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Main steps

Online registration

Receive approval from OCHA Somalia through email

Access the online database and apply

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.

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
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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/

CHF/CAP Database

Please use the latest version of Internet Explorer

Log In

click here to register

About CAP About CHF

The Common Humanitarian for Somalia (CHF-Somalia) was

The CAP is much more than an appeal for money. It is an established in June 2010, as an upgrade from the earlier Humanitariar|
inclusive and coordinated programme cycle of: Response Fund. The Humanitarian Coardinator for Somalia officially
launched the CHF on 29 June 2010, with the participation of donors,
* Strategic planning leading to @ Common Humanitarian the Inter-Agency Standing Committee for Somalia, the Inter-Cluster
Action Plan (CHAP); Working Group, and the Advisory Board of the new fund.
« Resource mobilisation {leading to a Consolidated Appeal | The CHF is a strategic fund that provides funding to high-priority,
or a Flash Appeal); under-funded projects in the Consolidated Appeal in twice-yearly
5 i standard allocations, to support aid agencies in responding to the mosf
* Coordinated programme implementation; urgent humanitarian needs.
= Joint monitoring and evaluation; In addition, the CHF has an emergency reserve, in which 20% of

awvailable funding is kept to fund a quick response to new, unforeseen
emergencies. Organizations can submit proposals to the emergency
Dacac i reserve at any time, and they will be reviewed. Read more...

* Revision, if necessary; and

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 reqgistration

All NGOs are required to register only once and they will have a username and password
to access the database.

Last Mame (contact person)

Agency Name Select h

E-mail address
Password

Confirm password

Security code TA{;GQEﬂl;'} (Type the characters in the text )

Online Database Registration

First Name (contact person}

Home

For assistance please contact us on chidb@ochasomalia.org

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

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

CHF/CAP Database

Home H CAR 2011 Projsct Hanagement @ | | CAP 2012 Froject Manasment © H CHF Project Management © | | System Setup © ‘

CAP Project Management

Existing Projects Hew CAP Project

[Select a category to fiter the CAF projects

[Drganization Al |
Cluster Al =
Click to fiter |

Ho. Action Project Code Cluster Organization Project title Original Budget Revised Bu
1 Project Budget Nutrition SOMALIEDUCATION AND Bardera Maternity Hospital Nutritional Project 0.00

‘submitted Revision HEALTH ORGANIZATION
2. |Edit |Submit Budget Agriculture and Livelhoods |Danish Refugee Council Food Assistance to vuinerable IDPs. 0.00

Project Revision

TOTAL 0.00

Copyrght © 2011 - Al Rights Reserved. UINOGHA

e 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.

e Click on the second tab “New CAP project”.

e This takes you to a screen with seven (7) tabs which represent the various sections
of a CAP project proposal.

e You must fill in the information required in “Cover” tab and save it before
proceeding with other tabs.

e The project information remains available to the applicant until the time they
“submit” it for review by OCHA Somalia.

Application sections

a) Cover

CHF/CAP Database

Usnagemant © || System Setep ©

1B A AR T, |

Mease Note: Warnsalony heids are marked wih an ssterss *. S3ve yoUr IMformation before changing tabs

) 7] Mutiols Agencies (4nsticaisis anty 5 joint progects)
Propect Tai - water and sarvtaton
Progec Code (To b compieted by DCHA
Chunter * Water, Sarvlaten e Hygere [=]
Custer Gtecives Supsort - Otjwctivn 1 7] Obimcave 2 7] Caimctin 3
Vande sty 4000 ¢ for water seesaly because of the et drovgl
charactera)
Borrtan hate Female  Total
Tatal Daneficiares 3790 ™ 575

Totl Baneficharies include the follcwing:

2000 27
Comtuntants and FxCombatants [«] =ea 00 768
Peogie in HE sndjor ARLC [=] &0 [ (]
Fregrant and Lactatng Women =] s 0 556

frpiementang Parteers (Masimom of e

250 charscters)

Fropet Duraten Start Wosn May (=] (2 gt =]
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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

8 CHF Online Database

CAP Project Information

I Cover I Objeer

e I Buriget [ Buiget b

m:.mnn[ M & F and Detaiis [ Project atatus I' Projeet Reviews _

Please Note: Mandatory fiids are marked with an asterisk *. Save your information befare changing tabs

Appeaing Agency

Prjocd Tk

Custer

Objective 1 (aximum o f 650

charsclers) *
eount "

COuteames and Asthties for

Objectiv 1

Actess Devenpment & Retef Drganizaton

Outcome 1.1 past puscome
(Maeimum of £40
e—
count

"

Astity 1117 Sub seetor

\iter =

Aucthvty 112 Sedect Subrsector v |

Aty 113 Sedect Subrsector v |

Cutenme 1.2
(Marimuen of $40
charsciers)
count

[

Aty 121 select Sub-sector [w]

Acthily 122 [ select Sub-sector [w]

all 27 sctvibies) Characler cowr

"

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

@ OCHA CHF/CAP Database e I

P 2012 Propect Mansgement @ | | CIF Project Management ¥ || Systess Setp ©

CAP Project information

| Caver | I | mugetvy Locavon | matamaverin | proectsiates | project Reviews -

Please Hote: Mandatnry feids are marked win as asiersk . Savee your miormation befor: chamging labs

Cammant
Appaaing A g
Project Tise water and santicn
Clster Water, Santation and Hygens
+Budget Lingg »  Budget Lines Ageney 1 Ageney 2 Total (USD}

{Duty sumersi s 08 Appiicable anly 1o foint projects
Slowsd. Do mot 1, Supgies. commEEes, SIuEmant and Basago

EMET commas or L] e -
The CUMENCY S0} 3 persennel (staft, consutants, ravel asd raining) we “m w540
3 Teaining of courserparts 2900 3000 5900
4, Contracts (with mplementing pariaers | S000 000 24000
5, Oiher drect costs ®500 2000 56530
6. hdrect costs 1600 000 29800
TOTAL RLTES
Save detoda
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

@ocHA CHFICAP Database forange passwors Logow |

P 2012 Progct Mansgement ¥ | | CiF Project Management Sysiem Setp *
CAP Project Information

l Caver I bjectives [ Budget lmdaulhnmml M & L and Details l Project status I Praject Reviews _
changing tahs

Mandatory fekls ek *, S your

Comment <
Project Tew ‘wiater and santnton
Custer Viater. Santaton and Hypess
Total Budget 15753000
Zome* Region * Dustriet (3] (ol sown the e Loeation mount (USD) *
Geograpric Zenes., ey 0 Chiciselect muiniple = i =
Fiegons, Datrcts i)
and Locatens
Nortwest () (=] [Ands = [ [ nn Save detals
Lughaye
Tevn

- 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

8 CHF Onbne Database B v B - ém v Pagev Sedety+ Toob

Piease Kote: Unsndatory fieids are marked win an asterisk . Save your information before changing tabs

Propct Tee ‘water Bnd santaton
Clster Witer, Sanintion aad Hygiens
Meaorng & Evaluaion * Desrbe vour MIE detals here

1. Yes [=] 5. Wil the SC tor st N [x]
@ocument (nClidng Ley accountabity communtes. 8o other slatetciders® *
commiments) be avalable n Somal® *

wapacied renuls, tmelame, and reisvant communties, sad otner stskenskcers? "

3. Wl project progress reports be. Ve [w 7. e heid for the wd  res [w]
avalakie 0 Somel o1 BSE ONCE D4 YearT partcpation threughost the project cycle? *

4. Wil s Frequently Asked Question (FAQ) [ne  [=] 3
ot e avaisbi n Somal s add e and entbiements? *

L stout the promct [ves [w]

WWirke actily nusber(s) from section (B) 4 7
Hhat supports Croas-Culing Theme

UNSAS (For UN agencies Primary Sub-Outcome (Mlease ixicate 1. Lvelhouds ssvets —of dfferent groups [for women and men] accordng W ther reeds n - Mumantanan Emer percy and Acute Food Z|
anly) which UNSAS Sut-Outcome pour project
ppams)

& ol Somals. B3]

ndary Sub-Out 3
m’m””w"

Contact nformation * Mame My hame| Teleghone 097543874 E-mal wenrem.com

ARgCHA

Please note

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

f) Project reviews

CHF/CAP Database

Home | | CAP 2012 Proect Manspement @ || CF Project Masagement @ | | Syatem Senp @
CHF project Information - Reviews
]’ Cover I Objectives I Busger Iﬂuuﬂwtwl M & E andd Detuits I Prosect Ststus I' Progect fevews -

Propct Toe wile' and sastalon
Chalor Wates, Sanksten and Hygene

Prind comments

CHF Seceetanat

Date Posted Fosted By Section Comment

T-540-2011. Dalete sdmntrator Locations ¥ ou must 834 the lecations detals for you progct

T-Sap-3011 Delein  sdmnibialor Budge 1

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

CHF/CAP Database

m || CAPZ0NZ Promet Managemest ® | | CHF Proet Management System Setup ¥
CAP Project Management

=
Salect & categury ta fiber the CAR propcts.
Organizatien I =l

Mo Action Project Code Cluster ‘Orgararaten Project title

Original Budget Revised Budget
1. [ae | Submt Uudget [ER At Atnca el ssdsd
Proect

Acctss Devekprmest & | waler and santaton 147.536.00 000
Proiee Rrvaicn Hygene Reke! Sagasization

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.
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