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How to use the Shelter Cluster Database 
Where to find the database
The Shelter Cluster database can be downloaded here. It is in an Excel binary format:
https://www.sheltercluster.org/Asia/Philippines/Typhoon%20Haiyan%202013/Documents/20141003%20HSWG%20Database%20for%20website.xlsb
Data currency and data collection method
The database was last updated on the 6th October 2014, based on information provided to the cluster by that time. Not all agencies reported at this time, therefore information within the database represents that which was last provided as an update to the cluster. The information in this database was collected from shelter cluster partners using the Shelter Cluster reporting format (version 4), a copy of which can be found here:
https://www.sheltercluster.org/Asia/Philippines/Typhoon%20Haiyan%202013/Documents/Reporting-template-HSWG-v-4.xlsb.zip
Content and structure of the database
The Excel workbook contains three data sheets, and a guidance note:
· Agency Activities: This contains all information relating to recovery shelter implementation. It does not cover emergency shelter activities. For a description of the activities within the form, see the Shelter Cluster’s Shelter Recovery Guidelines  : https://www.sheltercluster.org/Asia/Philippines/Typhoon%20Haiyan%202013/Documents/Recovery%20Shelter%20Guidelines.pdf
· Training: Information on trainings delivered by partner agencies. PLEASE NOTE: information was only received from 16 agencies related to training, therefore this is unlikely to represent the entirety of training undertaken by shelter agencies. 
· Public Outreach: Information on activities related to awareness raising. PLEASE NOTE: information was only received from 5 agencies related to training, therefore this is unlikely to represent the entirety of training undertaken by shelter agencies.
· Guidance note: Contains guidance on what information is held in each column.  

Rows: Each row represents the activities by one agency, in one location, undertaking one type of activity. Generally, activities have been reported down to the Barangay (though in some cases only to the municipality). If an agency is undertaking two activities in one Barangay (e.g., repairs and core houses), these will have been entered as two separate lines of information. 
The Agency Activities sheet contains four extra columns to the right which are not included in the reporting format – these are the unique IDs (P-codes) for each location. 

PLEASE NOTE: You can also find summaries of the information contained within the database on the Shelter Cluster website:
National summary 	Region VI summary	Region VII summary 	Region VIII summary 

Working with the data:
Searching for information: The easiest way to search through the data for specific information is to use Excel’s filter function – this will allow you to search by any of the fields of information – by agency, by location, by shelter activity. Filtering is also an easy way to search for whether the category of interest to you exists. For instance, if you are wondering whether there is any information in the database for a particular agency, using the filter function gives you a list of all of the different entries which can be found in that column, easily allowing you to identify if that category/name exists in the database.
Summarising information: You may want to summarise information in the database, for instance in order to see the total households reached or targeted at specific locations. The easiest way to do this is by creating a pivot table. In order to do this, you will need to remove some of the header rows at the top of the sheet, as pivot tables require data to be structured with just one header row. The column headers will also need to be unique for each column.
Pivot tables are only useful for summarising numbers, therefore the two fields which you will be able to summarise are:
· Targeted households: This represents the total number of households targeted by the activity, regardless of whether they have been reached yet or not.
· Reached households: This represents the number of the targeted households which have been reached as of the 6th October 2014, when the database was last updated. 
PLEASE NOTE: If you are looking to produce a summary of ‘what is left to be done’, then you will need to subtract the households reached from the households targeted.
For help on how to use pivot tables, please see here: http://www.excel-easy.com/data-analysis/pivot-tables.html 
Interested in collecting more data?
If you are interested in updating the data in the database or collecting additional data, here are some tips in how to go about doing this:
a) Collect information using the reporting form: It’s important to make sure that information is collected consistently, and with the same categories – this is what allows the information to be summarised by location, agency, or by activity. For instance, if different spellings are used for the same agency (i.e. if sometimes you write ‘Shelter Cluster’ and other times ‘Shelter Cl.’, then the information will not be able to be summarised together. This is why the reporting form contains drop-down menus wherever possible – this ensures that consistent spellings are used, and restricts entries to defined categories.
b) Clean the incoming data: Inconsistencies or errors in reporting will need to be resolved or removed before the information is consolidated into the database, in order to ensure that calculations and summaries will be correct. Here are some common errors to watch for:
· Make sure that no cells are merged: merged cells will not be able to be summarised or filtered, therefore should be unmerged, and key information repeated in each row of data. 
· Look for errors in target and reached numbers: There should always be a target number of households for every activity. If the activity status is ‘complete’, then the number of reached households should be the same as the number of targeted households. 
· Make sure activity is defined: Shelter activity must be specified, at least to the Intervention type – otherwise it will not be possible to summarise how many core houses/repairs/temporary shelter have been built.
· Check for non-compliant entries: Sometimes when information is submitted by an agency, they may have over-ridden the drop-down menus with another option which does not comply with defined options. You may need to clean some of these non-compliant entries, in order to ensure that categories sum up correctly. This may need to be done in consultation with the person reporting the information, in order to make sure that entries are correctly modified. 
c) Consolidate the data: Once you have cleaned all of the new data, you can add it to the existing database. If this is completely new information, you can paste the rows at the bottom of the sheet. Use the ‘paste special’ function, and paste only the values. If the information is an update from an agency, then you should delete the old information from them, otherwise you will end up double counting their activities. Check first that the new information from them covers all of the same areas as the old information before deleting old information. 
Advanced users:
[bookmark: _GoBack]For advanced Excel users, please note that the options for the dropdown menus are held within hidden worksheets called ‘AdminNames’ (this drives all of the dropdown menus for Region, Province, Municipality, Barangay) and ‘Activities’ (this contains all of the other dropdown menus). If modifications to dropdowns are required, they can be done here. 
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