
PLAN 

This ActivityInfo training guide provides some guidance on how to report for the 2025 Shelter & NFI achievements.

 Accessing and Navigating ActivityInfo

 Adding Records to the Reporting Forms

 Saving Records to the Reporting Forms

 Cancelling Records to the Reporting Form

 Deleting Records in the Database

 Editing Records to the Reporting Form

 Exporting Data from the Reporting Form



SUMMARY

Once your Login credentials have been set up, go to https://www.activityinfo.org and Log in 

https://www.activityinfo.org can be saved in the bookmark by pressing CTRL + D. It makes it faster to 
retrieve the link without having to know it or type it.



HOW TO LO GIN A ND LO CATE T HE FO RM

Use your email address to log in 

• An email address is needed

• Log in https://www.activityinfo.org/

• Locate Sudan – Shelter / NFI database

• Access the forms : 
 2025 monthly HRP 5Ws Reporting for monthly achievements 

 2025 Stock and Pipeline reporting for Stock reporting 



OVERVI EW
The main page of the reporting tools 

Dataset

• Add record : to add new activities and reports
• Import : to bulk import a set of data ( out of the scope of the documents)
• Export : to export the data into xlsx or csv and perform further analysis 

Select 
record 
to have 
more 
informat
ion on a 
specific 
record 

The name of the form and the path to access it 



A DD RECO RD :  W HEN 

Once you click on Add record , you are directed to the form where you can start entering your data . 
Reporting month is the month you are reporting about. 



A DD RECO RD :  W HO

Organization Name :  select the organization from the drop-down menu  . The acronym will be added automatically. 



A DD RECO RD :  W HO

Mode of implementation :  Select on whether this 
activity was by DIRECT IMPLEMENTATION or through 
an IMPLEMENTING PARTNER

If “ through an implementing partner is selected “ , then a drop-
down menu with the implementing name is displayed . Select 
the implementing partner from the list 

Donors :  Select Donors from the donor list 



A DD RECO RD :  W HERE

3 level of locations are needed : select them 
from the cascading dropdown list  

If the Location name is not listed in the dropdown 
list , enter it in the adhoc location name

Answer whether the organization is physically 
presented in the location 



A DD RECO RD :  W HERE

Response Method depending on Access* : Select 
whether this activity was Cross-line Operation (i.e.
from within Sudan) or Cross-border Operation (i.e.
from a neighbouring country). 

Assistance location by settlement Type* : Select 
whether this assistance was provided in HOST 
COMMUNITIES (i.e. residential homes such as 
private houses where IDPs are staying with relatives 
and rented accommodation) or GATHERING SITES 
(i.e. communal spaces such as public buildings, 
formal or informal camps, open areas etc)



A DD RECO RD :  W HAT

Activity & indicators:  select the organization from the drop-down menu  . The acronym will be added automatically. 



A DD RECO RD :  W HAT

Activity & indicators:  For NFI or ESK activity , a precision on the assistance package is required .  



A DD RECO RD :  W HAT

If you are recording cash assistance, specific information are required :  modality & Conditionality & Delivery 
Mechanism



A DD RECO RD :  W HAT

Cash assistance :  Information of financial institution and amount distributed  



A DD RECO RD :  W HO

Beneficiaries' disaggregation : population group and household details

Beneficiaries' disaggregation : select the specific 
population and general population group will be 
chosen automatically

Beneficiaries' disaggregation : Head of household 
disaggregation 



A DD RECO RD :  W HO

Beneficiaries' disaggregation :  Disability and Gender disaggregation



A DD RECO RD :  W HO

Beneficiaries' disaggregation :  Age disaggregation



A DD RECO RD :  SAVE  O R CA NCE L

Save record : to save the record in the database . Select save the record once you completed all needed information
Cancel record :  to cancel a process and come back to the initial phase , press Cancel . A confirmation is asked by the system 
proceeding . You can still deny but once you confirm , the recording process is cancelled. 



WORK WIT H DRA FT:

How to work with draft: at any point to the
data entry , you can save it as draft and
come back to continue later . Use the
button Save as draft.
The drat will appear shown below and
then do the edit by clicking on edit record .
DO NOT FORGET TO SAVE IT LATER.
Otherwise, it will remain as a draft and will
never be submitted to the main database.
Everywhere record can be deleted by
using delete record , but it is conditioned
by user’s access



Data that you saved can be export into cvs or xlsx: 
from the options : 
• Select Export 
• Specify the format 
• Select the columns you want to export or take the entire form and 

download it. 

EXP ORT:



Depending on the user’s access which was granted to you , you may have the 
right to delete record . Delete applies to record already saved or draft. 
You select the record first , by pointing on it in the table and through the filter . 
Once the record is selected , click on delete record .
Warning will be shown  to you , but you can confirm if you are sure about it

DELETE A  RECORD :



A DD RECO RD :  M ISCEL LA NEOUS

For any additional information, please write to im.sudan@sheltercluster.org


