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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.

y > |f http:fipakistan. sahanafoundation, orgfeden)'defaultjuser fregister V| 3 B & Search
H Edlt Wiew Favorites  Tools: Help
ﬁ'ﬁ'& |ghttp Hpakistan, sahanaf oundation,orgledendefaultfu. ., ! | {-} > f_:l n:ﬁ.] ' &?Page - ’},,!- Tol
I Home  Map | Organisations =~ Requests | Shelters |  Assessments = more Login R
. Login
Register :
Register
First name | o Lost
Last name I I Password
Language |Eng|ish vi ? HELP
Mabile Phone: | | ? HELP
E-mail | e
[ 1
Password:
Minimum number of characters is 1
Verify Password] |
Login

2) Under the Login header, click Register. All persons who have registered can be viewed more >
Person Registry > Persons> List.

3) Enteryour details and Submit.

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

@ v € X L] Henilpastansaharfoundstn agdenroec et

| +,¢ Loading... |2

E.Hgme_ Map  Organisations  Requests  Shefters | Assessments. — more

Organizations ~ Activites |« Dffices Staff

FIGURE 2
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TO REGISTER AN ORGANISATION

1) Click the header Organizations.

(€]
Fil=  Edit View Favorites Tools  Help

_a'a'a’ {{ﬁ:' "‘éhttp:,l’,l'pakistan.sahanafoundation.nrg_,l’eden,l’org,l’index I | f‘:} i Q:@ = Q}’ Page

2 Home  Map Requests ~ Shelters  Assessmenis  more Lq
Organizations | Actiities | Offices  Staff
List
Add

!ﬁ, http:Jipakistan, sahanafoundation .orgfedenfor gfindex V'| “f.;: X |Live 5

Organisations

"Who is doing what arid where”

The Crganisations Registry keeps track of all the relief organizations working in the disaster region. it captures not only the places where they are g
but also captures information on the range of projects they are providing in each area.

Features Include:

e Capturing organizational information of a relief organization and all the projects they have in the region
« Capturing the projects each organization is praviding and where

* Reporting on the projects in the region

e Importantly where there are no aid services being provided

FIGURE 3

2) Thenclick Organizations> Add. You can also view other organizations by dicking List.

Bl Hore Map | | Grpanisstions | Regussis Sreltzrs. | Asssssments more

[Cfasticstions | | Activibes | Gitices || Star

Logged in

~|

Seirce of Infarmation VI

* Requirzd Figlds

FIGURE 4
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‘Organizations | -Activiies. | Offices | Staff
st zations
Qrganizations
e
i Input keyword for dynamic ssarch
R — % bl Al s L
show {10 ¥ Filter: | |
Hame “ | Acronym Type Home Country Website
+ AgENCE- .
Ogen FEIste | France AFP Private France hittpfiw wiw afp comiafpeamien)
: Presse
Agency for
! becqnieal International
Open Delete | Cooperation ACTED it : Unknown
T HEO
and
Development
I American
Opzn Pelete Refuges ARC Donor Unknown
Council
3 Lustralian
Gpen _t;elsle | Broadcasting ABC Private Australia hito:iwwwe abe netau!
Corporation
BEC Urdu:
Paristan =
nen et 0
O,N.._Pe.u.e Liteiie BEC Urdu Unknown United Kingdom
Hadio

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 youwant to register the activities that your organizationis involved in, then click Activities
> Add. Make sure to add your exact location to the town and provide coordinates.

.a_','.. Haome hdap Organisations Reguests Shelters Assessments | mare
Organizations Offices Staff

© List
Add Activi

5

Funding Organisation

Organization

Activity Type »

Description:

Unit:
Start Date:
End Date

I
|
I
|
Quantity: | |
I
|
|

Location

Province: | Select alocation el

Marme:

Street Address:

Open Map (can use this to identify the Location)

Latitude |

Longitude: | |
Shelter. |

Total # of Beneficiaries Reached :

Beneficiary Type: v_i

Date of Latest Information on Beneficiaries Reached:|

Total # of Target Beneficiaries: ‘
hlale:

Female | |

FIGURE 6
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5)
6) You can also list your staffs that are on the taskforce. Click Staff> Add.

TO REGISTER YOUR SHELTER

1) Click the header Shelters.

If youwant to list your offices and your contact address etc, then click Offices> Add.

Flap Organisations Regueasts Sheltars Assessments rmore

helter

Shealter Marme: |

Shelter Type | B
Boats Lo d
Food and ‘Water
Shelter Service Healthcare, Comprehensive
Healthcare, General
Healthcare, Maternity ~
Location
Province: i Select a location... i
Mame
Street Address

Dpen Map (can use this to identify the Location)
Latitude ! |

Phone | |

Longitude

Contact Person | ‘

Capacity (Max Persans) |

Add Shelter Type

Add Shelter Service

Add Province
? HELP

? HELF

7 HELF

7 HELF

Conversion Tool

Add Person
? HELP

Drvellings |
Max Persons per Dwelling.l_ |
Area i ‘
T 1 Add Reference Document
Reference Document: | | 5Tl
I5 this & School? 1 ? HELP
Is this a Hospital? Juad] ? HELP

2) If youwant to view shelters then dick View or alternately you can Add

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

TO REGISTER AN ASSESSMENT

1)

shelters. Again make

If youwant 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.

Prepared by Mehboob Ahmed

4|Page




SAHANA

Hama clthe Free and Oper Souwrce Che seter Mar agemert Syalam

R0 Home | Map | Organisations | Reguests | Shelters more

List
sment
Add r
Date [2010-08-27
Location
Province: | Select a location.. e
Mame

Street Address:

Open hap (can use this to identify the Location)

Latitude; | |
Longitude
Staff: |
Staff 2: [
willage
Urban area
Interview taking place at: Collective center
Informal camp
| Formalcamp 5
Male ~|
Female =
Person interviewsd: “illage Leader
Informal Leader
[Communit/ember B

Accessibility of Affected

Location: | |

Comments

FIGURE 8

2) Certain things that can be viewed under assessments are Identification, Demographic, Shelter
& Essential NFls, WatSan (water supply, collection etc), Health, Nutrition, Livelihood,
Education, Protection (physical safety, separated children, activities of children etc).

m Horme  Map | Organisations | Regquests | Shelters | | Assessments | mare
Assessments
1 sment
| Add
T Location: Kheshgl Payan Date:
Organisations: Hone Document
[>[taentification || Demographic | Shelter & Essential MFls [WatSan [ Health | Nutrition | Livelihood | Education | Pratection
Date | 2010-09-08 |
Location
Province | Select a location ~
District | Select a location ~
Mame: Kheshgi Payan
Street Address:
Cipen Map (can use this to identify the Location)
Latitude
Longitude: [
Staff. [ ~
Staff 2 i ~
“illage -~
Urban area 1
Interview taking place at: Collective center —
Informal camp
Formal camp ~
Male ~|
Female =|
Person interviewed: willage Leader
Informal Leader
Comrmunity Mearmber |
Accessibility of Affected [ =
Location:
[

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

1) Click the header Requests.
2)
exact location and update request as necessary.

If youwant to add a request, click Requests > Add Aid Request. Make sure that you add your

BB Horme | Map  Omganisations | Requests| Shelters  Assessments  more
Home = Reguests Al Reguested tems  Fledges
List Aid Requests
| sdd 20d Re quast
Aid Requests
) Input keyword for dynamic search ==
Show | 1 Filter: |
. F o Request Priority Date & . Pledge Reference
Requestor *  Hospital - Shelter - Organization -~ ped! e Message ~ Te Location =~ £12a0¢ hafenee
ftems Palistan
Heeded by Mensoon
Food 2010-08-20 Floods
\Open| fiems || Pledge | IR W29 el - Clusters0 1903190 Eakustan Situation
million Beport #15
Aqua tabs August 20104
10 million ekistan
onscon
buciests 2010-08-20 Flonds
gpﬂi Items F'ledgi Mone Mone Food @ needed by 190505 Pakistan Siuation
food
cluster Bopon #15
August 207104
10 million rakisten
denioans | onnen on Flansoen
Open || ltems | Pledge | None None Water @ needed by 20 0OB Pakistan s
food
et Report #15 |
August 20104
Pakistan:
5 million Monsoon
. 2 % 2010-08-20 : Flood
Open | tems | Pladus None Mane Medicine @ ’SD“'DTS L Py Pakistan s\fﬁ‘afﬂn
cluster Report #15
August 20104
5 million o
4) To pledge arequest, click on Requests > All Pledges> Add Pledge.
ﬂ Home Map Drganisations Reguests Shealters Assessments fmore
Horre Reguests | All Requested lterns [ Pledges

List

Add Pledge

Submitted On: 2010-02-27 O7:20:24

Fledge Status‘é Fledged |

Organization: | |

Fersaon: | |

Audd Organization
? HELF

Adid Persan
? HELFP

Camments:

? HELP

Sawve

“ Required Fields

List Pledges |

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

1) Click on header Map.

m Home [ Map | Organisations | Requests  Shelters | Assecsments  more

Locations | Fullscreen Map

Tools Sere Pl )bk

Layers e B
= [ _}Base Layers
= Overlays
[ Jpam Status
=[|Relief tems Provided
[Coamages snd Rescues

[CRescus Equipment in us=

Behraad

ncidert Reports

Lashkar Gah Kpodahorl dasis
@ [} Sehana e Map Service

Search Geonames S

Search location in Geohames

Jhuninunun

s
AT (Sika] i
s
AW Unipsiry £
BT (Kishangann
: Tonk =

S (B,
(e

Qs o
) Dpenstrasthia

® o 9 9 ¢ -

Multiple
{click for more details)

Activities Shelters Incidents Reguests Assessments

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) Clickonmore > Incident Reporting.

hdap Organisations Reguests Shelters | Assessments

[ Logistics
| Management

Locations | Fullscreen Map

“olunteers

d
Tools <5 Sarar )
- == Favan | Assessments s
Layers o Ve
& ] Base Layers Hospitals

=l Overlays =T
=][IDam Status Finder
DRelief kems Provided
I:IDamages and Rescues
DRescue Equipmernt in use

Person
Registry

s Crocuments
[l activities
weavat-4 and Photos
Azsessments alicalmal
Incident
e Sl
[#]shetters BRI
[Flincident Reports Flood Alerts
= Lashkar Giah  yKandabar | Messaging @

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.

Contact Details

Home Flap Organisations Reguests Sheliers Assessments maore
Incident Repdrts
| List Fl
Report
| Add I
Short Description |
Message
Categary: 5
. AtSdisited Location (not wirtual)
Reparter Name: | mehboob ahmed | Add Persan

? HELP

#of People Deceased

L T

Date/Time: [2010-09-27 06:30:16 +00]

Location

P Sal | = Add Province
rovince | elect a location 7 HELP

Mame | ? HELF

Street Address 7 HELF

Open Map (can use this tao identify the Location)

Latitude: !_ | ? HELF

Longitude | Conversion Toal

#of People Affected: | |

# of Peaple Injured: |

FIGURE 14

b Home | Map

Organigations

Requests

Shelters

Assessments  more

Inzident Reports.

Features Include:

Incident Reporting

The Incident Reparting System allaws the General Public ta Report Incidents & have these Tracked.

o Add Repod

¢ List Reports
» Show ha

Prepared by Mehboob Ahmed
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TO VIEW/ADD (LOGISTICS) INVENTORY STORES, DISTRIBUTION AND RELIEF ITEMS

1) Click more> Logistics Management.

m Home. hdap Organisations Requests Shelters Assessments more

‘Home  Imvertory Stores  Distributions Ralief ltams: .
' | IManagement
“olunteers stics Management
. . o : Azzessments
Managing, Storing and Distributing Relief ltems. )
Features Include: Hospitals
* |nventory Stores E;r;;rn
- register an Inventory Store & then add ltems to it
# [Distributions Person
- register a Distribution & then add ltems to it Registry
* Rolief ltems
- manage the Catalogue of ltems Documents
~and Photos b
Incident
Reporting
Fihadlarts ovyered byj Sahana Eden
Messaging

FIGURE 16

2) From here, three linkswill be present, namely Inventory Stores. If you want to view or add
inventory, click Inventory Stores and then Add Inventory Store. Similaris the case with viewing
and adding distributions and relief items.

Horne Wap Organisations Requests Shelters Acsessments tnare

Home | lnventory Stores | Distnbutions.  Relief ftems:

! List

Add e
Add I
Location
Province: | Selectalocation bl
Mame |

Street Address

Open Map (can use this to identify the Location)

Latitude: | |
Longitude: | |

Reference Documem:!

Comrmerits:

Save

* Required Fields

List Inventory Stores }

FIGURE 17

Prepared by Mehboob Ahmed 9|Page




- SAHANA

Hama clthe Free and Oper Souwrce Che seter Mar agemert Syalam

TO ADD VOLUNTEERS

1) Clickon more> Volunteers.

E Home | Map Organisations Feguests Shelters  Assessments mare
[ Projects ‘ |Team5' ] |F'ersu_:rn's ‘ [:SkiII'Typé5'| ‘-My Tazks | Logistics
: ' = = == . hlanagement
Volunteers
o ] Aszessments
The Yaolunteers System keeps track of all Wolunteers warking in the disaste . ures not only the p
providing in each area. Hospitals
Featuras Include: Fersan
cr o ; Finder
e Registering ad-hoc volunteers willing to contribute
s Capturing the essential services each Wolunteer is providing and where Ferson
# Choosing Skill and Resources of Volunteers Registry
. Documents
anrd Bhatac

FIGURE 18
2) From here either view or add Projects, Teams, Persons, Skill Types, My tasks.

TO LIST/ADD HOSPITALS

1) Click more > Hospitals.

E Hame Map Organisations Requests  Shelters  Assessments | maore

Home Hospitals ~ Reguests  Pledges Lagistics
| Management
Yalunteers
. CCES
Hospital Status Report Al A nents DULE ALCESS DATA
P i TH Hospitals ule helps manitoring the status of Use these links to download data
View or update the status of a hospital.  ['[Hosstale ] i
Ferson . 0ayY
Fu Finder H
Support Request Fy e « JSON
Enter a new support request. Person us assessment. _ o KML
Registry ests of hospitals for assistance.
Pled s rt Documents " o
V.E 2 I.Id. - t d led and Phatos . XL
lew pending requests an pledge -~ o EONL-HAVE
support. :
PP Repetting LICENCE
Map of Hospitals e All data provided by the Sahana 5
" : Messain fram this site is licenced under a
View the hOSlea|S on a map. i Attribution licence. However, nat o

Please consult the source field of

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

m Home Map

Organisations

Requests  Shelters  Assessments more

| List All
Add
Find by

Name

T &dd ID:
[ Bt |

Other Name:
Facility Type

Home | Hospitals| Reguests  Pladges

|
[
Other Marne: |
|
|
|

Crganization:

Address |
Postcode |
City |
Phone/Exchange: |
Phone/Business |
Phone/Emergency: |
Wehsita |
Ernail: |
Fa: |
EMS Traffic Status |
EMS Status Reason: |
OR Status: |
OR Status Reasan |
Facility Status: |
Clinical Status: |
Morgue Status: |
Margue Units Available |
Security Status |

|

[

Murber of doctors

Location:

FIGURE 20

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

Map,

Organisations | Reguests Sheltars

Azsassments rnore

Find by
n Mame

Lt add

Ti Hospital
AvglEtie geds

Lady Reading Hospital ~ Add Reguest |

Lady Reading Hospital
Feshawar

MNone

Mane

Requests | Pledges

EMS Status:

Facility Status:
Clinical Status:
Security Status

“Slmus Reporl! Eed Capacity Activity Report R'equests Images Sermvices | Contacts

Marne:

Other Mame:
Other Narme:
Facility Type:

Oryanization

Government UID: |

| Lady Feading Hospital

i_,_,L.L,! JL'-“"! 1?;_‘.37,_, i

! loye huspatal OR Gemali Huspatal

| Haspital

¥

Unknown
Unknown
Unknown
Unknown

Prepared by Mehboob Ahmed
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TO FIND/LIST MISSING PERSONS

1) Click onmore > Person Finder.

m Home Map Organisations Reguests Shelters Assessments
Seatch fora Persan | Missing Persons Logistics
| Management
Yolunteers  [Person Finder
Search here for a person’s record in order to: {Esassmaats
Hospitals
& Heport that person missing .
o Report the person as found Ferson
s Yiew and/or update details of the person's record Finder
Persan
Search for a Person Registry
T Documents
Mame andfar 1D ) S
Search
Incident
Reporting
If you cannct find the record of the person you want to report Flood Alerts add it by clicking 4
fessaging
Add Person

FIGURE 22

2) Tosearch foraperson, enter name under Search for a person.
3) Orbelow thisis the option for adding a person Add Person and Save.

—
H_nme Map | Oganisations | Regussts  Shellers  Assessments | more

Search fora Person | Missing Persons

| List
Add aPerson [

1D Label

? HELF

First Mame: .

Middle Narme:

Last Name:

Preferred Name 7 HELP

|
|
Local Name | 7 HELR
Gender | unknowri V|
Age group [unkrovn -]
Datte Of Birth | |
Nationality | v 2 HeLe
Country of Residence | v 2 HELP
Religion | v‘
Miarital Status: ‘unkng\{m v_‘
Qccupation |
injured
displaced
Personal impact of disaster: suffered financial losses ? HELP
diseased
separated from family
Comments: 2 HELP

FIGURE 23
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4) Toview missing persons more > Person Finder> Missing Persons> List.
5) Afteradding a missing person, other details can be added eg. Person Details, Physical
Description, Images, ldentity, Address, Contact Data, Presence Log.

m Horoe Map Organisations Reguests Shelters  Assessments ranre

Search for a Person  Missing Persons

Missing Person Details

Add Person

Marne: Saleern Dhillu
Date of Birth: unknown
Mationality: unknwr

Ilvlissing Repon‘ Person Details | Physical Description | Images | [dentity | Address | Contact Data | Presence Log

1D Lahel:
Gender.
Age Group:

Person reporting: mehboob ahmed -
Date/Time of disappearance I 2010-09-27 06:53:15 +EIE

Details:

? HELF

Last known lncation |

? HELP

Location details |

Cantact:

? HELP

Save

* Required Fields

Add Location

TO VIEW/ADD Documents and Photos

1) Clickonmore > Documents and Photos.

FIGURE 24

m Home  Map  Organisations Reguests  Sheltars  Assessments

Docurnents | Photos:

Features Include:

The Documents and Photos provides a catalogue of digital media.

Logistics
| Management

YWolunteers
Assessments

Hospitals

& Upload Photos
* Provide Wetadata for your media files

FPerson
Finder

Ferson
| Registry

| Docurnents

and Photos

uments and Photos

Prepared by Mehboob Ahmed
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2) Either click Documents or Photos to view.

TO VIEW/ADD Flood Alerts

1) Clickonmore > Flood Alerts.

.Home_ Map Organisations Reguests Shelters _A_sspssmgnts mare

Bt Pakistan - Indus Cafetlut
M detion M Documents

Flood Repotts | Lagistics
: : | Management
Yaolunteers  Flood Alerts
; - : Assessments
The Flood Alerts Module provides access to information on current Flood Les
Repoit Types Include: Hozpitals
» Flood Reports hosted locall Eerjon
» Pakistan Broadcasting Carparation e

Person

{,_._z \w\) and Photos

\_‘ HALGEHISTAN o 4
; 7 e

[owta ot Flow | Currant Flood Loval
[7ma10 12:00° lr—!uw {Cusres] | Pred . A

Legend Incident =
Indus River Flow Gauges Reporting J
3 IT . BALTISTAN
Trend. Fiood Level Warning Flood Aleits  frusenocey
®  Other Durrage Gavge e
™ v Felling Messaging G SARCU R
T Fallng High fet =
i g 7 e
¥ ety doviee vaniiungagh e
T Faling Metum :} W sy
£ Rising, Mucim ! “Wm’:u‘\g‘ EN “a”_fff-*
s BT IR R ek
: Sl:d'E - APGUANTSTAN sl 2 Ry
ik wancLals ‘x
B Stescy Excestionshy High ARHHUR gy
I Staace Low MﬁuLhmm‘ﬁ‘_
[ Sreacy Mrdum QADIRAEADE
Rt
PUNTAD
ELIY ~
uum’v SULEMANK
7 ]
'
e o I5LAr B>
SRR y
[ S e AN
b

IR

INDIA

\

FIGURE 26

2) Toview flood alert diagram click more > Flood Alerts.

3) Toview flood reports fromwithin Sahana website more > Flood Alerts > Flood Reports hosted
locally. Here you can add and view flood reports.

4) Toview flood reports from Pakistan broadcasting corporation more > Flood Alerts > Pakistan
Broadcasting Corporation. This gives flood forecast of gauging stations (in thousands of cusecs).

Prepared by Mehboob Ahmed
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TO USE MESSAGING FACILITY

1) Clickonmore > 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.

i Home | Map | Organisations  Reguests | Shelters | Assessments
Outhox | Distributioh groups Logistics
- - R | Management
“olunteers Messaging
) ) ) A Asgsessments
The Messaging Module is the main communications hub of the Sahana sys _ o send alerts andfor messages us
disaster. Hozpitals
Features Include: FPerson
s Create & manage Distribution groups to receive Alerts E¥agt
s Send Alerts using Email &for SMS Parson
s “iew Alerts received using either Email or M3 Registry
. Documents
and Photos
Incident
Reporting
owered by Sahana Eden
Flood Alerts
[Vessagng_|

FIGURE 27

2) Here you can Compose, see your Outbox, list/Add Distribution Groups.
3) You canview and add by more > Messaging > Distribution Groups > Group Membership.

In case of queries and feedback, kindly contact at mabsahmed@hotmail.com.
Prepared by Mehboob Ahmed 15|Page




