Managing WASH Cluster Websites on Humanitarianresponse.info
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Introduction 
Humanitarianresponse.info offers a user manual. However, some entries are outdated and as such do not provide practical help. Below you will find some tips on how to manage and edit the WASH Cluster website on hr.info. 
Getting started: 
1. You first have to create a user profile on humanitarianresponse.info
2. You will have to request admin rights to your country’s WASH Cluster website from OCHA. 
3. Also, send an email to hr.info to enable the feature “WYSIWYG trusted”. This feature will allow you to embed content on the website.
4. Go to your Cluster website, and click on “log in”: once connected you can now manage website content
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Uploading documents, events, etc.: 
· On the top right of the page, next to where your name is displayed, click on the “ + ” sign 
· A list with several upload options will now appear
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· Choose “Assessment” to upload assessments
· Choose “document” to upload other documents, such as Situation Reports, Meeting Minutes, Technical Documents, etc.
· Choose “Map/Infographic” for maps and infographics
· If you choose “page”, you can set up a ‘sub page’, a hyperlink to which will appear on the left hand side of your cluster page 
· Please refer to the annex of this document to see how to ‘tag’ documents you are uploading  
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Changing the page lay-out
At the bottom of the page, you will see a black bar. Click on “change layout”. The dialogue box opening now will give you the choice between several lay-out options. Choose the one most suitable to you and any content already on your page will be automatically transferred to the new lay out. 
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Creating new content boxes on the site
1. On the black bar, click on “customize this page”. This will take you to the ‘back end’ of the page. 
2. You can now click on the “+” sign on the different columns, to add a content box in the respective column. 
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When clicking on “+”, a new dialogue box opens, giving you different options for content boxes that can be added to the site. 
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If you want to move a box to another column, after you have already created the content, you press this button and hold this button:
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You can now drag and drop the box to another position, either in the same column or in another one.
The button on the left hand side of the content box allows you to change configurations in content boxes that have already been created. 
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The following is a list of the most relevant content boxes and instructions on how to create them: 
Dynamic boxes:
The advantage of dynamic boxes is that they automatically add new documents that you uploaded with the corresponding tags. (For example, the content box for Meeting Minutes will automatically update the latest meeting minutes that have been tagged as such).
Create a dynamic box:
· Click “+” to add a new content box
· Choose “documents”, then click “add” on the field called dynamic box
· To add a title to the box, select “override title”
· Select “Provide a ‘more’ link” to have only the most recent documents shown in a list
· Choose the Cluster for your country (e.g. “Water Sanitation Hygiene (Sudan)” )
· Then choose the document type (for a content box containing Meeting Minutes for example, choose “meeting minutes” from the dropdown menu).
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Static Boxes : 
Static boxes also contain documents, but, unlike dynamic boxes, do not update automatically. Static boxes are a useful option for displaying documents which will not be updated often, such as guidelines and technical documents. 
Creating a static box:
· The process of creating a static box is almost the same as for dynamic boxes. 
· Instead of tagging documents, you now have the often of manually adding documents to be displayed. To do this, copy-paste the exact name of the document you uploaded. This will make it much easier to find the document. 
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Funding Box
You have the option to add a box showing the funding for the country’s appeal. HR.info links data from the Financial Tracking Service (FTS) to create a funding chart.
Creating a funding box:
· Select Additional features from the list of content box options
· On the option “FTS Chart” select “add”
· Choose a title (such as “WASH Funding 2015)
· Choose an appeal
· Choose a Cluster
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The final chart will be look something like this: 
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Custom Content Boxes
Custom Content Boxes can be used for a variety of purposes, such as embedding maps, displaying logos or icons, etc. 
Creating a Custom Content box: 
· Select “Custom Content”
· If you want to insert an image, select the picture icon on the right hand side of the menu bar
· To insert a hyperlink, click the hyperlink icon in the middle of the menu bar. You can do this to make hyperlinks to documents or also to icons/images which then re-direct the web-site user. 
· You have another option, further down in the dialogue box, to “make title a hyperlink”. Here, you can copy-paste the URL the title of the content box should re-direct to. 
· For example, if you want to display a box that links with the event calendar on your hr.info WASH page, you can use the URL of the calendar (e.g. https://www.humanitarianresponse.info/en/operations/central-african-republic/water-sanitation-hygiene/events) and make your agenda icon and the title (Choose the option “make title a hyperlinkof the box a hyperlink so that users are re-directed to the events sub-page of your Cluster website. 
· If you want to embed a something on your page, for instance to display an online map, select “source”. You can now paste the embedding script which you will have gotten from the page you are trying to embed.
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ANNEX: TAGGING DOCUMENTS
To ensure that dynamic boxes work smoothly and documents can be found in searches, it is important to tag any document you upload. 
Documents should also be named with a coherent naming convention (for example : YYYYMMDD Meeting Minutes National WASH Cluster)
Please see below a list of common dynamique boxes and the correspondent configurations/tags:
For all boxes, you have to choose your Cluster. Leave empty the options “Space” and “Theme”.  
	Box
	Configurations/ Document type in Content Box
	Configurations of uploaded documents

	Meeting Minutes
	Meeting Minutes
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+ location (e.g. Khartoum)
+ Space(s) (e.g. Sudan)

	Guidelines and Standards
	Guidelines
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	Technical Documents 
	Technical Document
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	Situation Reports
	Situation Report
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Creating an Event Calendar
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10

image3.png




image4.png
WATERSANTATIONHVGENE  CONTACTS  EVENTS DOCUMENTS MAPS/NFOGRAPHCS  ASSESSWENTS

Stes e Dapscament Eau, Assainissement et Hyg

PRESENCE OPERATIONELLE CLUSTER WASH




image5.png
nfo/en/operations/central-african-republic/water-sanitation-hygiene

MENU REPUBLIQUE CENTRAFRICAINE  EAU, ASSAINISSEMENT ET HYGIENE

Humanitarian [IENCE a-

WATERSANTATONHYGENE  CONTACTS  EVENTS  DOCUMENTS  MAPS/NFOGRAPHCS  ASSESSMENTS  BLOG

Eau, Assainissement et Hygiene

VIEW
NEWSFEED
PRESENCE OPERATIONELLE CLUSTER WASH
Mansged by:

WASH Cluster

Unied Nations Chicren's Fund WaerSanaon Hygere

AGENDA DE REUNIONS

compTe ReNous s ReUNIONS

+ 20150319 - Minutes Groupe
e Travail Water Trucking

+ 20141020 - Minutes Groupe
e Travail Water Trucing

+ 20141105 - Minutes Groupe
de Travail KBF

- 20150429 - Minutes Cluster
WASH Bangui

+ 20150615 - Minutes Cluster

G opensteeatap o WASH Bangui

© aotamamonser view more

'CONTACTS NATIONAUX ET SOUS

BUREAUX
BASE DE DONNEES 3WS WASH

o e o s 00 s . CLUSTER NATIONAL
elecharger 1a base de donnees W OU usliser a sommaire inferac e e

WASH Speciist - UNICEF
e (4220 0075858
Emai: amba@unicetorg
Skype: douou bat
EVALUATIONS SITES DE DEPLACEMENT

Heri SAFARI

WASH Offesr, nformstin
Mansgement - UNICEF
e (+239) 030861

% Customize this page | i Change layout





image6.png
Eau, Assainissement et Hygiéne

vor MODIFER  GROUPE  TRADUIRE  CONTENU

& || || | o opemsnesecuserasi 2, 2|71 m]=== [

PRESENCE OPERATIONELLE CLUSTER WASH WASH Cluster

e
3Ws Acteurs EHA [

‘Selectionez e couche uniquement puis claer

St s preectir, P v 1o Seturs, AcENDADE
SagHe. itk atteints. 4 3| 8| N feresrer
Right-cck su visblelayers’ pour e dans une 3,

sue ol fencre "




image7.png
‘Ajouter du contenu a Content Header

Les ptions de cotenu sont sépare par catégores. Veulez séec

Asttons festures

Biogposts

-

o

]

Infographics

Nos

Ajoutr du nowvsau contsnu




image8.png
'AGENDA DE REUNIONS




image9.png
Configure new Dynamic:

@ Overeesne | | =
You may use %kepmrds from contert. = wl s %1t t contan e crgns 4.

0 Provie s mere" k.
T toc oftis ik il b more. This seting an ony be modified n e View confiration

© Usepser

Num tems.

B

‘Selctthe umber of tems to dsply,or Ot dsplay o resuls.

Space

[E=

Clustersectors

[rrr——"

Coordination hubs

[E=

Disssters

[E=

Losstions

Themes





image10.png
Configure new Static.

@ Overcete

You may use %kepmrds from contert. = wl s %1t t contan e crgns 4.

Document
EFF S 2578 7o Pret Prces Terote G581 5

rep—

View mods

Tesser

[ e




image11.png
Add new fts,_visualization

Label+

[ wastFuocng 2015

Narme tat dsplys nthe dmin arce

Tite

e Tt ofthe sk, The <am>, <strongs, <> snd <6 HTIL tags re iowed, S ctrrs i b fred ot

Setings





image12.png
N Funded 26 1 Unmet Requirements 76%
Total: $ 44,000,000





image13.png
A el replcing fdtie pne! pane e

Body (Edit summary)

JEmassal





image14.png




image15.png




image16.png
Training and Resouroe Ma...

0 E Ty





image17.png
Document type *

[ Reports

| Sinstion Report





image18.png
Create Event

Langusge
[Engisn -]

Tite

[ Destoe o a7 srmisirs

@ AIDsy @ ShowEndDste
oate
onovzore
Eq. o2u2008
o
oate
onovzore

Eq. o2u2008

@ Repest

OMx DA My i
DS DOt Nw EDec

@ Onte of

win g gl gAn @My @
W gAw gSe w0l D




image1.png
Humanitarian G

Eau, Assainissement et Hygiéne

==





image2.png




