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SOP  

                               SAHANA FOUNDATION 

This SOP is a general guideline for using Sahana foundation website to aid in the Pakistan flood 

relief.   

       REGISTER YOURSELF TO THE WEBSITE 

1) Go to the link http://pakistan.sahanafoundation.org/eden. 

 

FIGURE 1 

2) Under the Login header, click Register. All persons who have registered can be viewed more ›  

Person Registry ›  Persons ›  List. 

3) Enter your details and Submit. 

4) You will receive an email containing a link; click the link to verify your credentials. 

 

FIGURE 2 
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TO REGISTER AN ORGANISATION                

1) Click the header Organizations. 

 

FIGURE 3 

2) Then click Organizations ›  Add. You can also view other organizations by clicking List. 

                          

FIGURE 4 
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FIGURE 5 

3) You will need to fill in the details and then Save. Please make sure to fill in your complete details 

along with mobile number and email address. 

4) If you want to register the activities that your organization is involved in, then click Activities 

› Add. Make sure to add your exact location to the town and provide coordinates. 

  

 

FIGURE 6 
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5) If you want to list your offices and your contact address etc, then click Offices › Add. 

6) You can also list your staffs that are on the taskforce. Click Staff› Add. 

TO REGISTER YOUR SHELTER 

1) Click the header Shelters. 

 

FIGURE 7 

2) If you want to view shelters then click View or alternately you can Add shelters. Again make 

sure that you enter your exact location, town and coordinates. 

TO REGISTER AN ASSESSMENT 

1) If you want to register an assessment of a location and the flood relief being provided there; 

click Assessment. Here you can view an old assessment or add one of your own.  
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FIGURE 8 

2) Certain things that can be viewed under assessments are Identification, Demographic, Shelter 

& Essential NFIs, WatSan (water supply, collection etc), Health, Nutrition, Livelihood, 

Education, Protection (physical safety, separated children, activities of children etc). 

 

FIGURE 9 
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TO REGISTER A REQUEST FOR AN ITEM OR TO PLEDGE AN ITEM 

1) Click the header Requests. 

2) If you want to add a request, click Requests ›  Add Aid Request. Make sure that you add your 

exact location and update request as necessary.  

 

FIGURE 10 

3) Then add your items that are needed for that specific request. 

4) To pledge a request, click on Requests ›  All Pledges ›  Add Pledge. 

 

FIGURE 11 
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       TO VIEW INCIDENTS FOR A SPECIFIC LOCATION ON A MAP 

1) Click on header Map. 

 

FIGURE 12 

2) Map legend is present at the bottom of the map. Orange bubble denotes an incident.  

3) Clicking on the specific incident opens up a description of the incident. 

      TO ADD AN INCIDENT 

1) Click on more ›  Incident Reporting. 

 

FIGURE 13 
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2) From here either view incidents by List or you can Add. Incidents can also be seen from the map. 

 

FIGURE 14 

 

 

FIGURE 15 
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      TO VIEW/ADD (LOGISTICS) INVENTORY STORES, DISTRIBUTION AND RELIEF ITEMS  

1) Click more ›  Logistics Management. 

 

FIGURE 16 

2) From here, three links will be present, namely Inventory Stores. If you want to view or add 

inventory, click Inventory Stores and then Add Inventory Store. Similar is the case with viewing 

and adding distributions and relief items. 

 

FIGURE 17 
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TO ADD VOLUNTEERS 

1) Click on more ›  Volunteers. 

 

FIGURE 18 

2) From here either view or add Projects, Teams, Persons, Skill Types, My tasks. 

TO LIST/ADD HOSPITALS 

1) Click more ›  Hospitals. 

 

FIGURE 19 
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2) Another link Hospitals will appear. Click on this to List All or Add Hospital.  

 

FIGURE 20 

3) After adding a hospital, other things can be added eg. Status report, Bed capacity, Services. 

 

FIGURE 21 
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TO FIND/LIST MISSING PERSONS 

1) Click on more ›  Person Finder. 

 

FIGURE 22 

2) To search for a person, enter name under Search for a person. 

3) Or below this is the option for adding a person Add Person and Save.  

 

FIGURE 23 
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4) To view missing persons more ›  Person Finder ›  Missing Persons › List. 

5) After adding a missing person, other details can be added eg. Person Details, Physical 

Description, Images, Identity, Address, Contact Data, Presence Log. 

 

FIGURE 24 

   TO VIEW/ADD Documents and Photos 

1) Click on more ›  Documents and Photos. 

 

FIGURE 25 
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2) Either click Documents or Photos to view. 

   

 TO VIEW/ADD Flood Alerts 

1) Click on more ›  Flood Alerts. 

 

FIGURE 26 

2) To view flood alert diagram click more ›  Flood Alerts. 

3) To view flood reports from within Sahana website more ›  Flood Alerts › Flood Reports hosted 

locally. Here you can add and view flood reports. 

4) To view flood reports from Pakistan broadcasting corporation more ›  Flood Alerts › Pakistan 

Broadcasting Corporation. This gives flood forecast of gauging stations (in thousands of cusecs). 
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TO USE MESSAGING FACILITY 

1) Click on more ›  Messaging.  Here you can create & manage distribution groups to receive alerts, 
send alerts using email &/or sms, view alerts received using either email or sms. 

 

FIGURE 27 

2) Here you can Compose, see your Outbox, list/Add Distribution Groups.  

3) You can view and add by more ›  Messaging › Distribution Groups › Group Membership. 

                   

 

 

 

 

 

 

 

 

 

In case of queries and feedback, kindly contact at mabsahmed@hotmail.com. 


