TO ALL ORGANISATIONS PARTICIPATING IN THE PHILIPPINES FLASH APPEAL REVISION

The On-line Projects System (OPS) is a web-based database that allows UN agencies and NGOs participating in consolidated or flash appeals to directly upload their projects and funding requests and update them during the course of the appeal year. 
The database has been designed with the aim of facilitating information-sharing and the appeal review process for humanitarian actors. The database is the central repository for appeal projects. It is managed by the CAP Section in OCHA Geneva and it is linked to the Financial Tracking Service (FTS) database and website that tracks funding requests and funding status of projects in inter-agency appeals. 
UN agencies and NGOs that would like to submit projects to an appeal can access the database via a simple account creation, upload their project(s) for sector/cluster review, and edit them during the course of the year if required. The database will allow users to print the appeal projects and project compendia on demand.

In line with Flash Appeal policy, during the HQ review of the initial Flash Appeal the OCHA CAP Section uploaded all projects onto the OPS in preparation for opening the OPS during the revision to the country team. 

Please find below some guidance on the main steps to take to use this database:

· Registration

· Accessing projects

· Adding new projects

· Revising existing projects

· Reviewing and approving projects

REGISTER on OPS on-line

1.) To register and upload projects revision on the OPS database, please visit the website: http://ocha.unog.ch/ops/ 
2.) If you are already registered on the OPS, you can log in with your previous password/details.

3.) If you have never registered before, please click on ‘New User’ and follow the instructions.

4.) To complete the registration please consult the guidelines attached below, or available from the OPS homepage.
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IMPORTANT: 

· UN and NGOs based in the Philippines should register with the role of UN/NGO FIELD PROGRAMME OFFICER
· Cluster leads should register with the role of FIELD SECTOR/CLUSTER LEAD
· Edit functions in the database depend on roles therefore it is very important that the registration is done correctly,
REMEMBER: Registration is not automatic. Please wait for the administrator's message giving you the access link and activate it once you receive it.

How to UPLOAD A NEW PROJECT in OPS or REVISE AN EXISTING PROJECT
1) When you are in the OPS database, select the 2009 appeal list 
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2) Select the Philippines appeal from the list.

3) You can look at all projects in this appeal by sector and by organisation on the ‘Project Summary Tables’ tab.  You can also look at the list of projects on the ‘All Projects’ tab.
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4) Prepare your project revision or new project following the project template. 
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5) If you are submitting a NEW project in the Flash Appeal revision, click on ‘Create New Project’. Fill in the form online (using, if appropriate, the information inserted into the template) and ‘Save’ it.
6) If you are REVISING an existing project: 
· Find and open the project, 
· Click on ‘Revise’ at the top of the project form
· Insert the changes 
· Save and close.

The project will then move into ‘Draft’ phase, and will remain in that phase until reviewed by the cluster lead. (Further details on revising projects are attached below).
7) Cluster leads will then review projects, assign priorities and click on the ‘Approve’ button if the project is satisfactory.  
If the project requires further work, or does not meet the cluster’s requirements, or does not meet the objectives of the revised Flash Appeal, cluster leads should click on ‘Reject’. The appealing organization should be informed of the rejection, and be given an opportunity to resubmit changes if appropriate. 

For further guidance on the revision of projects, please see below.
DETAILED INSTRUCTIONS ON HOW TO REVISE A PROJECT IN OPS

Organizations that have submitted projects will see a ‘Revise’ button appearing at the top of each project form in OPS.
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Click on ‘Revise’ to initiate the revision of a project. The system creates a copy (a form with the light blue background) of the original project, where the appealing organization can insert changes (budget or text).

The Original Budget Summary (first box) will be blocked for editing.  Budget changes should be inserted in the Revised Budget Summary (the second budget box).
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This follows the same principle applied on FTS tables: any modification to an original project or the inclusion of a new project after the appeal launch is considered as a "revision" of the original appeal. The requirements for those projects (new projects added after the appeal launch or revised projects after the appeal launch) are considered "revised/current requirements" and should be indicated in the Revised Budget Summary.)

Remember to ‘Save’ the project after inserting changes.

The project under revision (blue copy) will be saved as a Draft.
A project under revision will have to go through the same approval steps as those for an original project. The revised blue copy of the project will have to be:
· Reviewed and accepted by the cluster lead;

· Then reviewed and accepted by the UN Humanitarian/Resident Coordinator;
· Then reviewed and approved by the appealing organization’s HQ. (HQ agency approval is normally required for UN Agencies).

Only when the approval review steps are completed on OPS, the OCHA CAP section will accept the revised copy of the project, replacing the original project on OPS and the public FTS site. The project code will then become a hyperlink, allowing a reader to link directly to the project proposal on OPS. 
· Examples of the hyperlinking can be seen here:

http://ocha.unog.ch/fts/reports/daily/ocha_R3_A853___0910141521.pdf

Officially approved projects will have an orange background and will have the status of Published by CAP.
The CAP section will inform by e-mail the CAP Sub-Working Group indicating a specific deadline for reviewing all projects under revision.
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SUMMARY: 
 Organisations upload their draft projects for inclusion in the CAP by creating an account, logging 


in, and then filling in the project information on the web form.  (The information is similar to what 
was requested on the old CAP project sheets.) 


 Users may view each other’s projects, but may edit only their own organisation’s. 
 Projects are peer-reviewed in the cluster/sector.  After peer review, the cluster/sector lead clicks a 


button in the system to signal that the projects are approved by the cluster/sector. 
 Agency headquarters review their projects on line, and edit them as needed.  Projects are 


considered approved by agency HQs once the deadline has passed. 
 The system will generate PDF versions of projects (singly, or selected groups of projects, or all 


projects in an appeal) for download and printing by any user.  Printing and shipping by OCHA 
CAP Section of full compendia of appeal projects (Volume 2 in the previous system) will be on 
demand. 


 Organisations can and should update their projects on line at any time during the year. 
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The On-line Projects System (OPS) is a web-based database that allows UN agencies and NGOs 
participating in consolidated or flash appeals to directly upload their projects and funding requests and 
update them during the course of the appeal year.  The database has been designed with the aim of 
facilitating information-sharing and the appeal review process for humanitarian actors. 
 
The database is the central repository for appeal projects. It is managed by the CAP Section in OCHA 
Geneva and it is linked to the Financial Tracking Service database and website that tracks funding 
requests and funding status of projects in inter-agency appeals. 
 
UN agencies and NGOs that would like to submit projects to an appeal can access the database via a 
simple account creation, upload their project(s) for sector/cluster review, and edit them during the 
course of the year if required. 
 
The database will gradually replace the current printed version of the appeal projects volume and 
allow users to print the appeal projects and project compendia on demand. 
 
To access the OPS go to: http://ocha.unog.ch/capprojects. 
 


 
 


In order to upload, edit or manage a project, you must register on the site. Click on New User. 
 


 
 
A) Create an OCHA Single Sign-On account following the instructions. 
 


 
B) If you already have an OCHA Single Sign-On account, login using your WEBMAIL login 
information. 
 


 


INTRODUCTION 


REGISTRATION 
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Fill in your phone number, organization, and your role in the CAP process in your User Profile. 


 
 
 


 
 


 
 


Your name, e-mail, role and organisation will appear at the top of the database page after the 
registration and verification processes are completed. To change your profile, click on Edit Profile  
 


 
 


 
 


Select your Appeal from the list of current appeals and click on View to access a table with all the 
projects.  
 


 


Once the profile is completed and submitted, the OPS Administrator will evaluate the request and process it. A notification e-mail will 
be sent to the user, granting access and edit rights to the database. This may take up to a working day, so please create your 
account ASAP. 


Please select your Role and your Organisation. 
The roles reflect the standard IASC appeal review 
process and the main figures involved. 
 
- If you belong to an appealing organisation (UN 
Agency/NGO) in the field that wishes to submit a 
project, select “Field Programme Officer”.  
 
- If you are a sector/cluster lead in the field please 
select “Field Cluster/Sector Lead”. 
 
- If you are based at the UN Agency/NGOs 
headquarters and has a review function in the 
appeal process, please select “HQs UN 
agencies/NGOs”.


If you cannot find your organisation, please send a request to us by filling in the on-
line request form. We will upload your organisation in the OPS and in the Financial 
Tracking Service. Once the organisation has been registered in the database (which 
may take up to one working day) you will receive a message indicating that you are 
able to access the database. 


USER PROFILE 


CREATING A NEW PROJECT OR EDITING AN EXISTING PROJECT 
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To find an existing project in the Appeal Projects table and/or create a new project: 
 
 


 
 
 


 
 
 
 


 


 


 
 
 
Please note that fields with a red star are mandatory. The project will not be saved if all mandatory 
fields are not completed. Once you have completed the project form, don’t forget to SAVE the 
project! 
 


 
 
You can copy (ctrl+C) and paste (ctrl+V) text or numbers into the fields in the on-line project form. 
 


Click here to view only 
your organisation’s 
projects 


Click here to create and upload a new project 
and paste in the complete project information. 


To find a specific project, you can filter the 
projects table by any column title 


To edit or update a project please click EDIT.  
You will access the complete project form.  


Mandatory 
red star! 


Information icons: if you need 
clarifications while filling out the 
form, please consult the blue 
information icons.


Click here to view all projects 
for this appeal 


FILLING OUT OR EDITING A PROJECT FORM 
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FIELD UN Agency/NGO Programme Officer 
 
- As FIELD UN Agency/NGO Programme Officer your edit rights are restricted to your organisation’s 


projects. A project created by a Field Programme Officer will remain in DRAFT status until the 
cluster/sector lead signals that it is reviewed and approved by the cluster/sector. 


 
 


FIELD cluster/sector lead 
 
- As FIELD cluster/sector lead you have edit rights on your organisation’s projects as well as on 


other organisations’ projects. You convene the peer review process of your cluster/sector’s 
proposed projects, and you will certify project approval following peer review by clicking “approve” 
on each project approved by the cluster/sector.  


 
If you do not click “approve”, it remains in DRAFT status and will not be included in the 
appeal! 
 
The Field cluster/sector lead will also be able to edit or reject a project - before and after cluster 
approval - in particular following discussions with the HC. (The editing access is for convenience: 
you are not expected to edit others’ projects without their permission, but after changes are agreed 
with the proposing organisation, it may sometimes be convenient for them to ask you to do it for 
them.)   


 
A rejected project can be restored by a cluster/sector lead to DRAFT status by clicking RESTORE. 
 
Please always remember to click on “approve by Cluster” for a project to be included in the 
appeal! 
 
 


OCHA Field Officer 
 
- As OCHA Field Officer you will have the same rights as a cluster/sector lead and RC/HC.  
 
 


Resident Coordinator/Humanitarian Coordinator 
 


- As Resident Coordinator/Humanitarian Coordinator you will be able to edit all projects in your 
appeal and reject them if necessary.  


 
A rejected project can always be restored by the RC/HC to DRAFT status by clicking RESTORE. 
 
A DRAFT status project will still need to be APPROVED by a Cluster Lead to be accepted in 
the Appeal! 


 
 


 
 
When your appeal’s Final Field Draft is sent to the CAP Section in Geneva for HQ review and CAP 
section finalisation, field users will no longer be able to change projects until after the Appeal 
publication.  
 
The uploading of projects (in draft status) will still be possible but the approval and reject functions will 
be frozen until the APPEAL is open again for changes after its publication. 
 
 
 


ROLES AND EDITING RIGHTS 


FIELD USERS: PLEASE NOTE!
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UN agency/NGO HQ Reviewer 
 
As a UN agency/NGO HQ reviewer, you will be able to edit projects for your organisation only. You 
can upload a new project in DRAFT status during the HQ review phase, but you will need to alert 
OCHA HQ Desk Officer and the CAP section by e-mail in order for a draft project to be processed by 
the system.  
 


 
 
 
 
 
 
 
 
 
 
 HELP! 


 
For assistance and reporting problems on the database please 


contact: cap@un.org 
 


HELP-LINE during the Appeal period (Oct-Nov 08): 
Mr. Luciano Natale,  


Tel. +41 22 917 1761 
cap@un.org 






_1317044701.doc
Project sheet template – Information required on OPS


(Explanation text in green and example text in blue.  You can use this template to prepare your project info in advance, before going onto OPS to upload it)


		Appealing Agency(ies)

		(Use the search box on OPS to find your org’s name in the database. The project can have more than one appealing agency on OPS – but each must have its own budget.)



		Project Title

		Be very concise. Capture the essence of the project If a project belongs to a sub-cluster or other special coordination group (i.e. child protection, nutrition, psycho-social and mental health, etc.), please make sure to include those words in the project title to ensure that requirements and funding can be more easily identified for advocacy and analytical purposes.



		Project Code

		[Project code is now assigned automatically by OCHA’s OPS after you save the draft project – you don’t need to do anything.] 



		Sector or cluster

		OPS will give you a drop-down menu of the sector/cluster names in your country.  



		Objective

		A summary in a sentence or two of what the project aims to achieve.  This should relate directly to one of the sector/cluster objectives.  



		Beneficiaries

		TOTAL:
1000 [always individuals, not households]

Children:
500
Women:  200 

Other group (specify):
20 community health promoters

Disaggregate women and children from TOTAL wherever possible.  On OPS, don’t put commas between digits.



		Implementing Partner(s)

		List partners ONLY in the sense of those whom you will subcontract – NOT those with whom you will coordinate. (It’s assumed you’ll coordinate laterally with the rest of the sector/cluster.)  e.g. Ministry of Health, Oxfam 



		Project Duration

		From when to when does the project run? Note that a project’s duration can exceed one year. In that case, funds requested should be the portion needed for 2010 only. 


e.g. January – December 2010 or February 2010 – March 2011



		Location

		Choose ONE location from the drop-down menu that OPS will offer, tailored to your 2010 CAP.



		Priority

		Choose the priority rating, as agreed with your sector/cluster group following peer review, from the drop-down menu that OPS will offer (tailored to your 2010 CAP).



		Project Contact Name: 

		Joe Schmoe  Warning: this information will eventually be published, to allow interested donors to contact the right person in your org. So don’t give confidential contact information. Use a generic contact if you prefer (e.g. donor-relations@unxyz.org).



		Project Contact e-mail:

		Joe.Schmoe@unxyz.org  Warning: this information will eventually be published, to allow interested donors to contact the right person in your org. So don’t give confidential contact information. Use a generic contact if you prefer (e.g. donor-relations@unxyz.org).



		Project Contact Phone:

		Tel. +41 22 XXXXXXX  Warning: this information will eventually be published, to allow interested donors to contact the right person in your org. So don’t give confidential contact information. Use a generic contact if you prefer (e.g. donor-relations@unxyz.org).





Needs
(maximum 4,000 characters, which is about 1.5 pages)

Activities
(maximum 4,000 characters)

Outcomes
(maximum 4,000 characters)

		Requested budget  (Note: if the project goes longer than the CAP’s common planning horizon, usually one year, this budget should reflect the 2010 portion only.)



		Budget Items

		$



		Cost A (e.g. staff)

		100,000



		Cost B (e.g. inputs)

		50,000



		Cost C (e.g. administration)

		50,000



		

		



		

		



		TOTAL  (OPS will calculate total automatically from the lines above.)

		200,000





		NOTE: OPS offers only five (5) budget lines, to keep the information manageable.  If your organisation’s standard format has more than 5, combine some of the smaller ones.





Screenshot of OPS project upload page:
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