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Main steps 
1. Online registration 
2. Receive approval from OCHA Somalia through email 
3. Access the online database and apply 
4. Submit application to OCHA Somalia for approval – this locks the application 

from further editing by the applicant 
5. Review by OCHA Somalia. During the review process, the application may be 

unlocked for the applying Organization to make changes. 
6. Once approved/rejected, the applicant will be notified accordingly 
7. Mid year and end year reviews which may lead to budget revision or changes on 

the project document content 
 
How to access the online CHF/CAP database 
Use this link to access the online database http://62.24.103.51/ochachf/ or 
http://funding.ochasomalia.org/ochachf/ 
 

 
 
Provide a valid username and password. All organizations must have a valid username 
(email address) and password to access the system. If the agency does not have a 
username and password click on the “click here to register” link and follow the 
instructions. 
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New user registration 
 
All NGOs are required to register only once and they will have a username and password 
to access the database.  

 
 
Please note 

 If you were already issued with a password to access the database during the CHF 
Second Allocation window then you can use the same password to log in hence 
you do not to register again. 

 The security code should be entered as it appears. 
 The registration details will be submitted to OCHA secretariat for approval before 

you are notified via the e-mail address provided for you to proceed with the 
application 

 If possible use a generic email address that is accessible to all project staff in your 
organization. 

 Only one username and password is supplied per agency. You can use this to 
submit proposals and access all projects submitted by your agency. It is the 
responsibility of the organization to keep the username and password secret, and 
only disclose it to staff members responsible for the project to maintain the 
integrity of your data. You can change the password as many times as you deem 
necessary. Once your proposal is submitted you will receive an automatic 
message acknowledging receipt. Upon submission your proposal will first be 
reviewed by the Cluster concerned and later by the CAP/CHF Secretariat. 
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1. How to submit a CAP project proposal 
 

 Click on the “CAP 2012 project management” menu and select “CAP project 
creation” 

. 

 
 

 The first tab “Existing projects” shows a list of applications made by your 
organization. If the project is not locked, you can edit details or submit the project 
by click the relevant link from the list. 

 Click on the second tab “New CAP project”.   
 This takes you to a screen with seven (7) tabs which represent the various sections 

of a CAP project proposal. 
 You must fill in the information required in “Cover” tab and save it before 

proceeding with other tabs.  
 The project information remains available to the applicant until the time they 

“submit” it for review by OCHA Somalia. 
 
Application sections 
 
a) Cover 
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Please note 
- To add a new implementing partner, click on the “Add” button and you will get a 

new line 
- If you add more lines than you need, just leave them blank and the system will 

ignore them. 
- The project code will be completed by OCHA. 
- Mandatory fields are marked with a red asterisk (*) 
- All numeric values should be entered without commas e.g. 1,500.82 should be 

1500.82. The system will do the formatting. 
- Where you have more than one agency applying for the CAP, click on “Multiple 

Agencies” to specify the other agencies. 
 

b) Objectives 
 

 
 
Please note 
- The content on each field should not exceed the number of characters stated. 
- Mandatory fields are marked with a red asterisk (*) 
- To select the regions click on the particular region and then click on the (>) button 

and to remove a selected region click on the (<) button. You can hold down the 
‘ctrl” key on your keyboard if you want to select multiple regions 

- Take note of the character limits on some fields of this section. E.g the total number 
of characters for all activities is 4,000 characters 

- Remember to save before changing tabs to avoid loosing the data. 
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c) Budget 
 

 
 

Please note 
- Mandatory fields are marked with a red asterisk (*) 
- All numeric values should be entered without commas e.g. 1,500.82 should be 

1500.82. The system will do the formatting. 
- Save the information before changing tabs. 

 
d) Budget by location 

 

 
 

Please note 
- You have to select a zone to get Regions and select a region to get districts, and then 

pick a district one has to type in the location. 
- To select more than one district hold ctrl key and then click on the various districts. 
- All numeric values should be entered without commas e.g. 1,500.82 should be 

1500.82. The system will do the formatting. 
- The system allows you to save one location details at a time and you can add as 

many locations as your project covers. 
- Mandatory fields are marked with a red asterisk (*) 
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e) M&E and Details 
 

 
 
Please note 
- Mandatory fields are marked with a red asterisk (*) 
- Save the information before changing tabs. 

 
f) Project reviews 

 

 
 
Please note 
- This section will give you a list of review comments on your project by OCHA 

Somalia for the Agency to act on. 
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g) Submitting the project for review 
 

 
 
Once all the tabs have been completed click on “CAP 2012 project management” and 
select CAP project creation. In the list of existing projects, click on the link “Submit 
project”. This action sends an automatic e-mail notification to OCHA Somalia to start 
reviewing your project. If there are changes needed or change of status of your project, 
you will be notified by e-mail. 


