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Shelter & NFI Cluster
2024 ActivityInfo Reporting 

Training Guide

A tool for reporting for the 2024 Shelter & 
NFI achievements.



1a. Access to the ActivityInfo Platform

This ActivityInfo training guide provides step-by-step guidance on how to report for the 2024 Shelter & NFI 
achievements.
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How to Submit Achievements in ActivityInfo

There are two ways to submit your 2024 Monthly achievements data in ActivityInfo

You can either

Or

Make use of the Direct Entry Method into ActivityInfo by 
following Steps 1-8  

Use the 2024 Excel Achievements Bulk Upload Template 
provided by the SNFI Cluster
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1a. Access to the ActivityInfo Platform

Once your Login credentials have been set up, go to https://www.activityinfo.org and Log in
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1b. Logging in to ActivityInfo

Enter your email address to Login
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b. Navigating to the 2024 Monthly Reporting Form

After Logging in, you will be directed to the Sudan-Shelter/NFI database. When you open the 
database, you will be directed to 2024 folder, which when you open leads you to the 2024 Monthly 
HRP 5Ws Reporting form.
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2. Adding Records to the 2024 5Ws Reporting Form

To begin entering information on 2024 achievements, click on Add Record
Please note that this is only for 2024 Monthly achievements and NOT TARGETS or PLANNED 
ACTIVITIES.
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2. Adding Records to the 2024 5Ws Reporting Form

Click on the Calendar, Select the YEAR and MONTH of implementation, and Click DONE

2a.  Reporting WHEN
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2. Adding Records to the 2024 5Ws Reporting Form

ORGANIZATION: Select the Organization from the drop-down Menu

2b.  Reporting WHO
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2. Adding Records to the 2024 5Ws Reporting Form

MODE OF IMPLEMENTATION: Select on whether this activity was by DIRECT IMPLEMENTATION or 
through an IMPLEMENTING PARTNER.

2b.  Reporting WHO

IMPLEMENTATION PARTNER: If the activity was 
through an Implementing Partner, please select 
the implementing partner using the drop-down 
menu
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2. Adding Records to the 2024 5Ws Reporting Form

DONOR: Please type the name of the DONOR for the implemented activity

2b.  Reporting WHO

NB: This is a required field, although it does not have drop-down
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2. Adding Records to the 2024 5Ws Reporting Form

2b.  Reporting WHERE.

LOCATION: Please select STATE and LOCALITY using the 
drop-down menu. The PCODE will be automatically placed 
once locality is selected.

Shelter and NFI Cluster Sudan - 2024 ActivityInfo Reporting 
Training Guide

12



2. Adding Records to the 2024 5Ws Reporting Form

2b.  Reporting WHERE.

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)

ORIGIN COUNTRY FOR CROSS-BORDER ACTIVITY: 
If the activity was a cross-border operation, please 
specify the country of origin using the option box
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2. Adding Records to the 2024 5Ws Reporting Form

2c.  Reporting WHERE.

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) 
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting To WHOM.

POPULATION TYPE: Select Population Type under each population category of IDPs, 
Refugees, Returnees, Host Communities and Vulnerable Residents from the dropdown menu 

IDPs Returnees Refugees

Host Community Non-displaced Population
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

For the activity Provision of cash/vouchers for NFIs Select NFI under Sector, Cash under Modality 
and Provision of cash/vouchers for NFIs as the Activity

NFI RESPONSES: Provision of cash/vouchers for NFIs

Shelter and NFI Cluster Sudan - 2024 ActivityInfo Reporting 
Training Guide

16



2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

To report In-Kind distribution of NFIs (NFI kit distribution) Select NFI under Sector, In-kind under 
Modality and NFI kit distribution as the Activity

NFI RESPONSES: NFI kit distribution (In-Kind)
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

To report In-Kind Shelter Responses Select NFI under Sector, In-kind under Modality and the In-
kind response activity implemented under Activity

IN-KIND SHELTER RESPONSES:

In-kind Shelter Responses 
are
• Emergency Shelter Kit (ESK) 

distribution
• Establishment of communal 

shelters
• General site development
• Rehabilitation of collective 

centers
• Tent distribution
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

To report Cash-based Shelter Responses Select NFI under Sector, Cash under Modality and the 
Cash Shelter response activity implemented under Activity

CASH-BASED SHELTER RESPONSES:

In-kind Shelter Responses 
are
• Cash assistance for 

establishment of communal 
shelters

• Cash assistance for general 
site development

• Cash assistance for 
rehabilitation of collective 
centers

• Provision of cash for rent
• Provision of cash/vouchers 

for shelter repair or 
emergency shelter
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2. Adding Records to the 2024 5Ws Reporting Form

4.  Reporting To WHOM.

Type the Number of Households reached during the reported activity

Number of Households
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

Select Assistance Package - Full Kit and or each of the 7 items distributed in the Full KIT enter the total 
quantity of each item distributed in total to all households

REPORTING NFI In-Kind: Full Fit

A FULL NFI KIT must contain all 7 items listed below 
with the corresponding composition specifications 

No Item Description Number of Units

1 Blanket (1.5m x 2m) 3/4

2 Jerry cans (20 litres) 2

3 Kitchen Set 1

4 Mosquito nets (ITN) 2

5 Plastic Sheets (4m x 5m) 2

6 Sleeping Mats (1.8m x 0.9m) 3/4

7 Solar lamp 1
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

Select Assistance Package – Partial Kit and or each of the 7 items distributed in the Full KIT enter the total 
quantity of each item distributed in total to all households

REPORTING NFI In-Kind: Partial kit

A PARTIAL NFI KIT is any kit that is missing any of the 
below 7 items or one that has the listed 7 items but is 
missing the specified unit composition below

No Item Description Number of Units

1 Blanket (1.5m x 2m) 3/4

2 Jerry cans (20 litres) 2

3 Kitchen Set 1

4 Mosquito nets (ITN) 2

5 Plastic Sheets (4m x 5m) 2

6 Sleeping Mats (1.8m x 0.9m) 3/4

7 Solar lamp 1
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

When you Indicate Cash as the Modality and you have provided 
the number of households reached, Select the Currency of the 
Cash distribution and Amount Distributed per Household and 
Total Value Distributed to affected population is automatically 
generated.

REPORTING CASH REPONSES – Additional Information

Also provide information on 
the Conditionality of the 
distribution as well as Number 
of Cash Assistance tranches 
made in the activity.

Finally provide information on the 
Delivery Mechanism and the 
Financial Service Provider for this 
activity
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2. Adding Records to the 2024 5Ws Reporting Form

3.  Reporting WHAT.

Disaster Response Category: Select Conflict, Flood or Fire from the dropdown menu to indicate the category 
of the disaster that is being responded to.  
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2. Adding Records to the 2024 5Ws Reporting Form

4.  Reporting to WHOM.

Gender Breakdown Available?: Select Yes, Available or Not Available to indicate whether data on the Gender 
breakdown is available or not.

If the Option 1 – Yes, Available is selected, please enter Total males and Total females

GENDER BREAKDOWN
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2. Adding Records to the 2024 5Ws Reporting Form

4.  Reporting to WHOM.

Age Breakdown Available?: Select Yes, Available or Not Available to indicate whether data on the Age 
breakdown is available or not.

If the Option 1 – Yes, Available is selected, please enter Total number of people within the following age 
categories
• 0-4 years
• 5-11 years
• 12-17 years
• 18-59 years
• Over 60 years

AGE BREAKDOWN
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2. Adding Records to the 2024 5Ws Reporting Form

5.  Reporting to Additional Information.

Type Additional Information that you would want to highlight.
For example: Information on location name i.e. village or camp.

AGE BREAKDOWN
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3. Saving Records to the 2024 5Ws Reporting Form

Once you are satisfied with the record that you have input, you may Submit the information by clicking Save

Save record to SUBMIT 
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4. Cancelling Records to the 2024 5Ws Reporting Form

If you want to cancel your record that you have input before submission, you may click Cancel and the 
record will be cancelled.

Save record to SUBMIT 
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5. Editing Records to the 2024 5Ws Reporting Form

To edit record(s) SELECT the specific record first (must see a green highlight on each selected record) then 
click Edit Record on the right side of the form to EDIT 

Shelter and NFI Cluster Sudan - 2024 ActivityInfo Reporting 
Training Guide

30



6. Deleting Records to the 2024 5Ws Reporting Form

To delete record(s) SELECTthe specific record first (must see a green highlight on each selected record) 
then click on the right side of the form to DELETE

BEWARE!!!! AS FAILURE TO SELECT THE SPECIFIC RECORD(S) COULD LEAD TO A DELETION OF ALL 
YOUR RECORDS IF YOU HAD SELECTED ALL 
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6. Deleting Records to the 2024 5Ws Reporting Form

To sort record(s) CLICK onthe filter icon and sort either by ascending or descending order
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7. Filtering Records on the 2024 5Ws Reporting Form

To filter record(s) using Text CLICK on the filter icon and type the text you want to use to filter
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8. Exporting Data from the 2024 5Ws Reporting Form

To export record(s) SELECT the specific record first (must see a green highlight on each selected record) then 
select export selected columns and then Click the option for export download.
Note that you can export as XLSX, CSV, to JSON or R
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9. Using the 2024 Bulk Upload Form

To upload your 2023 Monthly Achievements using the 2023 achievements excel bulk upload form provided by 
the SNFI cluster follow the Steps (1-10) outlined below
 
Step 1: Enter your Monthly Achievements in the 2024 achievements Bulk Upload Form

•PLEASE NOTE that the excel bulk form as shown below is a replica of the Activity Info 2023 achievements 
template therefore DO NOT CHANGE the format of the bulk excel worksheet to avoid challenges when 
uploading your data in Activity Info 
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9. Using the 2024 Bulk Upload Form

Step 2 :Save your finalized monthly 2023 achievements in the excel upload form 
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Step 3 :Log in to ActivityInfo, Go to the Sudan-Shelter/NFI database, 2024 and click on the 2024 
Monthly HRP 5Ws Reporting to open

9. Using the 2024 Bulk Upload Form
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Step 4 :Click on IMPORT and you will be directed to window where you will Upload your data

9. Using the 2024 Bulk Upload Form
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Step 4 :Open your saved 2023 Monthly achievements data that was entered in the excel bulk upload form
Step 5 :Select All (Ctrl + A)
Step 6 :Copy All (Ctrl + C)

Step7: Paste All (Ctrl+V) copied information from the excel bulk upload form to the ActivityInfo by placing 
your cursor in the add data here section 

9. Using the 2024 Bulk Upload Form
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Step 8 :If your IMPORT IS UNSUCCESSFUL, you will see a red highlights stating the reasons for the failed 
import

Step 9: To correct this error go back to your bulk upload form and confirm all the columns are identical to 
the activity info template (REFER TO STEP 1) and verify the data entered again and REPEAT STEPS 4-8

9. Using the 2024 Bulk Upload Form
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9. Using the 2024 Bulk Upload Form

Step 9 :If your IMPORT IS SUCCESSFUL, you will see all columns highlighted in green
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9. Using the 2024 Bulk Upload Form

Step 10 : Review the details and Select DONE to complete your IMPORT and data upload in ActivityInfo
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Reach out to the Cluster Team

If you have any questions or need support, contact us at 
jera@unhcr.org or vavic@unhcr.org
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