ Zarga Central

E‘ [REF1.4]Seasonal Assist for Harsh Westher §
4 [j BASIC NEEDS[2]Social Prot/Poverty Alleviation

//

Irbid

Glick *Sectof/Objective. ..

North

&> (] EDU[1}Access fo Inclusive Education L
v ] EDU[2IQuaity/Protective Learning Environs
» (] EDU[3]MOE capacity to respond to emergencies L 4
& ] EDU4ICapacity of Educ service providers
@ srRc Nerth

v ] FOODILIV[TJAccess to Food
& (] FOODILIM2IPromote SafeiNutriDiverss Food § oxram JA'OE:;%“ZGWE“ €=
P

(] FOODILIV3]Coordination & Assessments % e e raa
v ] FOODILIV4}Job Opportunities for vuinerable JORODS
b ] FOODLIVIS)Losal econcmies revived 9 mc Ajun GoverngdBe  Ajun Outpuﬁv under that Sector
v ] FOODILIVEIPastoral Livelinooods @ scteD Zoacoveg.. zome gl thjective
» ] HLTH[1]Primary Health Care JORO12
v ] HLTH[ZISec ondaryiTertiary Care @ FuAM Liwa Marka Central

JORO05004

v ] HLTH[3]Integrated Communtty Interventions
& ] HLTH[4]Nat. Health System Capacity § ore ﬁg;‘;gﬁswem' R Central
g .

(] MUNICIPAL[1]improved Municipal service delivery ® o T e
> ] MUNICIPALIZ]Sotio-eton. changes and prioriies JOROT2
& (] MUNICIPAL[3]Strengthen local governance systems , MC Liwa Qasabat . Madaba Central Qasabat Madaba Madaba
& ] MUNICIPAL[4]Efficient Transpt System HOROIONNT
& ([ MUNICIPAL[S]improve Road Network Capacity Llf| ¢ cere T{;;ggg;mm Zarga Central Zarga Qasabsh Al Azrag
i ] PROT[1]Refugee Rights Respected =

@ ORC At Tafilah City Tafieh South Qasabat At Tafiah At Tafish

& (] PROTIZICommunity Empowered; Services to Vuln
i ] PROTI3|SGEY Prevention & Response
& (] PROTI4IChiK Protection

4 4 |Pageli  lort| b bl | @

The next level (blue boxes) correspond with 2015 Outputs, under each Objective and Sector
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To enter your activities against this Sector, Objective and Output, click on New Submission

’E Syria Refugee Response % W %

& — C' | https://www.syrianrefugeeresponse.org/#data-entry/Activity+13544

_ Syria Refugee Response Dashboard Data Entry Reports Design
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After clicking on New Submission the following window will be prompted:

Choose site

Choose Site
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place Use e fiers below 1o find sifes where inferventions
haue aireacy been s0dea. This will mase it possiole o 1o Ink
YOUT JCEMITES (8SUITS 10 omer interventions Inglde and outsids
of yaur organizafion

Search for existing sites

Region: Clck to flter >

village: Type to fiter

Matching sites

1297 maltching siles

o0 please nanaw rour

above

Add new site

If you cantfind the sie listed here. you can add 3 new site
D Addnen ste

Select the Region of Jordan (North, South, Central), then Governorate.

For Camps, after Region of Jordan, select the camp name (e.g. Zaatari), and then the sub-division
(one of 12 districts, in the case of Zaatari). There is an option for Zaatari camp (all district).
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C B httpsy//www.syrianrefugeeresponse.org/#data-entry/Activity + 13544
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Choose Site _;
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|| EN Zaatari District 1
&) JORZATOO!
B zastan District 10
JORZATOI
B} zaatari District 11
JORZATDI
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|
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After selecting the matching site click on Use Site ‘xxxx’ on the bottom left of the screen to proceed.
Reporting should be at a minimum at Governorate level for urban interventions. For Camps, camp level when
a general intervention that benefits the whole camp. However, please do specify the district (Zaatari) or
village (Azraq) where known. This may mean you need to create several sites for the camps at the
district/village level.

After that, you will have access to a window seeking information on the name of the reporting organization
followed by some attributes.
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Add new entry for form '[REF1.1]Provision of NFIs/Vouchers (Camp)’ X
Inte tion Details
Chw::t;‘\e project and Database: JOR-2015-Monitor
rtner implementing thi:

porther inplemano s S o [REF1.1]Provision of NFls/Vouchers
Site Partner: ‘ 'VJ
Choose the location linked
to this form submission ACCTS -~
Attributes ACF |D
fChn-c;se the attributes of this ACTED
‘orm submission

: ActionAid ™
Comments
Add additional comments ADRA \
for this form submission AHST

LA

| AKWS
ARDD-LA
AVSI
AWO

>

AJA

BDC

BeDataDriven

CARE

Caritas ¥

Click on the site tab to check if the site selected is correct

organization from the drop-

Select the name of your

down list

Note that the Latitude and Longitude fields are empty since there was no entry at the point level

Add new intervention for activity '1.Provision of urgent cash assistance'

Intervention Details
Choose the project and
partner implementing this
intervention

Site
Choose the site of this
intervention

Attributes
Choose the attributes of this
intervention

Comments
Add additional comments
for this intervention

Governorate
Region
District
Subdistrict
Village

Axe
Latitude:
Longitude:

| Change site |

Mafraq

North

Badiah Shamaliyah
Dair Al-Kahf

Jabal Unayzah

32°22'33.60" N
37°3'10.80"E

|5 sae

|[

X|

Then click on “Attributes” Tab. The tab defines additional information required for the reporting

of activities.
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Add new entry for form "[REF1.1]Provision of NFIs/Vouchers (Camp)" X
Intervention Details .
Choose the project and 1-Location type: | Other v
partner implementing this 5
intervention 2-3RP ) Direct appeal v
; Implementation

Site o Type:
Choose the location linked
to this form submission 3-3RP appeal None - Fund direct from Donors ¥
Attributes L
Choose the attributes of this :

2 4-Allocation Yes o
form submission according to 3RP:
Comments
Add additional comments
for this form submission

B Save

The ‘Location Type’ attribute is to define further any location specific characteristics, and to allow
for filtering by attribute in reports. Options include: Camp, Informal Tented Settlement, Other.

The ‘3RP Implementation Type’ has three options: 1. Direct Appeal; 2. Indirect Appeal; 3. Appeal
Outside of 3RP. This is to prevent double reporting if an appeal was made by a UN agency, but it
was implemented by a different organization, and to give proper visibility to NGOs who are
partnering with UN agencies.

1. Direct Appeal: Select if your organization both appealed for funds for this activity under the
3RP, and has implemented the activities directly. Under ‘3RP Appeal Through’, select ‘None’.

2. Indirect Appeal: Select if your organization implemented activities on behalf of or in
partnership with another organization which made the original appeal under the 3RP. E.g.
UNHCR appealed for the activity, but the activity was implemented by another INGO. Then
that INGO would report, but select indirect appeal. Under ‘3RP Appeal Through’, select ‘the
name of organization who made the original appeal’.

3. Appeal Outside of the 3RP: This is to allow for activities to be recorded by partners who did
not appeal under the 3RP, or who have since shifted funds between sectors. Under ‘3RP
Appeal Through’, select ‘None — Funds Directly from Donors’
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:dd new entry for form '[REF1.1]Provision of NFIs/Vouchers (Camp)' X ]
Int: tion Details e
Chooss the projectand | L-Location type: z
partner implementing this
intervention 2-3RP 3 X
Implementation

Site Type:
Choose the location linked
to this form submission 3-3RP appeal v
Attributes through: :
Choose the attributes of this | 4_ajjocation Yes v/
form submission according to 3RP; =
Comments o
Add additional comments Yes
for this form submission

B Save

The final attribute “4 — Allocation according to 3RP”, is to allow some flexibility for partners who have
received funds from donors under e.g. Health, but have agreed to re-allocate to e.g. CASH. In this case, they
would put “Allocation according to 3RP — No”. If the activity is in exactly the same objective/output as was
planned in the original 3RP appeal, then put “Yes”.

Partners who have received funds outside of the 3RP or new partners should also select “No”.

The last selection is the ‘Comments’ tabs, which partners can input in any relevant important details of the
site-activity.

At a minimum, this should include a one or two line description of the activity “Provision of urgent case
assistance to vulnerable Syrian refugee men and women”. You can include much more details. Please note
that it will help donors and other actors who will view the reporting to have more information, should it
be available. You could also include a project title, for instance.

NB: If you notice that you made a mistake while filling the database, select the affected record or row and
then click EDIT to correct the mistake or delete.

After that to proceed click on ‘Save’ at the bottom of the tab. This will create the site with the relevant
attributes and details on move to the main entry page, the created site will appear as a row see figure 12.

IMPORTANT: All of the indicators are monthly indicators, thus creating a site and adding attributes is made
once. For example a partner would create the location where their project is implemented once and then
update the numbers on a monthly basis



JORDAN REFUGEE RESPONSE- 2015 ACTIVITY-INFO STEP-BY-STEP MONITORING GUIDE
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The Attributes of the
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Click on ‘Monthly Reports’ Tab to access the indicator and reporting table
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Input Monthly Net values
here

Save after inputting the values

The monthly reporting tab is where data is entered on indicators at site level. The indicators are prefilled to
match the outputs, objectives, and sectors agreed in the 3RP planning process. NB some sectors are ‘proxy
indicators’ and may not match perfectly your activity. For guidance, please discuss with your sector chair and
/or the UNHCR Coordination Team.
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The indicators are disaggregated by Men, Women, Girls and Boys, and by Syrians in Camp, Syrians in Urban
and Other Affected Population. Other Affected Population corresponds with Jordanian Host Communities,
but could also include e.g. Iraqi refugees.

IMPORTANT: How figures are reported between months, will depend on the indicator. By default, the reports
system in Activityinfo ‘adds up’ or ‘sums’ indicators between months. This means that some indicators could
be over-reported. Some examples where this could be problematic:
- If 12 trainings are conducted in January, and only 6 in February, then for January mark ‘12’ and for
February mark ‘6’
- If beneficiaries of medical or psycho-social support receive a service over January, February and
March, then they should continue to be reported as receiving that service in each month.

Ultimately the sector will have to decide how to report on each sector, and this should be consistently
applied for that indicator. Please contact your sector chair for any guidance.

After inputting the indicators values for that particular month and site, press ‘Save’ on the tab. Note that
you have to press Save every time you update your figures.

There are two additional tabs on the below ribbon. “Attachments” and “History” the former is to upload any
supporting document at that site level and the latter keeps a history of who edited what and when

IMPORTANT: If you are continuing an activity from 2014, and would like the Site imported from JOR-RRP6-
Monitor to JOR-2015-Monitor, please contact Kaleem ur Rehman, Associate Inter-Sector Coordinator,
rehmank@unhcr.org. This would allow you to avoid creating new sites, and would maintain your data from
2014 in the 2015 module.

For further queries on log-ins, how to use Activitylnfo, or technical support on inputting, please contact the
UNHCR Co-ordination Team:

Maya Logo, Associate Coordination Officer, Logo@unhcr.org (Protection and Education)

Angeliki Panagoulia, Associate Coordination Officer, panagoul@unhcr.org (NFls and Cash)

Alex Tyler, Inter-Sector Coordinator, tyler@unhcr.org (Shelter and WASH)

Kaleem ur Rehman, Associate Inter-Sector Coordinator, rehmank@unhcr.org (Food Security and Health)
Edouard Legoupil, Information Management Officer,. Legoupil@unhcr.org

11



