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General Information

What is this website used for?

This website is a resource for humanitarian agencies working in the Shelter sector. It contains
real-time documents and materials for use during the emergency and recovery phase of
humanitarian responses across the world.

The site enables partner organizations to contact agencies operating in the Shelter and NFIs
sector in the field, share information about their programs and highlight priority areas.

We are available to assist you

If you would like to contribute to the website and need our support for completing your
registration, uploading documents, or simply finding a particular piece of information, please do
not hesitate to contact the following persons:

Neil BAUMAN

Information Management/Coordination
email: neil.bauman@sheltercluster.org
tel: +1 506 721 1228

Shirin NARYMBAEVA
Website support
email: shirin.narymbaeva@ifrc.org



mailto:neil.bauman@sheltercluster.org
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Logging in

To be able to login to the website as an administrator of a response page you should request a
login (and website management training if needed) from Shirin Narymbaeva
(shirin.narymbaeva@ifrc.org or Neil Bauman neil.bauman@sheltercluster.org).

If you have a login and a password, please go to: http://sheltercluster.org/user

country sites and Response sites

There is a difference between a Country site and a Response site. The logic behind this is that
one country can and often does have more than one response operations. Although response
sites are where we usually upload content, all sites can have content associated with them.
While response sites usually contain documents that are specific to a particular cluster
response, a country site can contain materials more generic to that country or reference
materials that apply to that location (building codes, risk mapping, contingency plans, etc.)

In most cases, response pages have different titles from the country site’s, but in others the titles
are the same (as you can see in the case of Afghanistan). Thus, when you navigate to the country
site, click on “Related Operations” and you will see the response pages that belong to the
country in question.

HOME | GLOBAL

In Asia/Pacific

Afghanistan

Dashboard
Documents (7)
Discussions (0)
Events (0)

RELATED OPERATIONS -
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Adding content

Please navigate to the page where you would like to upload content. If you have admin rights to
work on the page, you will see the “Add content” option. If you click on it, you will see the
following functions:

Burkina Faso Floods 2009

ADD CONTENT — (™ KEY INFORMATION -

Create document Information Management

Create library e
CLUSTER EVALUATION 110401

Create arbitrary library
An independent review of the performance of the shelter

Create discussion cluster following Burkina Faso floods...

Create event [1.91M] PDE

Create page

Create coordination team member . .
Assessment, Monitoring, and Evaluation

[
- CLUSTER EVALUATION 110401

An independent review of the performance of the shelter
rlustar fallnwina Rurkina Faza fland=

New strategic advisory group

New hub

Uploading/creating a document

If you click on “Create document”, it will take you to the following page:
Document

Tithe *

Dascriptian [Edit summarny)

B I u

t 100 characters of the desoription will b= displayed in the documeant lsts




You have to give the document a title and a description, after which you have the option of
making the document “key” or “featured”.

If you check “is Key Document”, the document you uploaded will appear on the main page of
the response under “Key Information”.

If you check “Featured”, it will appear on top of the response page under “Featured Documents”
as you can see on the image:

Afghanistan

FEATURED DOCUMENTS

Dashboard

Multiple documents can be
“key” and “featured” at the
same time.

Deeumants ()

n =

i AFGHANISTAN NATURAL DISASTERS UPDATE FEBRUARY 2015 w.

@ OVERVIEW +

@- KEY INFORMATION

Ceordination Management

[ Joemme I ©
Strateghc Pesgonse Plon Afghanistan 2014

g Define the composition, responsibltes and fraswak of the
Sa0

Daseribo composition, reapansitalities and Sramewerk of the
Wi

.23 | BDE

Next step is to upload a file by clicking on “Choose File” and then “Upload”.

File

Choase File | Yo file chosen Upload
et less than 2 MB.

Allowed file types: txt rtf pdf doc docx dotx xIs xIsx ppt pptx png jpg jpeg gif zip odf.

Link

Title URL

The link title is limited to 128 characters maximum.

It is also possible to link to a document on external sites. You can do so by copying the URL of
the document to the URL field. Please note that it is not possible to upload a document by having
both a URL and a file (in “Choose File” field).

Tagging and saving a document

We organize documents on the website by tagging them. More specifically tagging documents
helps us to group them into libraries, as libraries on the website are also tagged to display
certain group of documents. To give an example, a document that is tagged “meeting minutes”
will display in a library page that is also tagged “Meeting Minutes” within a response page, a
hub or a working group.



Non Food Items

Clothing and Bedding Cooking and Eating Utensils General Household Support Stoves, Fuel, and Lighting
Issues

Bunkhouses Displacement No-build Zones Relocations Returns to Area of Origin
Toolkit

Checklist Example Guidance Template

Meeting Management

Attendance List Contact List Meeting Agenda Meeting Minutes

Other Keywords

Save Preview

Creating a library

To create a library click on “create library”. You should give it a title and a description. As it
was already mentioned, library is a way to group documents using tagging. Thus, you should tag
the library you are creating the same way as documents that you would like to display in the
library.

|  currenT oPeraTiONs | REGIONS / COUNTRIES | RESOURCES

Library

Title *

Description *(Edit summary)

Only first 100 characters of the description will be displayed in the library lists

Groups audience

Global Library
& global library iz not limited to the group it belengs to.
Document Type
Case study
Coordination Management
Information Management
Technical Support and Design
Cross-Cutting Issues
Inter-Cluster
Non Food ltems
Toolkit



Creating an arbitrary library

Differing from a library, an arbitrary library allows grouping documents that cannot be tagged
the same way. For example, to display meeting minutes, maps and reports in one library, (which
is not possible via tagging) each document can be added manually in an arbitrary library, by
searching documents by title:

Arbitrary document reference *

*

Add all the " this library.

Add another item

Save Freview

Creating other content

Other content (discussions, events, pages, coordination team, hubs and working groups) is
created in a similar fashion (by clicking create ....and filling in the form).

Events - when creating events, please mention the country where the events will take place in
the title. For example: UKRAINE: Shelter Cluster Meeting. It is important because all events are
displayed on the homepage and one may be confused between events that take place at the
Global and country levels. Below is the example of two Global and one country events displayed
on the homepage of the website.

* 24 Active Shelter Clusters or Cluster-like Mechanisms
@ Upcoming events 11 Led by UNHCR, 6 Led by IFRC, 4 Led by I0M.
"""""""""""""""""" Others by HfH, NRC and UNICEF
Jun. 26" 2015: GSC Mid-year
Teleconference ”’ l“ .“
o
Aug. 3™ 2015: Master level ittt
short course in Humanitarian 8 Natural Disasters 13 conflicts 3 complex Emergen
Shelter Coordination

201 4 Achievements:

Aug. 6! to Aug. 6" 2015:
UKRAINE: Shelter/NFI Cluster
meeting - 08 June 2015

8.2 million Assisted People 52 Support Missions

Pages - different from libraries, pages do not have an option to display a list of documents.



Hubs - a useful function in cases when response operates in several geographical regions of a
country. Hubs allow creating pages within themselves (similar to a sub-response). Thus, it helps
to organize documents by separating them from general response content.

Working Groups - similar to hubs, working group pages allow for the creation of pages within
themselves. As the name implies, working groups are created to display documents and events
related to the activities of working groups active during a response operation.

Managing response content

In Burkina Faso

Burkina Faso Floods

ADD CONTENT + =

GROUP ADMINISTRATION - Infor

If you click on “Group Administration” and then “Content” you will be able to manage all
content that belongs to the response page by clicking the edit options, as displayed in the image
below. You also have the option of searching for content by type (document, library...)

In Burkina Faso

Group content

ADD CONTENT + Type Title

Arbitrary library

Appl Reset
Dashboard Basic page pply ese
Contact
Documents (2) Discussion
Document
Events (1) Event
Library
HUBS -
Operations
= TEST - -
® Burkina Faso Hub - Choose an operation - & Execute
" A2
Type Title PublishedPublication date
WORKING GROUPS - edit Arbitrary library  Arbit library Yes 2015/06/06
: 1:‘”6 edit Document Burkina_Faso_floods_2009 [1.91 MB]pdf Yes 2015/03/16
" 45 edit Document Cluster evaluation 110401 [1.91 MB ] pdf Yes 2011/11/14
PAGES - edit Contact test Yes 2015/06/03
: g;'“'hrary edit Arbitrary library test Yes 2015/06/03
edit Event test Yes 2015/06/03



Editing the Overview sections

If you click on “Group Administration” and then “Edit” you will be able to edit the “Overview”
section of a response page.

In Burkina Faso

Burkina Faso Floods 2009

ADD CONTENT + & OVERVIEW -

GROUP ADMINISTRATION - Overview of the response

(@ KEY INFORMATION -

Information Management

LY
B Crrrr—
Body
B I U= = i hll X2 X, # [E| Source ([ & Headingé = - -
Hyperlink Font color @w
Image
Table y
TYPE HERE

body h6 span span

Disable rich-text

Text fo@ | HTML = > Select "Full HTML"

* Web page addresses and e-mail addresses turn into links automatically.

More information about text formats

* Lines and paragraphs break automatically.

First of all, make sure you have selected “Full HTML”, which will give you access to various
functions like hyperlinking, pasting images, creating tables and so on.



To paste an image, you should upload an image to the website as a document first. After this you
need to click on “Group Administration” and “Edit” and then the “image” icon, which will take

you to the following window:

Image Properties

Image Info  Li

URL

|
W

@ Preview
Lorem ipsum dolar sit amet, consectetuer

- My 8 ' |adipiscing elit. Maecenas feugiat consequat diam.

@ Maecenas metus. Vivamus diam purus, cursus a,
commodo non, facilisis vitag, nulla. Aenean dictum

lacinia tortor. Munc iaculis, nibh non iaculis
aliquam, arci felis euismod neque, sed ornare
massa mauris sed velit. Mulla pretium mi et risus.
HSpace Fusce mi pede, temporid, cursus ac, ullamcorper
nec, enim. Sed tortor. Curabitur molestie. Duis velit
augue, condimentum at, ultrices a, luctus ut, orci.
Daonec pellentesque egestas eros. Integer cursus,

- augue in cursus faucibus, eros pede bibendum
Alignment com in temnne tallie inetn nnig linnla Ftiam anet

=not set= ¥

Baorder

VSpace

o< (GEeE

Copy paste the document/image URL you have already uploaded to the “URL” field and then

click “OK”. You can also choose the width and height of the image.
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