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Preliminaries

The ADRA EUD Project Tracking System is a web based
data bank. It is hosted on a server in Germany.

It has been developed by ADRA EUD Regional Office.
There is no need to install a special software on your com-
puter. It does work on the most common internet browsers.
It also work on "Windows Mobile”. However we have discov-
ered that it works best on the Microsoft Windows Internet
Explorer.

It can be accessed from the ADRA EUD Website protected
"Members Section". ADRA EUD does give personal logins to
all ADRA employees around the entire ADRA network. These
logins will allow you to look at and download all the tools and
information that is made available by the ADRA Euro-Africa
Regional office. ADRA EUD provides this service in the
spirit of "Information Sharing".

The use of the "Project Tracking System” (PTS) is compul-
sory (see ADRA EUD board action 05-03 of September 29,
2005) for the ADRA country offices located within the
ADRA EUD region. This is a service provided by the ADRA
EUD regional office to its country offices within the EUD
region. It was designed in a way that it can easily be used by
each ADRA country office in the entire ADRA network. The
ADRA EUD board decided however that a small user fee
would be requested. This income would contribute to develop
and adapt this tool to new requirements. So far emphasis
has been given to keep the tool user-friendly, without many
graphics.

It has been used successfully by the ADRA EUD country
offices since September 2005. In the beginning some of
the offices have been very sceptic, but now our workers are
beginning to realize that it can be a very valuable and prac-
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tical tool. It helps ADRA offices to share information and to
have project files organized. One of the nice side effects is
that it helps ADRA to set protocols and procedures in place

in order to work more professionally and in a more organized
way.

In connection with this tool ADRA EUD has developed some

important rules such as:

. The initiative to plan and start a project shall come
from the implementing (beneficiary) side.

. Each project shall be documented by the following

documents:
e Proposal
e Budget

e Time schedule

e Project agreement

e Interim and final report(s)

e Evaluation report

e Any other document as required by the donor or-
ganization and/or needed for a successful imple-
mentation of the project like:
Local agreements, maps, graphics, photographs,
videos (352x288 pixels), etc.

The system does also provide an electronic archive which
will be accessible from the internet for five years. All data
recorded on the PTS will be backed up automatically.
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View information!

Enter the ADRA Members website.

You need a personal login for this website.
Note: Do not reveal this personal login to any body else.

In the column ,Project Coordination®

Welcome to the ADRA EUD Info Postal.
The "Hews".section is open 1o everyone. ACCess o e olher Areas is given only o gualified indrcusts. 1 you think you should have

ACCEss, please contact inft auralrica org

s e s e s s e

RUHIRUHIL|

click on ,Project Tracking"
You will now see the list of ADRA Implementing offices.

|ADRAEUDInﬁ0P0rta1 @ DR

Implementing Offices Mavgatn: b Supporting Offices » Search b Archives + Statistics
EEE] [EUR (Ewe) v

Should the country your need be missing, please notify
j.fehr@adra.eu




. Switch between "Implementing Offices” and
"Supporting Offices".

. Search for Projects and Supporting Offices

. Look at the Archives

. Look at Statistics

The basic currency is EUR, but you can also switch to other

currencies. The system will then convert based on the cur-

rent Yahoo exchange rates as published on the web.

You can view these lists at three different levels:

1. Country offices

2. Country offices and name of projects

3. Country offices, name of projects and detail informa-
tion about project
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View information as Supporting Office

In the navigation line click on “Supporting Offices". The pro-
ject list for the supporting offices is created automatically
while they are entering their financial contributions to a
project.

To view the project listed according to supporting offices,
click on "Supporting Offices" in the navigation line. You will
then see the list of supporting offices. Here also you can
switch between the three different levels.

ADRA EUD Info Portal

Project Tracking

fh » Archives  » Statistics

EUR (Euro) v

* Alghanistan_w: T71'T07 08632 4IN0AT_PS79 145
 Albanka 1065 10000
[ ha DA
] tina 730 18560
+ Armenia [i] [
 Austria [i] [

| ADRA EUD Info Portal @0
Project Trackin 4 Intern

Supporting Offices » Offices » Search » Archives » [ogtn.

[EN|ET|EY

| EUR (o) -

On level 2, you can either sort the projects in alphabetical
order according to the name of the project or according to
the name of the implementing country.
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ADRA EUD Info Portal

Project Tracking

Supporting Offices Mavigation: » ing Offices » Search » Archives » isti

EUR (Euro)

“Compk
122'007 122'582
[ - fghanistan ev. 12 12112 0
AIDS T third year Burundi ev 16'000, Q 8547
Capacity Building in Financial € Morocco ev 1 10'890 i
Child Labor and Children Living on the € gy Turkey ev 20'000 99'005 i
Streets Prevention
Community Recovery and Di Program hailand ev 20'000 Q 27'500
Cow Breeding unisia ev 100 Q 8000
Gypsies disabiltes service ulgaria v 2200 0 8300
Integrated Basic Education Development € =\ omalia ev 34198 0 0
| (IBED) in Puntfand and Somaliand
Lebanon Beacons of Hope 1T Lebanon relief 1'012 Q 31289
[EIMicro Enterprise for Widows (vocationall literacy) ov 30 0 12763
REACH BPHS | EPHS ev 165'600 0 0
safe Motherhood Vietnam ev 13'530 0 11'153
0cial Education ‘ghanistan ev. 10°000 0 7'300
"yphoon Xangsane Vietnam relief 3'550 3 4030
heelchairs for Physicaly Challenged Children Tunisia dev. 27 0 3'700
[=l Australia 47'090 0 719'932
Community Recavery and Ds Program Thailand dev 20'000 Q 425'000
Emergency school in Western Acef Indonesa dev 11'500 Q 199'500
Flooding 2006-12 Hetwork Appeal Somala relief 12'000 Q 7614
Typhoon Xangsane Vietnam relief '590 0 7'818
water project Laos dev 0 0 80°000
[=] Austria 92'060 389'500 '000 572'237 21
Aid for Refugees Croatia relief 300 39'500 0
Community Health Center for Kullar Vilage € Turkey relief a 230'000
Cow bank erbia dev 100 0 5'001
Earthquake Emergency Shelter Bagh akistan relief 1'200 0 2
Education lauriania dev 100 Q 20'001
edical Aid € lauriania relief 3'000 Q i
edical education ndia dev 2'000 Q 50'000
edical training Ukraine dev 0 7'000
rphanage Smila € Ukraine relief 0 80'000
efugee Aid in Sjenica € Serbia relief 350°001 0 0
chool furniture 1 Mauritania dev 0 0 25'000
chool furniture T Mauritania dev 0 0 25'000
chanl furniture T & Maurifania dev n [

a
i mternet

ADRA EUD Info Portal
Project Tracking

Supporting Offices Mavigation: » ing Offices » Search » Archives » Statistics

[

EUR (Eurc

-] ADRA International Bl 286'300 o 122'007 122'582
| I REACH BPHS / EPHS Afghan® 165'600 Q 0
Sacial Education anistal ev 10'000 0 7'300
Micro Enterprise for Widows (vocational/ iteracy) _Afghanistan ev 30 0 12'763
| ¥ 2007- Gift Catalogue (Women's Enterprise) € ev 12 0 HPIEE i)
Gypsies disabilites service ulgaria ev 2200 0 8300
AIDS T third year urundi v 16'000 0 8'547
Lebanon Beacons of Hope IT ebanon relief 1012 0 31289
Capacity Buiding in Financial € orocco dev 1 0 10'891 [i]
Integrated Basic Education Development € = Somalia dev 34'108 0 0 o
IBED) in Puntiand and Somalland
Community Recovery and Development Program Thaiand v 20'000 0 [1] 27'500
Cow Breeding Tunisia ev 100 0 0 8'000
Wheelchairs for Physically Challenged Chidren Tunisia ev 27 i ] 3700
Child Labor and Children Living on the € = Turkey ev 20'000 0 99°'005 0
Streets Prevention
Safe Motherhood Vigtnam dev 13'530 Q 11'153
Typhoon Xangsane Vietnam relief 3500 0 4030
[ Australia 47'090 0 719'932
Emergency school in Western Aceh Indonesia dev 11'500 0 199'500
water project Laos dev [ 0 80000
Flooding 2006-12 Network Appeal Somalia relief 12000 0 7'614
Community Recovery and Development Program __ Thaiiand dev 20°000 0 425'000
Typhoon Xangsane Vietnam relef 3990 0 0 7'818
(=] Austria 92'060 315’000 572'237
Aid for Refugees Croatia relief 300 i
Water for Ethiopa Ethiopia dev 2'000 15'237
Medical education India dev 2'000 50'000
Tsunami relief ndia relief’ 500 70'000
water project 0s ev [ [
Education lauritania ev 100 20'000
School furniture 1 lauritania ev 100 25'000
School furniture IT lauritania ev 100 25'000
Medical Aid € lauritania relief 3'000
Training and schoolaid € lauritania dev 500
School furniture 11 € lauritania dev 300
Earthquake Emergency Shelter Bagh akistan relief 1'200
Caw hank Serha dew 00 500
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Status of Projects!

Projects recorded in the PTS have one of the following
status:
. Planned
A project shall get the status "Planned” when:
- The ADCOM has decided to plan a certain project.
- A first cost estimate has been made.
. Submitted
A project shall get the status “submitted” when:
- The proposal has been submitted to a local donor
and/or to at least one ADRA supporting office.
- The "Notes" function in the PTS shall be used to in-
dicate to which donor(s) the proposal has been sub-
mitted.
. Being Implemented
A project shall get the status "Implemented” when:
- Funds to cover the full budget have been fully se-
cured to successfully implement the project.
- A project agreement has been signed between all
the parties involved.
. Completed
A project shall get the status “"completed” when:
- The Implementation has been fully completed
- The final report has been accepted by all the parties
involved.
. Declined
A project shall get the status “declined” when:
- After a certain period of time no sufficient funds
have been found.
- Any other reason that would hinder a successful im-
plementation of the project.

Declaration and change of status will be explained later.
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Archivesl!

Projects declared as "Completed” or ,Declined" will remain in
the current list until 31 December. Then at midnight they
will be transfer into the archive automatically.

| ADRA EUD Info Portal
Project Tracking

Implementing Offices Mavigaton: _» Supporting Offices ¥ Search v Archives:» Statistics

[archores: _ cicea]

e O e R P
b 2 years ago

D
4 years ago

e
*+ Decined

You will find a separate archive for:

. Last year
J 2 years ago
J 3 years ago
. 4 years ago
. 5 years ago
. Declined
ADRA EUD Info Port

Different Icons:
The Europe flag indicates that an

EU project has been recorded.
# Thailand

=l Tunisia

R A small video projector indicates
[# Capacity buildin cond year

. that a short video has been up-
i loaded and can be streamed online.

#1LG.A.
E Materal & Traiing in ROSE You will either find them in the

Material for ROSE I
Multipurpose Rool
Preparatory Cla:

"Documents” and/or “"Interim Re-
ports”.

Social cases
Support to 2 Youth Centers

— Whee\chairsfor Physically Challenged The€ (EuR) s|gn CG”S for‘ fundmgl
+Ugal nda IS
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Statistics!
A .Funding Source Analysis” tool is build into the system.

Wagon: | Ewcilecs 3 I compluted Zoom: (100 |nl }
Cauntry: AR Cominey = O anted Projects. [P |
Dewign: (2083 % Rocadon: 0 =

[ T Hoon -

You can analyse funding sources at different levels:
. World

. Regions

o Countries

The analysis is based on the project that are being imple-
mented and/or have been completed since the beginning of
the current calendar year.

The graphics can be viewed in four different forms:
. 2D bars

. 3D bard
. 2D pie
. 3D pie

14
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How to use itl

Enter and edit information:

Again, the initiative to plan and start a project shall come
from the implementing (beneficiary) side. Supporting of-
fices may propose opportunities to implementing offices,
but the registration of a new project will have to be done by
the implementing office.

Supporting offices may only register a project for imple-
menting of fices which did not yet buy into the system. In
this case, the supporting office will do all the editing in be-
half of the implementing office. It will automatically have
the login rights to do so.

We have to be aware that a project will go through differ-
ent stages such as:

. Planned

. Submitted

. Being Implemented

. Completed or Declined

Here are some explanations concerning the different stages
or status of the project as outlined in the ADRA EUD Op-
erations Policies:
. Planned

A project shall get the status "Planned” when:

- The ADCOM has decided to plan a certain project.

- A first cost estimate has been made.

Now is the time to register the project
in the PTS!

. Submitted
A project shall get the status “submitted” when:

16
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- The proposal has been submitted to a local donor
and/or to at least one ADRA supporting office.

- The "Notes"” function in the PTS shall be used to in-
dicate to which supporting offices and to which local
donor(s) the proposal has been submitted.

. Being Implemented
A project shall get the status "Implemented” when:
- Funds to cover the full budget have been fully se-
cured to successfully implement the project.
- A project agreement has been signed between all
the parties involved.

. Completed
A project shall get the status "completed” when:
- The Implementation has been fully completed
- The final report has been accepted by all the parties
involved.

. Declined
A project shall get the status “declined” when:
- After a certain period of time no sufficient funds
have been found.
- Any other reason that would hinder a successful im-
plementation of the project.

A EUD Info Portal g Arma
In order to use

the PTS your 2!
ADRA office | e —
needs a "User S —
LicenSe"' The E & hitp:/fwww.adra.euroafrica orgfintern projectist
owner of the PTS |& —ig) Login

Wi” Se” you a Please enter your username and password:

[E— [ —

"User License" for a small yearly fee. | reswos ]
You will then receive a “Login” which " [Lo]
Internet # 100% < .
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is valid for the whole ADRA country
office.
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Do not confuse the personal login for the ADRA EUD web-
site with the login for the use of the PTS. The personal
login allows you to view the PTS but does not allow you to
enfer and edit data.

You can get a user license for your office as .supporting”,
.implementing" office or for both.

After you have received your login including the pass word,
you will have to change the password. Remember, when you

Logged in as: Spain (Imp, Sup)

Edit | Log Off

17"1173 ATynn'ne IMETIN AL

are registered as imple- p d
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men.'.ing and as suppor.l.ing & | http:/fwww.adra.euroafrica. org/intern/projectlist/popups fwhick
of fice you will have to Choose an Office
Change YOLII" pGSSWOI"d fOI" You're logged in as implementing-, as well as supporting
b *h When bu are us|n office. Please choose which office you want to edit:
oTn.

y 9 Office: (® Implementing Office
the same password for both, O Supporting Office
you will be automatically
logged in as both . — =
(lmplemen‘hng Clnd SUPPOF‘T- & | http: ffwww.adra.euroafrica.orgintern/projectiist/usermanagenr
ing office). G
The Off|Ce log‘n g'ves you Please make the necessarey changes. If you don't want to
au.l.oma.ﬂca”y fhe access change the password, leave the field untouched.
rights for entering and edit-| | i elenen g s

one: Spain

ing data concerning your E-Mal: adrz@adra-es.org

. R : A 3
country office and for those el gg“': v
offices which have not yet sub- | Usemame: spain

. Password:
scribed to the PTS. o)
a Internet | ®10% - i
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Important!

Do not change the username.
Only change the password from time to time.

Start a project

[~
KA
W

To start a project you have
three different functions:
- click your right mouse key

w_n

- click "p" on your keyboard

Supporting Offices
Search
» Projects

« Supporting Offices

- click at the top of the
page

A small "Start a new pro-
Jject" window will appear
and you will have to enter
the required data.

Chose that currency on
which the project budget
will be base on.

The lines “Cash, Food,
Other" correspond to
the terms used by ADRA
International to prepare
the global Annual report.
We recommend a special
system to number pro-
Jjects.

Show only ADRA-EU
projects

Start a Project

ﬂ http:ffadra.euroafrica.orgfintern /projectlist/usermanagement. cifacti %

Start a new Project

Please provide the required information:

_Demao Implementing %

Demo Project
07-MR-002-JF

Relief h
100
Status: Planned v

Currency: MAD {Moroccan Ditham) V‘
Total Budgeted : 0000|
Amount: ek

Food:
Other:
O Yes @ No

Implementing Office:
Name:

Imp. Reg. Nr.:
Dev/Rel:
Beneficiaries:

Disaster Response

| a Internet

| ®wow -
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07 year of registering the project

XX two letters country abbreviation according to ISO

001 three digit number starting at 001 at the beginning of
each year. This system will automatically propose the next
available number. The same number cannot be entered fwice.
JF initials of the desk officer.

Example:
07-CH-001-JF

Currencies

Usually the budget is based on the local currency.

In case where the local currency is very soft, that budget
can also be based on a hard foreign currency like the Euro
or the US Dollar.

Users of the system would like o see the project list and
its figures in their local currency. They may also want to
present reports in form of current project lists fo their
board, ADCOM or any other purposes. Of course this re-
ports should be base on their local currency. They system is
designed in a way that it can take into account all of these
factors.

The implementing of fice which starts the project can enter
budgeted amounts in local currency. They system will then
convert this amount into the base currency of the PTS
which is the EUR.

Supporting offices can pledge and commit money in their
currency. The system will automatically propose the current
exchange rate, but the user may overwrite this and define
its own exchange rate. This will then stay fix until the end
of the project.

As mentioned above, viewers can view the list according to
their currency.

20



Project View
Currency Currency

EUR MAD (standard) EUR

USD\NQ ed at the TND USb
day of-commitment.

CHF The system AFG CHF

CND proposes the BGN CND

current Yahoo

IPY - oTe IIIIIIIII’ IpY
the internet, The current

etfe but this can be efe

exchange rate is
According taken from Yahoo on
to project the internet ot the

moment of viewing
ill then stay fix. budget the list.

Sysiem

B i s,

Start a new Project
Please provide the requied nformations

Project Currency:

DemoPuet |

Supporting Office Currency:

=4
4
o
i
=
.

View Currency:

Project Tracking
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When you have a project in Disaster Response you have also
the possibility to mark it as such by clicking the "Yes" but-
ton in the line "Disaster Response”. A window will then pop
up asking for some more information concerning the project.
This information will then be sent to the "Reuters Alert-
Net" automatically by an RSS feed. Since ADRA is a mem-

ber of the "Reuters
Foundation” we also have
to send in information
about what ADRA is do-
ing.

Normally development-
and relief-projects are
shown in a light blue
line. Relief projects for
disaster response will
then be shown in a yel-
low line. This way it is
easier to see which pro-
jects urgently need sup-
port. In order to make
sure that your project
will be "discovered"” you
should still send an e-
mail to your potential

ﬂ http: fadra.euroafrica.orgfintern/projectlistjusermanagement. cgi?ar

Implementing Office:
Mame:

Imp. Reg. Nr.:
Dev/Rel:
Beneficiaries:

Status:

Currency:

Total Budgeted
Amount:

disaster response, a note
is automatically sent to
Reuter's Foundation :
Alerthet,

| Q Internet

Start a new Project

Please provide the required information:

_Demo Implementing +

Demo Project

07-MR-002-JF

Relief hd
100
Planned A

MAD (Maroccan Dirham) V|

Cash: 10000

Hier you enter some short
information about the project
related to your disaster respongse,
It will then be sent to Reuters
Alertnet.|

iSendI

| 100% -~
% |

supporting of fices making them aware of your project.
Click on "Send" and your project is entered in to the system.
Your internet explorer will show it in full detail

(level 3).
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Upload any document which is related to your project. In
the planning stage you will probably upload only a concept
paper and a rough cost estimate. Before a project reaches
the "Being Implemented” status, you will have the following
documents uploaded:
. Proposal, describing the scope of work
. Budget reflecting the cost
. Time schedule showing the duration of the project
. Annexes such as official request or declarations,

maps, photographs, etc.

Once the funding is secured

e ——— =~ | and before the implementa-
Upload a file tion will start, you will have
Plasa il 1t form: to sign a project agreement
i o with your supporting office.
Limg et Provisions are made in the
system to upload also
. [ (CDuchsuchenJ [wpy . .
Upioaarie Project Agreements”.
& et === - | Later on, as the implemen-

tation of the project pro-
gresses, you will also upload "Interim-", “Final-* and
"Evaluation-Reports”.
Under annexes you can also upload short videos in a
"Windows Media Compatible” format. The resolution must be
352x288.
A small video projector will then appear behind the country
name and the name of the project, indicating that as video is
available.
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Notes section:
Use the "Notes" section to keep log of steps, actions and
small verbal agreements. It can be used like a blog.

B http: /fwww.adra. euroafrica. org/fintern/projectiist/blog. cai?projectid=780 [\

Notes: Centre DEPART Accueil et Appui a Rabat
Financing prommise from ADRA Luxembourg 04.03.2005 13:30 - Morocco

ADRA Luxembourg commited itself on Friday 01.09.2006 to provide the 6174.07 EUR requested from
a donor for the implementation of the project.

ADRA Morocco and it's partners wish to express their appreciation for this commitment.

The financing agreement with ADRA Luxemburg and the project implementation agreement with the
local partner shall be signed unti the 16th of September.

News  79,08.2006 11:38 - Morocco

Called ADRA Italy and found out that Franca Zucca has to cal the donor on Sept. 1st and that she wil
inform us immeadiately.

Presented to possible Donor 04.05.2006 12:18 - Morocco

Proposal presented to possible Donor by ADRA Italy on May 3rd 2006

Submitted 04.05.2008 12:13 - Morocco

Proposal submitted to ADRA Italy on May 03rd 2006.

All parties involved an add and read. It helps the network to
be transparent.
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Add a donor!
If you get contributions locally, you can add a local donor.
Click on the small green button next to “Financing".

You can add local donors or donors from those supporting
offices that have not yet subscribed to the system.

In a drop down menu you

E‘ http: {jwwew .adra.euroafrica. orgfintern/projectiist/usermanagement % .
A will be able to choose
a nor o .
from different categories
Please provide the details: .
of donors. These differ-
Office: Slovakia ~ - o
e e — .| |ent categories will be re-
S, | | flected later on in the
SUEEIES SKK (Slovak Koruna) v .
Exchangs Rate: T "Funding Source Analy-
A 5000 sis" (statistics).
Purpose: Cash v
Fund: O Submitted to doncg
® confirmed by don P d
ﬂ http: /fwww.adra.euroafrica.orgfintern/projectistfusermanage %
| et | Add a Donor

Please provide the details:
If your donor has al-

J Office: Local Funds v
f‘e(]dy conformed his Donor Organization: Beneficiarie’s contribution | v|
donation you can click Description: Please Choose...

W . i ADH
on 'Conflr‘med by do- St Beneficiarie's contribution

" Purpose: Church
nor” if your donor has i CIPADED
not yet confirmed his Corporate
contribution you click Sy

EuropeAid

on “Smei'H'ed to do- European Social Fund

" Foundation L
hor | g Internet gi'f‘l‘Catalo%:Je B
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Normally supporting of-
fices will join a project
add their donations to
the system directly.
This can be done either
by clicking on the green
button next to

Deskofficer E-Mail:
"Finances" or by clicking | wan sup. office: SR gy
on the two rings behind
the project ftitle.
A pop-up window will
then ask you to enter the
data concerning your of - L &= |

fice.

& | http:/fwww.adra.euroafrica.org/intern projectlistjusermanage %

Join a Project

The office you selected isn't registered with this project
yet. Please fill in this form:

Reqistration Number:
Deskofficer Name:

If there are several supporting offices, one (usually the one
with the biggest contribution) will act as "Main Supporting
Office". Other supporting offices will act as "Co-Supporting
Offices". The roles of these different actors are clearly

1 Zimbabwe

1_Demo Implementing
E Joerg's Demo Project € ‘o

g
@
-
@
@l
E
—
. 4
O
[
[=
L
" 4
9
©
[ 5
s

General Information Total ¢
Impl. Reg. Mr. 07-EU-001-IF =
Welcome to the ADRA EUD Info Portal.
The "News .5ection is open for everyona. ACcess fo the ofher areas is given only 1o quaified indriduals. il you think you should have _
access, plase contact infoadra eunatica org
'b—'qr- . ?‘“ i) « Staf Travel Cosdination Tosl o Addrenn bt Clegyind
+ Buget . - « Drsasies and Famine Rebet :.‘*"
+ Commaets. = St o ety + Edeeaen O b
* Dusaster Rusponse 5 + Humantaran Transpeds. : m"w
* Cusdebnes wpec! Numbers * Imutances.
+ Horan Resinrenn = Tashs of the ADRA Dicas + lenaresting Losks * Germany
— —~
:ulmm-' techmcal elormation P
% P » Morsceo
Sy " Rl
- foms « Slovakia
S
Q\wm- ¥ o
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defined in the document "Tasks of ADRA Offices".
The implementing office will have to negotiate with the dif-
ferent supporting offices on which office will become the

"Main Supporting Office".

J——
p——
e
P—
—
p—
== = Provide techrical
ey
ficiio country directers
e Asslst in staff
fortr
v ke e g lementing Office. offices
i COmMMURCAton and
T oo
i
e mwﬁgﬂ,
s ]
| cte
(e W/ iy
f regional and counery
e e iy ‘ office
i Ensure adequate
prm—— [/ s
.
e e
— B Pramate harmaniows
b e BN oo
prre
T - Tacks of ADRA —
in with country
pra— S e Pt
— Projects funding agency
—
E ——
] of country dire<tars.
aepFmmject Tracking % sapporting affices
fret Y and ADRA Q.
otz N i siczaic
= ey
p N
ety ?'m“'f: e
pom—y e
p Tosend the o0
Chach interimm and final il Team
e
ke decson tin 7 sz ot e e
e
: Amount of maney for
o —r
i merber of the
el o
pronW
.“;".: omi Members of the
j—
ety e = Regional Bsarg
— y—
P
rdersra -
IR
g
Hvi
Smraee
wactiy) i
POT—
=
Your login ‘Dev/Rel  Bene
ill al rd Financing ©
will also Buddy. Acc Local Funds 2'0C
give your ouoo 0 Benefidarie’s contribg 200
i 0 Total 2'0
rights to 0 2000 Underfunded s
0'ooo 2'000

edit and
delete data.

Take note of the small red crosses (delete) and the pencils

(edit).
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Change of Status:
Planned
Submitted
Being Implemented
Completed / Declined
(see also pages 12 and 13)

Open the project on level 3 and edit "General Information.

. lidows (vocational/ literacy) 4D
e
g=AF-009

Main Sup Mr. 301-p80-6367 7 E’g

Co-5up. Mr. Ot

Dev/Rel: Dev Tt

Beneficiaries: 30

Status: Being Implernented

Date of Entry: 07.12.2006

Last Updated: 12.03.2007

A small window will
open where you can

r Popup - Windows Internet Explorer |z| |z|

ﬂ http: {fadra.euroafrica. orgfintern /projectlistfusermanager %

select from a drop

down menu the Edit General Information
status.
Please edit this form:
Make these Implermenting Office: | Afghanistan
N 5 ; ] i
changes as sooh as lr:meR ¥ |M|cr0 Enterprise forW|d|
p. Reg. Nr.:
they occur! OE-AF-009 |
Dev/Rel: Development
Beneficiaries: |

Status:
Disaster Response

Being Implemented El
Planned
Submitted

Being Implemented
Completed
Declined




Project completed:

When the implementation of a project is completed the im-
plementing office will write a final report which includes all
relevant document. The narrative report, finance report,
photographs and nay other document should be combined in
one pdf file. This file can then be uploaded in the PTS as
"Final Report”. The Main supporting office will then check
the report and send it to all relevant stakeholders. As soon
as the OK is in from all key players, the main supporting of-
fice then declares the final report as “accepted”. Only then,
the implementing of fice may change the status of the pro-
ject to "Completed.

Documenis & O

‘040« proposal x
7973 « Budget x
3087
1805
3305

« Interim Reports
= Fnal report " X

13475
I'g45

Documents

‘040« Pproposal
[ :"'9?% »  Budget

+ Final report  (Accepted!)
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Staff Travel Coordination Tool (STCT)
The Staff Travel Coordination Tool is an online instrument
to make staff trips visible to our colleagues.

Welcome to the ADRA EUD Info Portal.
The “News™-sect o Everyone.
have access, please contact infod@adra eurcafrica ong.

Staff Travel Coordination Tool

Intern
Daterange: From: m |
Ta: July M| 2007 ¥
‘ m Logaged in as: Administrator (Jéra) Log Off
Start End Mai Jun Jul
+# ¥ Daniel Draxler 15.05.0716.05.07
# ¥ Erich Lischek [24.05.07 |25.05.07 I
# ¥ Erich Lischek 106.06.07 |08.06.07

/¥ Walter Macher
7% Anita Obenaus

# ¥ Alexandre Gasser
¥ Frank Brenda

|/ > Alexandre Gasser __ his.so7liecsor] 1 Pl |

10.06.07 [14.06.07

7 % Joakim Cotting
> Rafadl Colonge ] I v I R

> mari Oiveira ]

# ¥ Alexandre Gasser

[03.05.07

09.05.07

+# ¥ Daniel Draxler

02.05.07

09.05.07

¥ Mario Qliveira

[06.05.07

08.05.07

/ * Robert Spannlang

# ¥ Erich Lischek

03.05.07

09.05.07

I 100% -
% = |




It is interlinked with the PTS. You will have to use the same
login as you are using o make changes in the PTS. You will
then be allowed to make new entries and to edit you own re-
cordings. In a pop-up window you will then be asked to give
all the information necessary. In a drop-down list you can
select the country your are going to visit. Enter your name.
In a pop-up calendar you can select the dates. In the section
"Visited Projects” you will see all the projects recorded in
that selected country. With a mouse click you can select the
project your are going to visit. Holding down the ctrl key will
allow you to select several projects at the same time.

If you have other business to do in that country, please indi-
cate it in the section "Other Purposes”.

You can also upload files which are related to your trip. This
is especially helpful to up-load trip reports.

If you hover with your mouse cursor over the bar a small
pop-up window will show you which projects the person will
be visiting.

A click on the bar will show you which files have been up-
loaded. You can download such files on your computer or you
can view them online.

Our colleagues from the ADRA implementing offices wish
that project and any other visits would be more coordinated
in between the supporting offices. They wish that visitors
would come to visit projects at the same time. This would
safe them fime and money.
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