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This Document details the steps required for all partners and agencies to follow to review and add information
on services available for Syrian Refugees and host community, on line, that aims to inform the referral process.
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Activitylnfo is an online system designed for humanitarian actors and that facilitate Data Entry and reports
generation (charts, maps, pivot tables and custom reports).

In the context of Jordan, ActivityInfo is used in 4 distinct situations:

Gap Analysis: This system is used to know “who’s doing what where” (the focus is on activities) -->
Based on a matrix that includes all possible activities within each sector, partners can indicate where
they are currently working. This information can be used by Subject matter expert to develop the
logical framework used in the Refugee Response Plan.

Refugee Response Plan (RRP) preparation: financial requirements and indicator target values for
each proposed intervention are gathered according to a specific logical framework in order to
develop the RRP appeal.

Refugee Response plan Monitoring: on a monthly basis, partners reports indicator value
corresponding to the activities within the month. This information is used to develop monthly
sectoral dashboard. This database constitutes a 4W (the focus is on time: who's doing what where
when?)

Services Mapping: This last database allow collecting detailed description of Services directly
available to refugees. This database allows generating “Services Guide” or “online Aid Advisor” and
constitutes a 5W (the focus is on beneficiaries: who’s doing what where to whom?)

The following Guide relates to the “Services Mapping” database, ( JOR-ref-service)s. The main elements of this
database are:

1)
2)
3)
4)

Establish a Master List of services available to refugees
Inform referral processes (contact/ feedback)

Search and filter for available services

Disseminate information

The main focus of this guide is on updating the information on services available.

Guides have already been created for Activity Info RRP6 Monitoring and Reporting as well as for RRP6 Review
database and they are available at http://data.unhcr.orq/syrianrefugees/download.php?id=5206 .



http://data.unhcr.org/syrianrefugees/download.php?id=5206
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SECTION II: STEP BY STEP

STEP 1: Log-in / Access Database

Go to https://www.syrianrefugeeresponse.org/#data-entry/Database+1100
(Use Google Chrome, if you do not have administrative right to install application on your computer, you can
use the portable version @ http://portableapps.com/apps/internet/google chrome portable)

« C [ www syriarrefugeenesponse org

Syrian Refugee Response

: E—
Tracking

A web-based platform for better centralisation, mapping & analysis of Humanitarian
Activities in Jordan

X Why Activitylnfo?

~ Coordinate & Mensity gags

8 Forcords activities par locatcn i order Chsptars whwch kcatorns we net recesrg
recce dapkoation of eftorts S3Nqate Coveragn 10r AR SctEes from

In case you don’t have a login, please contact your sector leads or any of the Associate Coordination Officers. After
approval from your sector leads an invitation will be sent to your email (check your spam box) and you can then
create your account. Please note that you need authorization for each one of the databases under Activity Info.

For log-ins, or technical issues on activity info, contact the Coordination Team
http://data.unhcr.org/jordan/team.html):

Edouard Legoupil

Information Management, System
Administration and Configuration

Legoupil@unhcr.org

Hawraa Harkous

Information Management, User and
database support

Harkous@unhcr.org

Mukesh Karn

Information Management, User and
database support

karn@unhcr.org

Kaleem Rehman

Analysis of activities

Rehmank@unhcr.org

Matthew Richard

Log-ins / advice on sector obj / outputs /
indicators (Shelter / WASH)

Richard@unhcr.org

Yara Maasri

Log-ins / advice on sector obj / outputs /
indicators (Food/ Health)

Maasri@unhcr.org

Angeliki Panagoulia

Log-ins / advice on sector obj / outputs /
indicators (Cash/ NFls)

Panagoul@unhcr.org



http://portableapps.com/apps/internet/google_chrome_portable
http://data.unhcr.org/jordan/team.html
mailto:Legoupil@unhcr.org
mailto:Harkous@unhcr.org
mailto:karn@unhcr.org
mailto:Rehmank@unhcr.org
mailto:Richard@unhcr.org
mailto:Maasri@unhcr.org
mailto:Panagoul@unhcr.org
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Click on ‘Data Entry’ and select the database “JOR-Ref-services”. If you cannot see this database, contact the
Coordination team above.

Syria Refugee Response Dashboard Data Entry . Reports  Design Q @

Filter <« | JOR-RRP-Monitor - 2. Provision of regular cash nu
Activities = ! Grouping None v (@ New Site
JOR-Gap-Analysis
JOR-Ref-Services

Edit Sglete Site | B8] Export (= Print UserForm ([ Publish to website

1'%

__| Monthly Reports

JOR-RRP-Monitor £, Saved. i [Month Jun 2014 ¥
JOR-RRPE-Plan Indicators Jul14 Aug 14 Sep 14 Oct 14 Nov 14
JOR-RRPE-Review Unconditional -Total Amount distributed this month

Conditional -Total Amount distributed this month

Click on “Data
Entry”.

Syrian Girls in Camp - # of individuals assisted - Unconditional
Syrian Girls in Camp - # of individuals assisted -Conditional
Syrian Boys in Camp - # of individuals assisted - Conditional
Syrian Boys in Camp - # of individuals assisted - Unconditional
Syrian Women in Camp - # of individuals assisted - Conditional
Syrian Women in Camp - # of individuals assisted - Unconditional
Syrian Men in Camp - # of individuals assisted - Conditional
Syrian Men in Camp - # of individuals assisted - Unconditional

Syrian Girls in Urban - # of individuals assisted - Conditional

- Syrian Girls in Urban - # of individuals assisted - Unconditional 5770
AV Filter by geography .
— Syrian Boys in Urban - # of individuals assisted - Conditional
*V Filter by date ks
Syrian Boys in Urban - # of individuals assisted - Unconditional 6,142
57 +
jibRay porines Syrian Women in Urban - # of individuals assisted - Conditional
*V Filter by attribute ™) | —— PR ST PR T ——— cac. -|
S/ Filter by location o Details Monthly Reports Attachments History
Working online
Syria Refugee Response Dashboard  DataEntry  Reports  Design Q @ #*
Filter « _| JOR-RRP-Monitor - 2. Provision of regular cash assistance
Activities =/ Grouping None v &) NewSite .~ Edit (@ Delete Site @J Export u Print UserForm (4 Publish to website
JOR-Gap-Analysis
P il __| Monthly Reports
JOR-Ref-Services
JOR-RRP-Monitor = ijioni Jun 2014 X
JOR-RRPB-Plan, Indicators. May 14 Jun 14 Jul 14 Aug 14 Sep 14 Oct 14 Nov 14
JOR-RRP&-Refiew] Unconditional -Total Amount distributed this month 734,371.47

Conditional -Total Amount distributed this month

Syrian Girls in Camp - # of individuals assisted - Unconditional
Syrian Girls in Camp - # of individuals assisted -Conditional
Syrian Boys in Camp - # of individuals assisted - Conditional
Syrian Boys in Camp - # of individuals assisted - Unconditional

gyrian Women in Camp - # of individuals assisted - Conditional

Select ‘JOR-Ref-
services’.

ian Women in Camp - # of individuals assisted - Unconditional
rian Men in Camp - # of individuals assisted - Conditional
Syrian Men in Camp - # of individuals assisted - Unconditional

Syrian Girls in Urban - # of individuals assisted - Conditional

— Syrian Girls in Urban - # of individuals assisted - Unconditional 5770
AV Filter by geography .

—- Syrian Boys in Urban - # of individuals assisted - Conditional

AV Filter by date +

Syrian Boys in Urban - # of individuals assisted - Unconditional 6,142

576

_/ ety pariner i Syrian Women in Urban - # of individuals assisted - Conditional

AV Filter by attribute +|f] o PP PP P PP
A/ Filter by location + Details || Monthly Reports | Attachments | History

Working online

To filter by sector you can click on the yellow folder and then you can select the objective (blue boxes).



Y
o
<N

Syria Refugee Response Dashboard | DataEntry  Reports  Design

Fiter S jor-analysis - Weed Coverage

- D New Ste

o)
?
?
?

.
B ®
[] Cnssbstvbd  Dasabat o
[]
1] Gassbatvtd  Gsssbativid
¢
s
‘

’ Select ‘Sector and
' Objettive™
TR T 2

P v

7 Fitesr by cate

7 Fites by partrer

7 Fiter by avibute

7 Fiter by locaten - Detaibs | Mo

Warkng oaine

STEP 2: Review the Information
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Dspayng 128 0128

The JOR-ref-services includes information on available services and ongoing activities for Syrian refugees and
the host community in Jordan. In order to view this information after you select the sector and output, you can
filter by partner, click on the agency or the location you are interested in and review the details of the

intervention on the bottom right window using the “Details” tab.

Filter by partner
or location

Syria Refugee Response\ Dashboard

Data Entry  Reports  Design

. 2L sRvice const
ek, 1 hester and 1 gaz cyinder and |1 efi Ceped on ACTLS

s each ot e 156 ° £504 fo e

Q @ #

Siiayng 138 0f 38
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Here you can see a description of the activity, availability of the service, feedback Mechanism, referral
methods, intake criteria, and other information that will be regularly updated.

Syria Refugee Response Dashboard Data Entry Reports  Design Q @ #*
Filter « | jor-analysis - Basic needs
Activities ~ | Grouping None v | (D Newsite .~ Edit (@ Delete Site | &) Export (=) Print UserForm (3 Publish to website
4 4 jor-analysis Date Partner « SyrRefRespRRPE  Governorate Region District Subdistrict Refugee Camps  Camp Districts
4 ) cAsH ] 2014-Mar-31 ACTED Liwa Qasabat Al . Ajlun North Qasabat Ajoun  Ajloun
Need Coverage JOR001002
« (JJ EDUCATION ? 2014-Mar-03 ACTED Liwa Bani Kinanah Irbid North Ban! Kinana Bani Kinana
JOR007006
Access to appropriate opp
iS—e——— { ] 2014-Mar-31 ACTED Liwa QasabatJ...  Jarash North Qasabat Jarash  Jarash
- 4 JOR008001
Loaming anvironment ® 2014-Nac-21 DRC. Maan Gevernarate  Ma'an Suth >
¢JFoop Page1  of 1 @ Displaying 1 - 38 of 38
J HEALTH
« (JINFI Comments: targeted districts.
Basic needs Al-ramtha Bani kinana , Bani obaid and Qasabet irbid
() PROTECTION NFI (personal house, wash hygiene items) will be used throgh vouchers we deal with CIVIL SERVICE CONSUMER CORPORATION , each house hold wil take 5 vouchers each of them 10jd *5 =50id for one time only
Winteriztion includes: blankets equal to number of persons in household, 1 heater and 1 gaz cylinder and 11 refill. Depind on ACTED scoring system
I SHELTER Nosroen Abu Dalbooh
) WASH mafraq database@acted.org
: 798020092
RRP6-monitor HAMMAM SHDIFAT (0798021476) mafraq. commob@acted org
RRP-pk 7 Day: Sun-Thurs H i
Details on the activity,

8. Office Open at: 8 00am
13. Feedback Mechanism: Email o refering organisation
6. Availability: One time

+ || 12. Response delay after referrals: Caso by case basis
4. Accessibility: Outreach
14. Feedback delay: Delay One month
2. Nationality: No restriction
1. Registration Type Requirement: Expirad

SyrRefResponse
SyrRefRespRRPE

accessibility, referral
method etc.

S¥ Filter by geography
¥/ Filter by date

AV Filter by partner
AV Filter by attribute
¥ Filter by location + Detail:

RASC and MOI

FFFIF

10. Referral Method: Exaborripertato basis

Attachments | History

Working online

STEP 3: Add information

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

multiple times.

e Reporting is also 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 will be at ‘district’ level, or which Zaatari has 12 districts.

After you have selected your sector and objective you can now add activities, click on “New site” and select

your location.
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Syria Refugee Response Dashboard Data Entry =~ Reports  Design

Filter |« | JOR-Ref-Services - Hygiene promotion & hygiene products Delivery
Activities |~|| | Grouping None v | @ Newsite | . Edit @ Delete Site | B Export (=} Print UserForm (] Publish to website
JOR-Gap-Analysis Date ~ Partner SyrRefRespRR.. Governorate Region District Subdistrict Refugee Camps  Cam
4 [@ JOR-Ret-Services , 2014-Dec-31 WvI Zarga Central Zarqa Qasabah Al Azraq Azraq -
- ) casH
» (] EDUCATION L] 2014-Dec-31 WV . Zarga Central Al-Hashimiya Al-Hashimiya H
> JFooD
b [j HEALTH , 2014-Dec-31 Wvi Zarga Central Al-Hashimiya Al-Hashimiya
g O HFl , 2014-Dec-31 Wi Mafrag Morth Badiah Shamali... Al Khaldyah Zaatari Camp .
> [ PROTECTION . \ ‘ -
> g SHELTER |4 4 Paget  Jor1 b M| R e Displaying 1 -9 of 9
&[4 WASH

Select sector and
objective and then

”

click on “New site”.

JOR-RRP-Monit
ontier Comments: World Vision Office in Amman

Margareta Siregar
margarettha_siregar@uwvi org

JOR-RRP6-Plan

JOR-RRP&-Review
7. Availability Day: Sun-Thurs

“? Fiter by geography |+||| 8. office Open at: 8:30am
7 Fiter by date |+|| | 13. Feedback Mechanism: Email o refering organisation
577 Fiter by partner Igl 6. Availability: Every Day .
— | | 12. Response delay after referrals: Case by case basis
A Fiter by attribute |#11] 4. Accessibility: Outreach e
“? Fitter by location [#] ] Details ‘ Monthly Reports || Attachments History

Working online

After clicking on “New Site” the following window will be prompted then you can select the Region (North,

South, and Central).

s |(:hoose Site
Choose Site
I Here you can choose the site where your intervention takes

Actiy  place. Use the fiters below to find sites where interventions have
already been added. This wil make it possible to to link your
activities results to other interventions inside and outside of your
Pl organization.

Search for existing sites

| SyrRefRespRRP6: Central |
k North

Matching sites

100 matching sites South
Too many sites to display, please\narrow your search criteria

| above
Select the
Region of the
intervention.
:! s Usesite || Cancel |

Wor |

Powered by Leaflet | |
1 —

For urban/ rural interventions, after selecting the Governorate, select the District from the drop down list.
The Sub-District level can be selected from the list of matching sites that will be prompted when the District is
selected. After selecting the matching site click on “Use Site xxxx” on the bottom left of the screen to proceed.
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IMPORTANT: Contact Information Management if you need to create new sites (cf Q&A Section IV).

Si (Choose Site

of your organization.

Filte
Search for existing sites
Acti
“ Region: North v | dear Select
P Governorate: Mafraq v | dear governorate
District: v and ml’ict.
Refugee Camps:  Alruwaished ‘ 4 As Suwayda
Sl Badiah Shamaliyah
Badiah Shamaliyah Gharb...
SyrRefRespRRP6: Mafraq Qasabah
Matching sites
Liwa al Badiyah ash Shamaliyah
JOR011002
B} Liwa al Badiyah ash Shamaliyah al Gha
JOR011003 1
(8} Liwa ar Ruwayshid H H 2
 C] pristatic This tap will b.e acfclya,gee
= ) Liwa Qasabat al Mafraf soon as you click on'a
4 JOR011004 matching site to select he
V1 @ Mafraq City sub-district of your
7 | . . Va
intervention
| Mafraq Governorate
INRNI1T
Y s Use site 'Liwa al Badiyah ash Shamaliyah al Gharbiyah' Cancel
Wor | _

Cam

of 9

For Camps, after the Region, select the camp name (e.g Zaatari), and then the camp district (one of

12 districts, in the case of Zaatari).

Sy Choose Site X b
= | Choose Site T
€ Here you can choose the site where your intervention takes ch |
Activ | place. Use the fiters below to find sites where interventions -
have already been added. This wil make it possible to to link o k
your activities results to other interventions inside and outside Cam
4 of your organization. 9 9
Search for existing sites 5 3 M1 40,
S 2,
Regoa: Notth | deat Use “Clear” if 2 ? 5 ? Y
S < %
Governorate: Mafraq v dear you want to ALLEY ?‘3@ g 9
. 3
District: W erase. 3 g
Refugee Camps:  Zaatari Camp v 9 & & =
Subdistrict: v 5 9 b=
= ARy
Camp Districts: Click to fitter 8% § 9 55415
AL
SyrRefRespRRP6: | Type to fiter @ AD&D
Matching sites ?
Zaatari Camp (all district) Hagy,, »
S

71 JORZAT \

7| B zaatari District 1

R JORZAT001 Select one of the

:: Zaatar Distrct 10 matching sites and i
= then “Use site xxx” ——|
Vil ¢ Cancel

Wor

After you locate your intervention you can add your details.

Intervention Details: the sector and objective is preselected, you can now select the name of your
organization.

Site: you can revise the Latitude and Longitude of your site.
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Attributes: you have 14 questions to fill in. these includes information on your availability, the referral

methods, opening hours etc. these information will appear at the main page under the tab “details”

Indicators: enter one if you are implementing on of the activities in this group.
Referral Contact: enter here the contact to be used in case of referral. This information will not be shared

outside of the system (i.e. only partnering organization users who were granted access to the system will be

able to see it)

Comments: here you can input a short description of your activity that helps other users to better understand

what the site is about. You can include information on your intake criteria or more details on your program.

After finishing click on “Save” and go back to the main page to check your information.

Intervention details:

Syria Refugee Response Dashboard

Filter

Activities

<«

| JOR-Ref-Seri=~=—*
A

Grouping None

Data Entry

Reports

Design

dd new intervention for activity 'Hygiene promotion & hygiene products Delivery"

Intervention Details

Reports

JOR-Ref-Services

Hygiene promotion & hygiene produc

v

[ || [

Design

i

JOR-Gap-Analysis Date | | Choose the project and Database:
4 JOR-Ref-Services partner implementing this .
? 2014~ intervention RERTSE
. casH
Site Partner:
() EDUCATION 9 2014 | choose the site of this
¢IFoaD Intervention Start Date:
CJHEALTH ® 2014~ Attributes End Date:
Choose the attributes of this
InF ? 2014 | INtervention
(| PROTECTION Indicators
] Enter indicator results for
(J SHELTER Page 1| | this site
) WASH
Comments
JOR-RRP-Monitor Comments: Wor ?hdd agdrtm?\ comments for
JOR-RRP6-Plan Margareta Siregz | 1= Nterventon
) margarettha_sirg
JOR-RRPE&-Review
7. Availability Di
¥ Fiter by geography +|| | 8. Office Open i
557 Fiter by date +| | 13.Feedback M
— 6. Availability: E
AV Fitter by partner + Yy
: 12. Response d
8/ Fiter by attribute +||| 4. Accessibility: .
4V Fiter by location + Details
Working onling
Attributes:
Syria Refugee Response Dashboard Data Entry
Filter <« || JOR-Ref-Sers e e
Activities —|| | Grouping None

JOR-Gap-Analysis
4 JOR-Ref-Services

(J cAsH

(] EDUCATION

] FooD

(] HEALTH

NI

(] PROTECTION

(| SHELTER

(] wasH

JOR-RRP-Monitor

JOR-RRPE-Flan

JOR-RRPE-Review

Y/ Fiter by geography
&V Fitter by date

%/ Fiter by partner
&Y/ Fitter by attribute
%V Fiter by location

Working online

Date 1
2014~

2014+

2014~

- @ @ @

2014

Page 1

Comments: \Wor
Margareta Siregz
margarettha_sire

7. Availability Di

8. Office Open ;

13. Feedback M

6. Availability: E

12. Response d

4. Accessibility:|
Details

Intervention Details
Choose the project and
partner implementing this
intervention

Site

Choose the site of this
intervention

Attributes
Choose the attributes of this
intervention

Indicators
Enter indicator results for
this site

Comments
Add additional comments for
this intervention

1. Registration
Type
Requirement:
2. Nationalty:

3. Intake Criteria:

hdd new intervention for activity 'Hygiene promotion & hygiene products Defivery'

w

No Requirement

Valid UNHCR ASC and MOI card

Expired and Valid UNHCR ASC and ...

UNHCR ASC

MOI card

Orginal Proof of Syrian ID

Copy of Proof of Syrian ID
Unaccompanied or separated child

Woman at risk

Older person at risk
Single parent or caregiver
Disability
Serious medical condition

Family unity

Specific legal and physical protection ~

5 save

X

T

| Publish to website

t Subdistrict
Qasabah Al Azraq
shimiya Al-Hashimiya
shimiya Al-Hashimiya
Al Khaldyah

n Shamali..

of your

X
| Publish to website
t Subdistrict
Qasabah Al Azraq
shimiya Al-Hashimiya
shimiya Al-Hashimiya
Al Khaldyah

n Shamali

Basic information

intervention.

14 questions to
be filled in.

Refugee Camps

Azrag

Zaatari Camp

3

Displaying 1-9 of 9

Cam

Refugee Camps

Azraq

Zaatari Camp

3

Displaying 1 - @ of @

10
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.
Indicators:
€« C' | @ https;//www.syrianrefugeeresponse.org/#data-entry/Activity+ 5612 Qe =
Syria Refugee Response Dashboard Data Entry Reports Design o, @ %
Filter « || JOR-Ref-Ser e mmotioe o Lot =t £ =
/Add new intervention for activity 'Hygiene promotion & hygiene products Defivery’ X | |
Activities —|| | Grouping None Publish to website
Intervention Details . £ hvai d . £
JOR-Gap-Analysis Date | | Choose the project and Promotion of hygiene and water conservation t Subdistrict Refugee Camps  Cam
_Ref-Servi rtner implementing this
4 JOB Ref-Services ® 20142 \[:n’aterventm: 9 Camp heatth referral system training 0 |Qasabah Al Azag Azrag
. CASH ) ©r
- Site 1
(| EDUCATION ¢ 2014 | choose the stte of this himiya Al-Hashimiya
1F00D intervention Diaper distribution gr
1 HEALTH @ 2014- | Attributes q jhimiya Al-Hashimiya
] Choose the attributes of this
l,)_ NFI ? 2044 | Intervention Distribution of Hygiene Kits 0 4 Shamali... AlKhaldyah Zaatari Camp .
[/ PROTECTION 1 Indicators &r i R
a | Enter indicator results for 1B
J SHELTER Page 1|  this sit Displaying 1 -9 of 9
; g s ste Fadiitation of WASH committees to undertake playing 1 -
() wash L
- | comments hygiene promotion in their communites
JOR-RRP-Monitor Comments: Wo ?hf Is:l;tgggéﬁommemts for 1
JOR-RRPB-Plan Margareta Siregz M5 ST TR SRS TS qan -
A margarettha_sire M Type “1 if you
JOR-RRP&-Review &r | P
1 .
-~ 7. Availability D Imp ement one o
Y Fiter by geography +||| 8. Office Open nishment of new comers' Hygiene Kits 0 these activities.
= . or
%Y Fiter by date +|| | 12. Feedback M Click on Save 1
— 6. Availability: i ..
&y Fiter by partner +
/ y pa If| 12, Response after you finish.
“/ Fiter by attribute +11] 4. Accessibility: A
7 Fiter by location +|| || Details ! Save
Working online
Referral Contacts:
Syria Refugee Response Dashboard Data Entry Reports Design Q @ #*
Filter « JOR-Ret-Services - Health Services
Forms ~ || Grouping None v &) New Submission " ) Export (5 Print UserForm 23 Publish to website
BCP-Ref-Services Date ~ Partner Syr| Add new entry for form 'Health Services' x
BCP-Ref-Services2
Intervention Details
JOR-Gap-Analysls Choose the project and Service type Detail
4 JOR-Ret-Services Parner impementing s | primary healthcare oor1
4 () cAsH site
I — Choose the location linkeg | Secondary/Teriary healthcare Q002
PP ko 10 this form submission -
¢ P hysical therapy/rehabilitation oor1
Education opportunitie Choose the attributes of this
Education for children JONTT bl aon Mants heeith Cars Qo
Support for leaming er Add here o or results for | Reproductive health (e.g. antenatal, postnatal, family planning) Oor1
« () FOOD . t)is form submission
e CRep— contact details commenE immunization oor1
S -. : - Q all;:ommenvs
ty for this form SUDMTESTE o nentiery
4 (J HEALTH
Health Services Pagel  jof1 &L BOeratDreact No data to display
Nutition Services errva— vy ey
CINA 5. Coverage: Govemorale & Adjacent Govemorates
(] PROTECTION )
] SHELTER Indicators:

Provision of equitable urgent cash assistance

7 Filter by geography Urgent cash assistance

7 Filter by date + ||| Referral Contact (not shared publicly)
ReferralContact Lisa

/ Filter by partner + lisa.g

- 7784

/ Filter by atribute + raza

/ Filter by location + Detalls Attachments | His{ bl _Save

STEP 4: Edit existing information
You can edit the information by clicking on the “Edit” tab after you have clicked on your site.
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IMPORTANT: you cannot edit or delete sites that have been entered by a different organization, you can only
edit/delete activities that have been entered from your organization even from a different user. However, all
changes can be tracked by clicking on “History”.

Syria Refugee Response Dashboard Data Entry Reports Design o @ %
Filter « | JOR-Ref-Services - Hygiene promotion & hygiene products Delivery
Activities —| Grouping None v | @ New site |7 Edit | @ Delete Site | B Export () Print UserForm (L Publish to website
JOR-Gap-Analysis Date ~ Partner SyrRefRespRR... Governorate Region District Subdistrict Refugee Camps  Cam
4 (@ JOR-Rat Services ] 2014-Dec-31 Wi Azraq Camp Zarga Central 7arqa Qasabah Al Azvaq Azraq
] cAsH JORAZR
(] EDUCATION ¢ 2014-Dec-31 wvi Liwa al Hashimi... Zarga Central Al-Hashimiya Al-Hashimiya
L»J EooD JORO12003
a 2014-Dec-31 Wyl Liwa al Hashimi... Zarga Central Al-Hashimiya Al-Hashimiya
CJ HEALTH ¢ JOR012003
- 2014-Dec-31 WV Mafraq North Badiah Shamali Al Khaldyah Zaatari Camp
J',J NEI
() PROTECTION - T
l‘jj SHELTER Page 1 of 1 el Displaying 1 - 9 0f
4 (JwasH
- | Drainage

Comments: World Vision Office in Amman
' |Hygiene promotion & r Margareta Siregar

| Sanitation/Protection T margareliha_siregar@uv..org

First click on the site you

L L 7. Availability Day: Sun-Thurs .
“Y Fiter by geography +||| 8. Office Open at: 8:30am want to edit and then
H “ 7
57 Fiter by date +| | 13. Feedback Mechanism: Email to refering organisation click the “edit” tap on
— &. Availability: Every Day . s nos the toolbar line
& .
»{ Fiter by partner 5 12. Response delay after referrals: Case by case basis Click on hlStOFy if
*Y Fiter by attribute +||| 4. Accessibility: Outreach you want to track the -
5 Fiter by location +|| || Details Attachments || Hist ChangeS in your

activities.

Working online

After clicking on “Edit” the following window will appear. Make the necessary changes (see also Step 2 of this
guide) and don’t forget to “Save”, click on the bottom right hand.

Syria Refugee Response Dashboard Data Entry Reports Design Q @
Filter « | JOR-Ref-Ser' Add new intervention for activity 'Need Coverage' X |
Activities = || Grouping None Intervention Details 1 Publish to website
TV Choose the project and 1. Registration MOI card hd |
JOR-Gap-Analysis P:'fz_' partner implim’enting this Type L > frh:dgﬂclu Refuges Camps | Camp
4 JOR-Ref-Services Y “ intervention Requirement: y ool .
4 ([ CASH Site 2. Nationality: Jordanians onl v
 Nosd Goveracs , 2014- Choose the site of this i H
9 intervention 3. Intake Criteria: Open to all
() EDUCATION , 2014-C  Attributes
] Foop Choose the attributes of this ¥/ Specific Vulnerability Calculation/Scc
(. HEALTH , 2014. | intervention Child at risk at Irbid Qasabat Irbid
] , 2014-0 lndlqtqm )
GINFI Enter indicatof Nesults for this Unaccompanied or separated child
() PROTECTION ?® 2014.0 | St ) 8t Irbid Qasabat Irbid i
() WASH Page | this interventi Older person at risk 1 Displaying 1 - 28 of 28
JOR-RRP-Monitor Single parent or caregiver
Comments:
JOR-RRPE-Plan Emilie CROCI Disability
JOR-RRPE-Review fieldmanager-ir . .
7792913 Click on the different Serious medical condition
deputyfsipi- . -
— 4 Accesskoiiy: { 1@Ps to edit the details Famiyunity
¥ x4 gecarachy 12k of your intervention
5 Filter by date #| 5 :s’m;: ; Yy : Specific legal and physical protectior
. National H ot
e LA i Always save your
/ Filter by partner +! 14. Feedback del | = save
57 Fiter by attribute +!| 1.Registration T{| changes. &
5/ Filter by location + Details Attachments || History
Working online
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Delete: choose the activity you want to delete and click the “Delete” tab.
Export: you can also export the information on excel. Alternatively, you can generate reports (see step

5).

Syria Refugee Response

Dashboard

Data Entry

Reports

o @ =

Design

Filter
Activities
JOR-Gap-Analysis
a JOR-Ref-Services
4 ] CASH
|| Need Coverage
- (] EDUCATION
() FoOD
() HEALTH
I NFI
() PROTECTION

. 'l cuci TED

"_/ Filter by geography
“_/ Filter by date

5/ Filter by partner
&/ Filter by attribute
‘7 Filter by location
Working online

hitps://www.syrianrefugeeresponse.org/2

«| || JOR-Ref-Services - Need Coverage

— | Grouping None

Date ~ Partner
9 2014-Dec-31 CARE
L 2014-Dec-31 ACF
9 2014-Dec-31 OXFAM
® 2014-Dec-31 MC
@ 2014-Nec-31 M
- | Page1 of 1

+ | Comments:
Emily Sloane

*+ ' esloane@oxfam.org.u
790219646

Fmily Slnane _eclnana@nyfam arn ke

b Details

Delete your
activity/site

v | @ New Site

Attachments

o

SyrRefRespRRPS //Governorate

Mafrag City

Liwa Bani Ugayid

| iwA ar Ramtha

Nedal Arahvat narahvatimnyfam nrn ik N700210R851

History

Mafrag
Irbid

Amman

Ithid

Edit (@) Delste Sits  B] Expprt () Print UserForm [ Publish to website

Region District Subdistri
Mafrag Qasabah Al Mafi
Bani Obayd Bani O
North Bani Kinana Bani K
Nnrth Ar Ramtha Ar Ran ™
»

Displaying 1 - 28 of 28

Export the information
on excel sheet.
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SECTION Ill: GENERATE REPORTS

Once you have entered the data, it is possible to present them in the form of visualized information. They
can be presented as charts, pivot tables or maps.

To produce a report, click on the Reports menu and choose one of the forms of presentation of your
report under New Report. The report can then be exported in PowerPoint, Word, Image (for maps) or
Pdf format by using the export function.

ActivityInfo Dashboard Data Entry  Reports  Design o @ »
Saved Reports | Hew Report )
T Open @ Deletz g Share... (5 Email options [ 800 Charts

| THe Administrator | Email Subscription o E i s i s

Y& Weekly Sit Rep Alex Bertram None 200

i Water Point Beneficiaries by Province Alex Bertram None Ty

Jr  Water point benefict by province Victor Tshibambula  Nons

fr  Map for activties Victor Tshibambula None e z::::::::f:e TN

Uy exercice Me None jow. 1360 38288 o results, including by

fhw. 237 1245 65W  activity, time period, partner, or
s B 3808 geography

w6815

7 Maps

Quickly produce maps of your
indicators

Custom Report

Create a custom report from a
combination of tables, charts,
and maps

To produce a report in the form of charts, click on Charts, then click on “JOR-Ref Services” database
on the left to access the different activities. Check the items you want to appear on the chart.

& Activityinfo >
- (<} ) www.activityinfo.org/#report/7409 =
D (1) Teledr ction (2] GIS (1] suto (] Nouvesu dossier (] Dats ‘| lesventes.cs (] Jobs (C) GAGS
[Xa) Cette page est en | anglais ~ | Voulez-vous la traduire 7 | Traduire | [ Non | | Options ~| =
ActivityInfo Dashboard Data Entry Reports Design QA @ %
Untitled Report | cuunge () Swich to page view | i Pin 1o dashboard | b Share | @) Export ~ |[i] Save

Futer <1/ | Type ot cnan il 12 @
& nacators =4
“ | €P AND GBV

= Il phoTecTIoN AcTivimes " You can choose

(1 = (Famale under 18) of people Provided win of assistive 100, 1|

[Z] ® (Famale over 18) of peopie provided with of assistive 1o

7.300

3.000

2.300

[] # of QIPs. CPs and income-generatng projcts implemented
(7] MHPSS ACTIVITIES
(1] MFORMATION

°

] ACCESS TO JORDAN TERRITORY My aun o1
7] BEnErICIARIES |
| Training D8 | | Hortzontar mxa wontn I~ Bara| narcator =
7 unicer_ce [ |rese
| * (Fema. = (Maw ® (Fema * (Male
| ey e210 ses7 7.560 4210
s 2 esse 321 ssa7
ot 578 sess 754 1820
|
« i | .
“¥ Famer by geography +I|
7 Fator by date
# Faer by partner ~i|

Working offine | Last Sync'a 1 mnutes age
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NB: When you export the chart, it comes with the legend.

PIVOT TABLES
To generate a pivot table, click Pivot Tables
1 - Select the indicator you want to be in the pivot table
2 - Under the Dimension, choose depending on which factors you want to present the data. In our
example, we chose to present the data depending on indicators by activity.
3 - Under Time, you can present the data by months or years
4 - You can also choose the factors you want to put on Rows or Columns. To put a field in column or in
row, click first in Rows or Columns and then check the field.
5- The Geography function permits to display data by location.

ActivityInfo Dashboard Data Entry Reports Design

Untitled Report . |l Switch to page view
Fiter < Preview

& inaicatora tay Jun un
=[] crAND GBY PROTECTION ACTVIES

| MHPSS ACTIVITH
| INFORMATION

| ACCESS TO JORDAN TERRITORY
| BENEFICIARIES

Columns

offine | Last Sync'a: A minute age

MAPS
It should be noted that the mapping capacities of Activitylnfo are not yet very developed but they are
sufficient to have an overview of spatial representation of the data.

To produce a map, after clicking on REPORTS, click MAPS and then do the following:
1. Select the indicators you want represent in your map

Hew map %
. Choose the indicator or indicators fo map
4 CPAND GBV
4 PROTECTION ACTIITES
7] # (Female unde 18) of people providsd wih of aasi

iois, renabi

7
7
@

nowocl $UD0rT

#otaps,
MHPSS ACTIVITIES
WWFORMATION
ACCESS TO JORDAN TERRITORY
BENEFICIARIES

Training 08

unicet_CP
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2 - Choose the way your data will be displayed on the map and click Finish

2 tew mas
Choase the way paur indicatars will be désplayed an the map:
& Proportional cicle
5 lon
© Pie chart
) Shated Poygans

From this point, the map should be displayed.(NB example from Lebanon version)
Syria Refugee Response Dashboard  DataEntry  Reports  Design o @

‘ Untitled Report [ change ] |[Z) Switch to page view | ¢ Pin to dashboard | g Share |&¥] Export ~ |[&=] Save |

L Layers |@© Add \7

£ Monthly Cash Assistance (v 3

[

| 1;0 Basemap

& Default Change |

S

| Powered by Leaflet |

0 site(s) are missing geographic coordinates ‘

Working online

SECTION IV: “Services Advisor” interface

The data entered in the “Services Mapping” database will feed an online application “Services Advisor”.

The application will retrieve the data from Activitylnfo every night (except the specific information on
contact details) and will present it in user and mobile friendly way.

The application will be reachable:
- In Arabic @ http://help.unhcr.jo
- In English @ http://data.unhcr.org/jordan/servicesadvisor

The application is also embeddable in other websites.
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L p— ! MEDAIR  misc
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SECTION V: Q&A

REVISE TAXONOMY

Services are described at two levels:
- Services Category (displayed in the data entry tab to select the type of services to be described)
- Services Details (displayed in the indicator tab)

Services taxonomy (i.e. the label used to name the service) is expected to be understood by non-
technical expert and even by refugees directly.

Please contact UNHCR Information Management, if you have some suggestion to revise the taxonomy

ADD NEW OR MISSING LOCATIONS

When creating a new record to describe a location, users have first to select a location.
Par default the offered list of location is including major cities, all governorates and district.

Though it is possible to add new locations (for instance community centers or health centers) to be
used for the description of specific services.

Please contact UNHCR Information Management, if you have some suggestion to revise the location
master list.

17



