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What is ActivityInfo?What is ActivityInfo?

ActivityInfo is a software application which is primarily used to support monitoring and
evaluation for humanitarian and development operations. It aims to give practitioners the
power of analysis and reduce the need for statistical support. It is targeted at national and
local authorities as well as humanitarian and development agencies.

ActivityInfo.org is the official version of the application which is hosted online as a Software-
as-a-Service (SaaS) by BeDataDriven B.V., a company based in The Hague in the
Netherlands. Using ActivityInfo.org removes the need to host a complex web-based
platform or to install software on a computer. The paid subscription plans include 24/7
support and the ability to add more than 10 users to a database.
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Why choose ActivityInfo?Why choose ActivityInfo?

• To monitor in real-time the activities of your organizations and partners;
• To allow data collection even without an internet connection;
• To reduce the costs and risks of creating a new information system;
• Because it's free of use for 10 user accounts or less;
• It enables people with GIS and analysis tools in the hands of managers and field staff.
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How do I start using ActivityInfo?How do I start using ActivityInfo?

To use ActivityInfo you need a browser which meets the minimum requirements and an
ActivityInfo account. Follow the steps below to get started.

1. Check if your browser meets the minimum requirements1. Check if your browser meets the minimum requirements

ActivityInfo can be used in a variety of internet browsers. Check that you have a browser which
meets the browser requirements.

2. Create an ActivityInfo account2. Create an ActivityInfo account

To use ActivityInfo you must first create an account.

2.1. Go to the sign up page2.1. Go to the sign up page

Please visit https://www.activityinfo.org/signUp or, if you have received an invitation by email,
click on the link in the email.
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2.2. Complete the sign up form2.2. Complete the sign up form

Fill out the form and choose your preferred language. Carefully review the terms of service (see
https://www.activityinfo.org/about/terms.html) then check the box if you agree to these terms.

To complete the registration, click the Sign UpSign Up button.

3. Start using ActivityInfo3. Start using ActivityInfo

If you have been invited to enter data into ActivityInfo by someone else, then start with the Data
Entry tab to find the forms to fill in.

If you need to collect data for your operation, start with the Design tab to create a new
database, add partners and invite users from your own or from other organisations and grant
them different levels of access to your database depending on the role they play in your
organization.
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ActivityInfo updatesActivityInfo updates
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New features in version 2.9New features in version 2.9

We've been working over the past few months to prepare the ground work to meet both
the needs of ActivityInfo's growing user base as well as expand the system to support new
use cases like integrated survey management and advanced statistical analysis.

We're excited to announce that the first round of these new features is out of beta and live
on www.activityinfo.org!

Many of the features we're releasing in 2.9 are design to support survey management with
ActivityInfo. We've updated the form designer to feel more natural for designing forms, and
we've improved the integration with ODK Collect, which supports mobile data collection
using Android devices.

You can now add Barcode fields, which will allow your users to scan barcodes in the field
with an Android device, or in the office with a USB scanner, as well as Calculated fields. The
form designer also supports 'skip logic' so that you can skip some questions based on
previous answers, for example, asking questions on reproductive health only when the
respondant is a woman.

We're not just focused on surveys however!

Our goal is to provide a unified platform for data collection and analysis that brings
together all users of the plateform from field workers to information managers. The
improved form design process is intended to make it easier to give you more flexibility in
structuring your data, whether that's for monitoring and evaluation, reporting, case
management, or even proposal management.

To this end, we've also released the database template feature. Instead of having to start
from scratch on a new database, you can now use any existing database as a template,
which will create a new empty database with a copy of the forms and indicators from the
template. We hope this will support the establishment of template libraries that provide
best practices for different sectors.

We're excited that this new development has been funded directly by users, specifically the
UNHCR/UNICEF information management working groups in Jordan and Lebanon, and
through a partnership with BRAC in Bangladesh. Many thanks to those who provided
countless hours beta testing!

Here's to hoping this latest release will make ActivityInfo more suited for your needs,

And as usual, we're eager to hear from your experiences,
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The ActivityInfo team
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New form design modeNew form design mode

New in ActivityInfo version 2.9New in ActivityInfo version 2.9

We are introducing a more comprehensive way of building forms within ActivityInfo. The
motivation behind the new interface is to bring a better user experience and to enable form
designers to intuitively build the databases and forms they need for their organisation. The
new design mode also reflects a desire to standardise how forms appear to users, so that
an information manager of a country office and a technical staff compiling data in the field
can speak the same language and use a similar interface to connect to data.

In this article, we will take a look at the implications of this new design mode since more
than the look, the new design mode also embodies a new approach to data collection.

While we highly recommend the usage of the new design mode, not all features of the
classic forms have been ported to the new forms. Eventually, the classic design mode will
be phased out and completely removed of ActivityInfo.

Enjoy this new functionality and let us know about your experience with it!

The Flexible design mode appearanceThe Flexible design mode appearance
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For more information on how to create a new form in the new design mode, visit the page
Creating a new form.

New vocabularyNew vocabulary

In the newnew design modedesign mode we independently add form fieldsform fields to our form. The form fieldsform fields can be a
quantityquantity, a texttext, a multi-textmulti-text, a checkboxescheckboxes (multiple selection) field, a dropdown menudropdown menu (single
selection), a barcodebarcode, an imageimage, one or more attachmentsattachments or a calculated form fieldcalculated form field.

In the Classic design modeClassic design mode, we referred to AttributesAttributes and IndicatorsIndicators (both now form fieldsform fields) -
which were treated a bit differently.
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Barcode form fieldBarcode form field

New in ActivityInfo version 2.9New in ActivityInfo version 2.9

Note: this form field is only available in forms using the new (Beta) design mode.Note: this form field is only available in forms using the new (Beta) design mode.

While it is mostly intended to be used when entering data through ODK collect on Android
devices, it can also be used on a computer connected to a USB barcode scanner.

Just as for ODK collect, you will need a device running on Android to scan barcodes for
ActivityInfo. The bar code scanner application Barcode Scanner (also known as Zxing or
Zebra crossing) will also need to be installed on your device prior to use. It can be
downloaded for free in the Google Play store. When performing data entry through ODK
collect, you will see a prompt asking you to scan a barcode using your mobile phone
camera or a barcode scanner.

Once the barcode has been detected and decoded, the alphanumerical code will be stored
in ActivityInfo.

In addition to the original 1-D barcode, many different types of barcodes are supported by
this application among which the QR code and Data Matrix 2-D barcodes. The information
that can be stored in these barcodes is multiple: text, quantities, alpha-numerical
sequences, web url, etc.
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Add a barcode form field to your formAdd a barcode form field to your form
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Image form fieldImage form field

New in ActivityInfo version 2.9New in ActivityInfo version 2.9

Note: this form field is only available in forms using the new (Beta) design mode.Note: this form field is only available in forms using the new (Beta) design mode.

The image form field allows users to add one image per field. This field will ask a user to
upload an image from his or her computer when performing data entry.

Supported image types are:

• Portable Network Graphics (PNG)
• JPEG (JPG)

The maximum file size for images is 10MB.

When using ODK Collect on an Android device such as a phone or tablet, existing images
can be selected on the device or an image can be added by using the camera on the device.

Add an image field to a formAdd an image field to a form
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Attachments form fieldAttachments form field

New in ActivityInfo version 2.9New in ActivityInfo version 2.9

Note: this form field is only available in forms using the new (Beta) design mode.Note: this form field is only available in forms using the new (Beta) design mode.

Unlike an image form field, the attachment form field will accept any type of file and also
multiple files. This field is therefore well suited to add extra documents such as PDF
documents to form submissions.

Characteristics of the attachment field:

• upload any file type, not only images
• maximum file size is 10MB
• up to 25 attachments per field are supported

Note that, when using ODK Collect, mobile devices such as phones and tablets do not
always provide the ability to select and upload files from the device's memory. It is
therefore advised not to make an attachment field mandatory (i.e. required).

Add an attachment field to a formAdd an attachment field to a form

Follow the steps below to include an attachment field in your form.
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1. Select and drag the attachment field widget into your form1. Select and drag the attachment field widget into your form

2. Click the new field to edit the properties2. Click the new field to edit the properties
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1. after adding the attachment field to the form, click anywhere on the field to open the
properties dialog

2. edit the properties

3. Save the form3. Save the form

Don't forget to save your changes by clicking the "Save" button.
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New features in version 2.10New features in version 2.10

The release of version 2.10 introduces a number of new features to ActivityInfo. Here's a
full list of these new features.

1. New fields to add images and attachments to forms1. New fields to add images and attachments to forms

An intermediate release of ActivityInfo 2.9 saw the introduction of two new fields in the new
form design mode:

1. an image field to store images in forms
2. an attachments field to store one or more attachments such as PDF documents in forms

These two fields complement the barcode field which was introduced with the 2.9 release.
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2. Switching the language of the user interface2. Switching the language of the user interface

It is now possible to switch the current language of the interface on-the-fly. You will find the
new language selector at the top right of the application, next to the help link and the settings
icon. Read the documentation on Changing the language of the application to learn more.

3. Setting a preferred language3. Setting a preferred language

Besides switching the language of the application on a per-session basis, you can now also set
your preferred language in your profile settings. This will set your preferred language as the
default every time you log into ActivityInfo. It will also set the default language of the email
notifications.

Read the documentation on how to Set your preferred language for more information.
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4. New translations: Arabic, Spanish and Dutch4. New translations: Arabic, Spanish and Dutch

Whereas we used to have only two languages, we have now added Arabic, Spanish and Dutch
translations which cover almost all parts of the application.

We have also made it much easier to contribute to the translation of ActivityInfo so get in touch
with us if you would like to add other languages to the list of translations.
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5. Print individual forms5. Print individual forms

It is now possible to print individual forms and their data or to save them as a PDF document
on your computer. This makes it possible to share individual forms in hardcopy or by email.

Read the documentation on how to Print or save a completed form to learn more.

Page 24Page 24General User Manual

../../28175/l/508100?data-resolve-url=true&data-manual-id=28175#Print-or-save-a-completed-form


GeneralGeneral
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ActivityInfo glossaryActivityInfo glossary

This section aims at clarifying the vocabulary used in Activity and giving an insight on the
different levels of an ActivityInfo data structure.

An Information system (IS)Information system (IS) is an integrated set of components for collecting, storing, and
processing data and for delivering information, knowledge, and digital products;
[Encyclopedia Britannica, 2015]. Information systemsInformation systems comprise hardware (computers,
mobile phones, forms, etc.), softwares, procedures (policies governing the operation of the
computer system), data and most importantly, people. When an organization uses a
software like ActivityInfo, the said software is a part of the multiple ones composing the ISIS.
To assure a sustainable use of ActivityInfo, we recommend you put on paper the ISIS model
or your organization and the role ActivityInfo will play in it; it should ideally take into
account all the ISIS components enumerated above. It will help you not only to make a better,
more efficient use of the system, but it will also help you in the process of building your
data structure model. The data structure that you will be building in ActivityInfo will
comprise among other things databasesdatabases, formsforms and form fieldsform fields. It should be built always
having in mind the ISIS model of your organization.

A databasedatabase is a structured set of data held in a computer, especially one that is accessible in
various ways; [Oxford Dictionaries, 2014]. DatabasesDatabases are used as the highest level of your
data structure. It is at this level you can add partnerspartners, usersusers and control their access level.
Also note that timelocks can be put on entire databasesdatabases, but also on specific formsforms. It is also
when creating a databasedatabase, that you will have the choice to make it country-specific or
"global". While the "global" option will allow you to compile data associated with any
geographical coordinates on earth, you will have less options to define lower administrative
levels to these entries (like province, territory, governorate or communes for example).

Within ActivityInfo, FormsForms are the main components of the databases.databases. A form is composed
of one or multiple form fieldsform fields and should also, within the databasedatabase,be consistent with your
information systeminformation system. It usually reflects a meaningful part of your databasedatabase (a task, a
program, a project, an intervention in a specific country, etc.). Most importantly, it is at that
level of your data structure that you and/or other usersusers will perform data entry either
directly on ActivityInfo, by mobile phone through ODK collect or on a paper form printed
from ActivityInfo. They are the structure in which most usersusers will see the data making it
even more important to make them coherent.

Form fieldsForm fields are entities that can take different shapes: text entry, multi-text entry, quantity
entry, checkboxes question, multiple choices question or barcode. They are what
constitutes a formform and they have a infinite potential usage to suit your needs. Form fieldsForm fields

Page 26Page 26General User Manual



are added or deleted through the flexible form designer and they can also be hidden from
users in case you don't want to use them for the time being without deleting them. You can
also make form fields requiredrequired for users to fill; a form cannot be submitted as long as all
requiredrequired form fields haven't been filled with an adequate entry. Form fields can also be
automatically calculated; these type of form fields will not show up to users when entering
data, but will be calculated automatically and show up in the "data-entry" tab once a form
has been submitted. A last way to define a given form field is to add a relevance function to
a form field. in this case, the user will be asked to define in which situation a particular
question will be asked to a user. A simple example would be a first question asking if a
person is a man or a woman and a second one asking if the woman is pregnant who would
be asked only if the answer to the first question was woman.

A useruser can be defined as anyone signed up to ActivityInfo. A useruser account is associated with
a unique e-mail address. A useruser who creates a new database can grant access rights to
others users.users.

A partnerpartner is usually an organization (NGO, private company, gov. org., group of individuals,
etc.) but can also be individuals. PartnersPartners are usually all the parties who will perform data
entry in your database and of which you wish to keep track of. While partnerspartners should be
added after creating a database, a partner called default will automatically appear in case
no partners were added.

A sitesite is a place where a particular event or activity is occuring or has occured [Oxford
Dictionaries, 2015]. It translates in ActivityInfo as a type of data used to locate entries. A sitesite
can be used for numerous entries in the case many activities or events were recorded at a
specific site. The information that can be assigned to a site consists of geographical
coordinates and/or administrative levels. We strongly recommend the usage of
geographical coordinates (and therefore devices equipped with a GPS) when defining a sitesite
since it is the most accurate way to define a site location.
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Changing the languageChanging the language

 New in ActivityInfo version 2.10

It is possible to change the language of the interface and to set your preferred language in your
profile settings. Besides English, we provide translations in Arabic, Turkish, Persian, Vietnamese,
Dutch, French and Spanish.

Here, we describe how you can switch the current language of the application. Note that
ActivityInfo will not remember your selection after you log out of the application. For this, you
need to set your preferred language in your profile settings. The preferred language also affects
the language of the email notifications.

 Note that switching the language requires an internet connection. If you try to switch
the language in offline mode without an internet connection then you will receive an
error. If you need to be able to switch languages in a situation where no internet
connection is available, you should select all required languages when in offline mode
beforebefore you lose internet connectivity.

1. Click the language icon in the top right of the screen1. Click the language icon in the top right of the screen
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The language icon shows the current language of the application. In this example it says "EN" to
indicate that English is the current language. When you click on the icon, a language selection
menu will appear.

2. Select a language from the drop-down menu2. Select a language from the drop-down menu

After you select a different language, the application will refresh and the selected language will
be displayed in the language icon. In this example, we have chosen French which is displayed as
"FR".
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Browser requirementsBrowser requirements

ActivityInfo requires one of the following browsers:

• Google Chrome
• Internet Explorer 8+
• Safari 5+
• Firefox 30+

Using ActivityInfo in offline mode requires Google Chrome. See Switching to offline mode
using Google Chrome for instructions.
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Installing updatesInstalling updates

This article explains what to do when you are prompted to update ActivityInfo. It also
explains where you can find the version number of ActivityInfo currently in use.

As a user of ActivityInfo, you do not need to install the application or its updates. Updates are
downloaded automatically to your browser and will become "active" when the application is
reloaded. In practice this means that you are always using the latest version and there is no
server downtime for maintenance or the installation of updates. Since we do not want to
refresh the browser while you are working with the application, we will prompt you if a new
version is ready to be used.

Follow the instructions below to accept a new version when you are prompted to do so.

Accept reload to install the latest updateAccept reload to install the latest update

When a new version of the application is available on our server, it will be automatically
downloaded in the background of your browser. Once the new version is downloaded, a dialog
will appear to ask if you would like to reload the application:

1. You can select "Yes" to refresh your browser after which you will be using the latest version
of ActivityInfo. This is the recommended option.

2. If you are just in the middle of entering data into a form or making changes to the design of
a database, you can select "No" to finish your work before updating. Once you are finished
with your work, you can refresh your browser page (for example by using the F5 button) and
the latest version of ActivityInfo will be loaded.
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Check which version you are usingCheck which version you are using

You can check which version of ActivityInfo you are using and if you are using the latest version
by clicking on the settings icon in the top right. The version and status will be displayed in the
drop-down menu which appears.
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Design - Creating your dataDesign - Creating your data
structurestructure
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The Design tabThe Design tab

The Design tab is where you will build your data structure, add partners, add users, set
locks on data, define projects and set targets. These are the things which make up your
database in ActivityInfo.

Overview of the Design tabOverview of the Design tab

When you open the Design tab, the list of databases will only contains those which you have
created yourself and those to which you have been granted design privileges by the owner of
the database.
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Options when editing a databaseOptions when editing a database

Depending on which privileges you have for a database, you will be able to edit one or more
aspects of a database.
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Creating a new databaseCreating a new database

A database is a structured set of data held in a computer, especially one that is accessible in
various ways; [Oxford Dictionaries, 2014].

Databases are the highest level of hierarchy in your data structure. This is where you add
forms, partners, users, projects and locks (which can also be linked to specific forms,
partners or project).

In ActivityInfo you can either choose to create a database from scratch or clone an existing
database to which you have "Editing" rights. Both options are presented below.

A database is linked to a particular country; this will allow you to assign administrative
levels to entries. The geographic information stored in our platform for each country varies;
don't hesitate to contact us if the geographic information is not precise enough for your
needs in the country you are working in. If the information is available, we will add/update
administrative levels for the country.
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Name and DescriptionName and Description: There are no limits to the number of characters that can be used in the
name/description fields. Special characters are supported as well as arabic characters (which
will appear left to right).

We recommend to choose a short and self-descriptive name for the database so that the name
doesn't appear shortened in the platform. The name of the database should correspond to
what relates the different forms comprised in the database (program, country activities, etc.)
and should be comprehensive for those who will perform data entry. A description field can be
added to give more information on this database.
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Creating a new form (Classic)Creating a new form (Classic)
Forms are the main components of the database. It is at that level of your data structure that
you and/or other users will perform data entry either directly on ActivityInfo or through ODK
Collect with an Android-supported device.

As some functionalities are not supported in both form types, before creating your form make
sure your are creating the type of form that suits all your reporting needs. Skip logic and
barcode fields are supported in Beta forms while they are not supported in Classic forms. On
the other around, some functionalities are supported in Classic forms while they are not yet
supported in Beta forms: assigning a location type to a form (which enables responders to
assign a location to an entry in this form), monthly reporting frequency and having the choice of
data aggregation method (average or sum while sum is the default data aggregation method in
Beta forms).
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Creating your new formCreating your new form

Name (mandatory): While there are no limits to the number of characters that can be used for
the name we recommend to choose a short and self-descriptive name for your form so that the
name doesn't appear shortened in the platform. Special characters are supported as well as

Page 39Page 39General User Manual



arabic characters (they will appear left to right). The name of the form should correspond to
what will be entered in this form (program, activities, registration, etc.) and should be
comprehensive for responders to this form.

Category (optional)Category (optional): Adding a category will create a folder in which your form will be stored; if
you want to put multiple forms in the same category or folder, make sure the write the exact
same category name in the other forms category field.

Site type -or location type- (mandatory)Site type -or location type- (mandatory): This is how the data collected in this form will be
identified geographically. You can create your own location type in which you can control the
choice of location.

Reporting frequenciesReporting frequencies: You can choose between a Monthly or a Once reporting frequency.
Monthly reporting will allow responders to enter quantity values within the same entry every
month and for any duration of time while Once reporting frequency can only store 1 quantity
value for an entry.

PublishedPublished: By making your data published (All are published), your real-time data can be linked
to an external website. Be aware that it can also be accessed by anyone through our web API.

Adding a new indicator (quantity, calculated, text and multilineAdding a new indicator (quantity, calculated, text and multiline
text fields)text fields)
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Code (optional)Code (optional): The code will be used as a reference to this field in a calculated expression.

Name (mandatory)Name (mandatory): We recommend choosing a short and self-descriptive name for your field so
that it doesn't appear shortened in the platform. Special characters are supported as well as
arabic characters (they will appear from left to right).

Type (mandatory)Type (mandatory): Choose between quantity, text and multiline text fields. Only the quantity
field is recognized when creating reports. Add a calculated field by selecting quantity as a field
type and selecting the Calculate automatically option under (see calculation).

Units (optional)Units (optional): Define the units of a quantity field.

Aggregation methodAggregation method: Choose how your data will be aggregated when creating a report (choice
between average or sum).

Calculation (for calculated fields)Calculation (for calculated fields): Create a calculated expression that will be calculated
automatically.

List header (optional)List header (optional): A field with a list header will appear in the central dialog in data entry
under the list header you've written.

Description (optional)Description (optional): the description will appear under the label in the data entry window. The
description can be a number of different things: additional information on the field, a
methodology to be used to collect data, a description of what this information will be used for,
etc.

MandatoryMandatory: A mandatory field will have to be answered by the responder in order for a form to
be submitted.
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Show in Data EntryShow in Data Entry: An option that allows the indicator to be visible or invisible. If the box is
ticked then the indicator will appear in Data Entry.

Creating a new attribute (multiple and single selection fields)Creating a new attribute (multiple and single selection fields)
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Name (mandatory)Name (mandatory): We recommend choosing a short and self-descriptive name for your field so
that it doesn't appear shortened in the platform. Special characters are supported as well as
arabic characters (they will appear from left to right).

Type of choice (mandatory)Type of choice (mandatory): choose between multiple selection (checkboxes) or single selection
(radio button, dropdown menu).

MandatoryMandatory: A mandatory field will have to be answered by the responder in order for a form to
be submitted.

Adding an attributeAdding an attribute
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Creating a new form (Beta)Creating a new form (Beta)
In ActivityInfo, forms are the data-storing component of the databases.. A form is composed of
multiple form fields which should usually reflect a meaningful part of your database (a task, a
program, a project, an intervention in a specific country, etc.). It is at that level of your data
structure hierarchy that you and/or other users will perform data entry.

Toggling into editing modeToggling into editing mode
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Creating your new formCreating your new form

Fill in the New Form dialogFill in the New Form dialog

Name and CategoryName and Category: There are no limits to the number of characters that can be used in the
name/category fields. Special characters are supported as well as arabic characters (please note
that they will appear left to right).
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We recommend to choose a short and self-descriptive name for your form so that the name
doesn't appear shortened in the platform. The name of the form should correspond to what
will be entered in this form (program, activities, registration, etc.) and should be comprehensive
for those who will perform data entry. While the category field is optional, adding a category will
create a folder in which your form will be stored; if you want to put multiple forms in the same
category or folder, make sure the write the exact same category name in the other forms
category field.

Adding fields to a form you have createdAdding fields to a form you have created
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You will reach the flexible form designer pageYou will reach the flexible form designer page

Types of fieldsTypes of fields

QuantityQuantity: Only numerical values can be entered in quantity fields. Only data entered in Quantity
and Calculated fields can be used in Reports.

TextText: Text field accept all types of text field including special characters and arabic and they
don't have a number of character limitation. Values entered in this type of field cannotcannot be used
in Reports.

Multi-line textMulti-line text: Same as text fields but users can presse the "Enter" key and create paragraphs
in the text.

Multiple selectionMultiple selection: Also sometimes called checkboxes, a user can select multiple choices of a
multiple selection field. Multiple selection fields can be used for filtering or as a dimension in
Reports.

Single selectionSingle selection: Depending on the number of choices entered by the database designer, the
single selection can take different forms (radio buttons, dropdown menu, suggestion box).
Single selection fields can be used for filtering or as a dimension in Reports.

BarcodeBarcode: This field will store data from barcodes that can be scanned by mobile phones (ODK
collect, Zxing application) or by a USB barcode scanner collected to a computer. See this article
for more information on this field.
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CalculatedCalculated: The calculated field uses data from Quantity fields to automatically calculate values.
These fields will not be seen when performing data entry; they can also be used in Reports just
as Quantity fields.

Define the properties of a fieldDefine the properties of a field

CodeCode: Optional; the code will be used to refer to a field when having a calculated field.

LabelLabel: Mandatory; This is the main information a user will see when performing data entry in a
field.

DescriptionDescription: Optional; the description will appear under the label in the data entry window. The
description can be a number of different things: additional information on the field, a
methodology to be used to collect data, a description of what this information will be used for,
etc.

RequiredRequired: A required field will have to be answered by the user in order to submit a completed
form.

VisibleVisible: An unchecked Visible option field will still appear in Design but won't be seen by users in
Data entry. The field and it's data will still be visible in exports and in the table view.

RelevanceRelevance: Add a relevance function (skip logic) to a field.

UnitsUnits: Optional; define the units of a Quantity field.
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Don't forget to save!Don't forget to save!
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Creating a calculated form fieldCreating a calculated form field

In ActivityInfo, you can add a form field that does automatic calculations. For the moment,
only basic mathematical expressions are supported: + - * /.

To be able to use this type of field, make sure to assign a code to the quantity fields you
want to use in your calculated expressions.

Calculated fields will not appear when performing data entry but they will be viewable
when reviewing entries. Just like Quantity fields, they can also be used in Reports.

Access Open Form DesignerAccess Open Form Designer
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Add a calculated form fieldAdd a calculated form field

Defining the properties of your calculated form fieldDefining the properties of your calculated form field
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Define the expression of your calculated fieldDefine the expression of your calculated field

Expressions in a Calculated field can only reference other fields within the same form.

Field codes must be unique within a form, an error message will appear if you attempt to create
a duplicate code.

Don't forget to save!Don't forget to save!
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Add Relevance conditionsAdd Relevance conditions

 Please be aware that relevance functions can only be added to beta forms.

Relevance conditions are a feature that changes what question a respondent can answer next
based on how they answer the current question. If the relevance condition is not met then
respondent won't be able to fill in a field when performing data entry directly in the ActivityInfo
platform. When performing data entry through android devices and ODK collect, users swipe
from one question to another and in this case they won't see a question which hasn't met the
relevance function. You will see in this article how to use a relevance condition in a form.

Choose the field where you want to add relevance criteriaChoose the field where you want to add relevance criteria
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Defining a relevance functionDefining a relevance function

Example of a relevance function using 2 fieldsExample of a relevance function using 2 fields

In this case, the question "Is the patient pregnant?" will only be asked if the responder
answered Between 15 and 45 to the question "How old is the Patient?" and if the responder
selected Female for the question "What is the sex of the patient?"

 If a condition is deleted from the form, it will appear in the relevance condition pop up
as a grayed out box. It is not possible to undo this deletion. If you want to have the
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condition re-added to the field, please add the field again and set the relevance
condition once more.
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Adding partnersAdding partners

This article explains how to define partners in your databases. Partners are used to set view
and edit permissions and can be used to filter or group data in your reports.

This article assumes that you have previously created a database or have design priviliges
to a database created by someone else.

A partner is usually an organization (NGO, private company, government) but it can be any
group of individuals depending on your needs. The important thing to keep in mind when
defining partners is that the permissions granted to users are built around them. Hence it's
good to make sure of the privacy you would like to achieve within each database before
defining them.

1. Select a database and edit partners1. Select a database and edit partners
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2. Add a partner2. Add a partner

To add a partner to your database, do the following:

1. click "Add Partner to Program"
2. fill in the partner name and a description (see the table below for an explanation of these

fields),
3. click "Save".

FieldField Expected contentExpected content

Name The name of the partner. We suggest to use a short name or an
abbrevation as this name is used accross the platform in places where
there may be little space such as column headers and drop-down menus.

Description A longer description or the full name of the partner.

 Please ensure that the partner name and description are correct before saving. Once
you have added a partner, you cannot modify it as all users on the platform can use
the partner in their databases.
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 If you add a partner with a name which already exists, the description of the partner
will be taken from the existing partner and the description you have provided will be
ignored, but not until you refresh the screen with the list of partners in your database.

Note that partner names are case-ininsensitive: if you add a partner with name "unhcr"
and a partner with name "UNHCR" already exists, the system will add the existing
"UNHCR" as partner to your database.
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Adding users and managing permissionsAdding users and managing permissions

This article explains how you can add users to a database and how to manage what each
user can do or see in your database. For example, you may give some users only the
permission to view data, but not to add or modify data.

You may also be interested in our help article with suggestions for managing databases
with many users.

A user is a person who has access to a database. User permission determine what a user can
see and do in your database.

When you create a new database from scratch, you are the only user of this database and you
have all the user permissions within it. ActivityInfo allows for fine grained control of user
permissions.

This article will show you how to add and remove users in your database and how your can set
user permissions. Don't forget to add partners before adding new users: each user needs to be
associated with a partner as the latter is a key component when defining user permissions.

A few notes on how users appear:

• As a database owner, you are not listed as a user because you have all permissions by
default and these cannot be changed. This also holds for databases where you have the
permission to manage users.

• The user names displayed in the list are those provided by the users in their profile settings.
You can therefore not edit these yourself. If you feel that a user's name is incorrect,
incomplete or otherwise inappropriate then it is best to send this user an email to request
the change.
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Locate user settings in a databaseLocate user settings in a database

Users and their permissions are defined in the "Users" section of a database in the Design tab
of ActivityInfo.

Adding users and managing their permissionsAdding users and managing their permissions

To add a user to your database, you need to provide the user's name and email address as well
as the partner of which the user is a member. Follow the instructions below to add a user and
to set the user permissions.
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Click "Add User" and provide the user's detailsClick "Add User" and provide the user's details

You can add users that don't have an account on ActivityInfo yet. They will receive an invitation
to your database asking them to first create an account on ActivityInfo.

 Users with an existing account on ActivityInfo do notdo not receive a message that they have
been added to a database. They will see the database in their list of databases the next
time they log in or after refreshing the browser.
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Set the permissions of the new userSet the permissions of the new user

User permission levelsUser permission levels

ViewView allows the user to view entries performed by the users assigned to the same partner. Note
that this checkbox is disabled: revoking a user's permission to view the database is the same as
deleting the user from the database. Therefore if you want to prevent a user from viewing your
database you have to use the "Delete" button, not the "View" checkbox.

EditEdit allows the user to create and edit entries performed by the users assigned to the same
partner;

View allView all allows the user to view entries from all partners;

Edit allEdit all allows the user to edit entries from all partners;

Manage usersManage users allows the user to add other users/modify their permissions but he can only
assign them to the same partner as his;

Manage all usersManage all users allows the user to add other users/modify their permissions and assign them
to any partner contained in the database;

DesignDesign allows the user to edit the database and all the forms it contains. Note that only you can
delete the database itself, but a user with this permission level can delete everything (i.e. all
forms and data) contained in the database so be careful with whom you grant these
permissions!
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 Individual forms can be marked as Published which makes all data entries visible to all
users of the database, even if users do not have View all permissions.

 Want to allow a user to only see his or her own data entries? Create a separate partner
for the user, for example by naming the partner after the user and make sure not to
assign any other users to this partner.

Save your changesSave your changes

Once you are finished adding users and changing user permissions, you need to save these
changes by clicking on the "Save" button above the list of users.
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Remove users from a databaseRemove users from a database

To remove a user from a database:

1. select the user and
2. click on "Delete". This change is saved automatically so there is no need to click the "Save"

button.

This removes the user from your database, it doesn't remove the user's account on ActivityInfo.
If you have removed a user by accident, you can simply add the user back as described above.
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Creating a location typeCreating a location type
For each form, users choose amongst a list of location types to geographically represent the
data in this form. Location types are libraries of locations stored in the platform and that can be
linked to any number of forms as long as they are set in the same country.

While users can chose built-in location types, creating your own location type allows you to
have full control over the locations your users can choose from when performing data entry.

 Locations are created in databases by defining a new location type and then adding a
list of geographic locations. You can use the location type you create in all forms of
your database and in all databases in the same countryand in all databases in the same country.

Creating a new location typeCreating a new location type

To add locations to a database, you need to first define a new location type. Examples of
location types are villages, schools, health centers, water points, etcetera.
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The name and permission settings of your location type can be changed in the future.

Now that you have created a new location type, you can add the actual locations by following
the instructions in the next step.

 Be aware that the location type you create will be visible and available to all users with
a database in the same country where you create your location type. Please DO notPlease DO not
store any information in location types which is sensitive or personal and choose astore any information in location types which is sensitive or personal and choose a
name which clearly distinguishes your location type from others.name which clearly distinguishes your location type from others. If, for example, you
choose to upload your own list of districts when there already is an administrative level
called "Districts", make sure to add something to the location type name which helps
to distinguish it from others. For example: "Districts (for UNHCR RRP)".

Adding locationsAdding locations

After you have created a new location type, you can use the table editor to add geographic
locations at which you want to collect data.

Page 67Page 67General User Manual



NameName: the name of the location you are adding. While the name should ideally be recognizable
and unique, the system allows you to enter multiple locations bearing the same name.

Alternate nameAlternate name: the alternate name can be use to add precision to a name or to distinguish two
locations bearing the same name for instance. Another example is to use this field for the P-
Code.

Administrative unitsAdministrative units: the hard-working folks behind ActivityInfo have uploaded administrative
levels for each country in the world; while we try to keep this information as complete and up to
date as possible, there might be missing layers of information or outdated layers in the country
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you are working in. If you are working in a country where geographic information appears
missing/outdated, contact us and we will see what we can do.

Assigning administrative levels to entries will allow you to create Reports (charts, pivot tables,
maps) in which data is aggregated by administrative levels. The more precise you
geographically describe your data, the more options you will have when creating your reports.

Locations can store administrative level information and/or geographic coordinates (lat/long
decimals).

Geographic coordinatesGeographic coordinates: only lat/long decimal (dot or comma) coordinates are accepted in the
platform.

Editing or removing an existing locationEditing or removing an existing location

To edit or remove an existing location:

1. Select the location type in your database and click "Open Table" to open the location table.
2. Find and select the location you want to edit or remove.
3. Click "Edit" at the top of the table update the properties of the location or click "Remove" to

delete it.

 When removing or editing a location, keep the following in mind:
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• If you removeremove a location where data has been submitted, the submitted data will be
unaffected: it will not be deleted and will remain linked to the old location. However,
you will no longer be able to filter your reports using the old location.

• If you editedit an existing location, all data linked to this location will be automatically
updated as well. Please keep this in mind if you decide to significantly move the
geographic location as all reported data will move along!
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Adding a lockAdding a lock

A lock, or time lock, prevents users from editing or adding new data during a defined date
range. A lock can be set on an entire database, a specific form or a specific project
depending on your needs.

Locks can be used for completed programs/projects or simply to keep a clean version of
your data after it has been validated by the information management team.
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Adding a lockAdding a lock

Define the lock you wantDefine the lock you want
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Select where you want your lock to be effective (database, form or project), write a name for
your lock and select a custom date range during which your lock will be effective. You also have
the option to deactivate a lock that you no longer need without deleting it.

How to see if an entry is locked in Data EntryHow to see if an entry is locked in Data Entry
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Adding targetsAdding targets
In ActivityInfo, targets are a good way to compare indicators of activities carried out by your
organization (what has been realized) with milestones or project objectives (what has been
targeted). They can be set on quantity and calculated fields and they are defined for a custom
date range. While they are often used for the follow up of activities (number of infrastructure X
constructed, number of patients treated), they are also useful to keep track of the financial
aspects of project.

Accessing Target functionalityAccessing Target functionality

Page 74Page 74General User Manual



Adding a targetAdding a target

Defining a targetDefining a target

Name your target. While there is no limit to the name that can be used, we advice to make it
short and self-descriptive so other people know what this target is used for.
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Select a date range during which your target will be effective. It could be a formal target
covering the duration of a project/program and where the projected objectives are used as
targets for instance, but you could also create targets for milestones to follow the evolution of
program. Be aware that you can create as many targets as you want.

Select a projet if you want to create a project-specific target . If None is chosen, the target will
be used for all entries (assigned to specific projects or not) within this database.

Select a partner if you want to set a target for a specific partner. If None is chosen, the target
will be general, that is for data entered by all partners.

Setting target valuesSetting target values
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Showing targets in ReportsShowing targets in Reports

Please note that the targeted values will appear at the period corresponding to the "End date"
of your target. For instance, values of a target set from September 1st 2014 to October 31st
2015 will appear in the month of October 2015. If your defining your period annually, they will
then appear in year 2015.
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Adding Projects to a databaseAdding Projects to a database
In this article we will show you how the projects appear in the form designer and in data entry.
Adding Projects to your database can add extra dimensions to your data and reporting.

How to add a project to a databaseHow to add a project to a database

1. Select a database
2. Open the design tab and click on projects
3. Add a project
4. Give the project a name and save

How does it appear in the form designer?How does it appear in the form designer?

In the Beta forms, you have the possibility to either have the Project field visible or invisible. The
default is invisible. In the Classic forms the Projects are always visible.
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How does it appear in data entry?How does it appear in data entry?

In the first image is how the project is displayed in the Beta forms and in the second is how the
projects appear in the Classic form.
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Adding an Input mask validationAdding an Input mask validation

In this article we will talk about how to set up an Input mask validation. This assumes that
you already have a database with design permissions. Form designers will be able to add
an optional "input mask" to a text field that will constrain what characters the user can
enter. The Input mask validation is only available in beta forms.

1. What is an Input mask?1. What is an Input mask?

An Input mask is used to make sure that users enter certain digits or letters. This can be useful
if you have a form with administrative codes.

2. Adding the Input mask into a form2. Adding the Input mask into a form

In the following steps you will learn how to add the Input mask into your beta form.

1. Add a text field to your form
2. Define properties of the field in the left pane
3. Save the form
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3. How the input mask appears in Data Entry3. How the input mask appears in Data Entry

As the user types in the fields, they will automatically get validated. For example in the
administrative number, if 2013-12-141 is typed in then the field will turn red informing that this
does not match. In the case worker ID, only digits can be used and for the case worker initials
only letters can be used.

4. What characters can be used for the Input mask?4. What characters can be used for the Input mask?

In the tables below you will see other ways an input mask can be used

CharacterCharacter ExplanationExplanation

0 User must enter a digit (0 to 9)

L User must enter a letter

A User must enter a letter or a digit

\ Character immediately following will be
displayed literally

ExampleExample Input maskInput mask ExplanationExplanation

Family Registration Number \1-00000000 The 1- is always fixed the rest
of the digits can be different

Case worker Initials AAA Initials have to be 3 letters
long

Case worker ID 000 ID has to be 3 digits
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ExampleExample Input maskInput mask ExplanationExplanation

Administrative number 2017-00-000 The 2017- is fixed the rest of
the numbers can be
changed.

Page 82Page 82General User Manual



Adding a serial numberAdding a serial number

This article assumes that you have already set up a database and have the latest version of
ActivityInfo.

Adding a serial number is only possible with Beta forms.

In this article we will explain why and how you would use a serial number in your forms.

Every record stored in ActivityInfo is automatically assigned a unique, randomly-generated ID
such as "c23cwexxsf" when its created. However, in many situations, it can be useful to identify
records by easier-to-remember sequential numbers such as "0023", "0024", etc.

Serial numbers can be particularly useful in setting up Case Tracking Systems, where case
workers need an easy-to-remember identifier for each case that doesn't include personally-
identifying information.

1. How to setup your form1. How to setup your form

1. In the Form Designer, drag the Serial Number field onto your form
2. Name your field
3. Save

In order to ensure that serial numbers are unique, they are only assigned once the record is
actually saved on the server. When you are editing a record that is not yet saved, the field will
be displayed as "(Pending)".

If you save a record while offline, a serial number will not be assigned until you have fully
synchronized.
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Adding a prefix formulaAdding a prefix formula
A prefix formula can be added to the serial number. Instead of just having a number, which is
not very easy to trace; adding a prefix will give more traceability without revealing sensitive
information.

In this article we will show you how to set up a prefix formula for the input mask.

How to add a prefix formulaHow to add a prefix formula

1. Add a text field
2. Enter desired text in the input mask
3. Add a code
4. Add the code to the Serial Number prefix.

How the prefix formula appears in data entryHow the prefix formula appears in data entry

When a user goes to perform an entry they will be invited to enter the prefix which is then
attached to the Serial number. In the example below we have started writing the prefix, which
shows you the pattern that you need to follow. Then we have re-opened the form to show how
the complete serial number and prefix look together.
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Choosing the appearance of select fieldsChoosing the appearance of select fields

 This feature is only available in Beta forms.

ActivityInfo chooses the best presentation of your single selection field based on the number of
items. Single selection fields with a small number of items (less than 10) are displayed as radio
buttons, so that all options are immediately visible. Fields with more than ten items are
presented with a compact drop-down menu. However, form designers can override this
behavior if desired.

This article explains how you can change the presentation of selection fields in the forms which
your users will complete.

 Multiple selection fields will only be displayed as check boxes

Preparing your formPreparing your form

1. Drag a single selection or multiple selection field onto your form
2. Edit the name of the field
3. Define the properties of your field
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Appearance optionsAppearance options

There are three options to choose from:

1. Automatic, this means that the application will automatically adjust the appearance based on
the number of items

• 1-9 options will be displayed as radio buttons - Possible for both single selection fields which
are required and multiple selection fields

• 10+ options will be displayed as a drop down box - Possible for only single selection fields

2. Radio buttons, this means that no matter how many options are displayed they will always
appear as radio buttons.

3. Drop down, this means that the options will be displayed as a drop down selection.
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Key fieldsKey fields

 This field is only availble in Beta forms.

What is a Key field?What is a Key field?

A key field is used to identify a record. ActivityInfo has internal identifiers for fields which can
lead to confusion. Imagine you have thousands of records and you need to identify them for
other people, you can name a record. This then gives a constraint that no other record shares
that field value.

There are several different ways to identify individual records.

If you add a Serial Number this can give a bit more information. This would be used in
personal/protection cases.

If you use a natural key, this is could be a District for example - this tells you immediately what
the field contains.

In this short article we will show you how to implement a key field, for case tracking and for a
survey in a camp.

How to make a field a KeyHow to make a field a Key

A Key field can be used to individualize a form entry. In the first example we have a Serial
Number which is often used to identify an individual without giving too much personal
information. This Serial Number can then referenced in other forms.
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How to use a key fieldHow to use a key field

We are collecting data to see in which camps the most people have been assisted. To do this we
need our users to enter information about the location, this can be done by adding a natural
key a District.

It is also possible to use multiple key fields in one form. In the example below, we have created
a LocationTypes 2018 form which contains a reference field from the geography database, two
text fields one called Location Type and the other Name. All three fields are ticked as key fields,

Page 89Page 89General User Manual



this means if we reference this form in another form we will only be able to select the data
entered into the Location 2018.

In the screenshot below, we have referenced the 'LocationTypes 2018' form. This means that
the location types that were created, will appear in this form - users will only be able to select
data from locations created in the referenced form. Having multiple key fields, only allows the
user to select data which is linked to the field below.
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Adding weekly and other reporting frequenciesAdding weekly and other reporting frequencies

Please note that these reporting frequencies are only available in new beta forms

These reporting frequencies mean that you can have a parent form which includes a sub-form.
A parent form being your main form. In the following steps, we presume that you have already

created a beta form.

What are the frequencies?What are the frequencies?

There are five different types of reporting frequencies available :

In your sub-form you can add as many fields as required and you can repeat that sub-form
identically as often as needed

How to design a sub-form in your parent formHow to design a sub-form in your parent form

These sub-forms can be added to a parent form, form designers can place any fields within the
sub-form.

1. Drag your sub-form of choice onto the parent form
2. Rename the sub-form [i.e was "Weekly Sub-Form", now "Food distribution"]
3. Add fields to your sub-form [these will remain the same every time you repeat your sub-

form]
4. Save your form!

In the image below you can see we have dragged a weekly sub-form, we have a two quantity
fields called 'rice packs' and 'plumpy nut packs'.
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How it is used in data entry tab?How it is used in data entry tab?

Above is a screenshot, which highlights your sub-form. When a user will perform a data entry,
once they answer the questions included in the sub-form he or she can also answer the same
questions for previous weeks or forth coming weeks depending on your activity. The above
applies to other reporting frequency sub-forms.
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In the below screenshot, we have used a repeating sub-form which has no set frequency. Users
can add multiple entries at once by clicking on the add another link.

 For repeating sub-forms we recommend using a maximum of 40 records per repeating
subform.
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Adding a Reference fieldAdding a Reference field

 Reference fields can only be used in Beta forms

Reference fields allow to reference a record in another form.

A record can be a key field from another form within the same or a different database (option
"Choose form Databases") or it can be a geographic location(option "Choose form Geography")

We (BeDataDriven) maintain a database of administrative divisions including their geographic
boundaries, but there is also geographic information in the legacy LocationTypes.

How to add a reference field to a formHow to add a reference field to a form

With a database reference field you can reference one of the following:

• a serial number
• a field marked as Key - Name of the form field
• ActivityInfo form id - number which is unique to each form

In your beta form, drag and drop your reference field; a new window will pop up asking you to
choose between Geography and Databases. Click databases (1) and then click on your
appropriate database (2), then select the form you wish to reference (3). Click Ok and you will
see a new field appearing in your beta form. This new field will have the name of the form you
have just selected.

To add a geography reference, repeat the above steps only click geography instead of
databases. For the purpose of this demo we chose a governorate in Iraq.

Before going to the data entry tab, don't forget to save your form!
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How is it used in the data entry tabHow is it used in the data entry tab

Once you have save your form, you go to your data entry tab, you select the form you have just
created and make a new submission.

A new submission window pop up will appear and you will be able to select the appropriate
area of your chosen administrative level. (Here highlighted in yellow is the Region
Administrative level of Iraq).
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Click on save and the new entry is saved in your database.

In the example below we have referenced another form. The three fields from the Location
Types 2018 form appear, this is because they are key fields. This is a great way to link data
from one form to another.
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Adding a Min/Max calculationAdding a Min/Max calculation
In a beta form it is possible to have a calculation to tell you what the Minimum amount or
Maximum amount collected is. In our example we are collecting data to see how many students
have attended school. We will first start with how to design the form and then what it looks like
in data entry.

How to design a form with a Min/Max calculationHow to design a form with a Min/Max calculation

In the form designer we have a added a daily Sub-Form [School attendance] and placed within it
are two quantity fields [Number of male students and female students]. The quantity fields
have been give codes so we can easily use an expression with them. Above our Sub-Form we
have added two calculated fields, one Max males the other Min Females. For the first calculated
field we added the expression MAX(MS) the means that it will look through the data provided in
the Sub-Form and give us back the maximum amount that has been entered. In the second we
added the expression MIN(FS), as before it will search through the data provided in the Sub-
Form and give back the minimum amount that has been entered. We have set the two
calculated forms to not be shown in data entry as it may lead to confusion.

We have removed the dates from the form as the Sub-Form contains dates and moved the
partner to the top of the form. Don't forget to save!

Once you are in the data entry tab, find your form and click on new submission. In the below
form we have performed a couple of entries spread over a period of weeks. For the entry with
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partner BeDataDriven , there are three entries of which the 'min female' is 50 and the 'max
male' is 75.
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Folders in ActivityInfoFolders in ActivityInfo

 We have upgraded Categories to Folders to allow for greater control and flexibility.
Please read below for more details.

 Version 2.17 of ActivityInfo introduces the concept of Folders. Folders are used to
group forms in a database and to manage user permissions for a group of forms
instead of the whole database. In this article, we will explain how to set up folders for
your database.

We assume that you have already created a database and one or more forms.

What is a folder?What is a folder?

Folders allow you to group forms according to your needs. They can make it easier to find
forms when performing data entry and they can be used to restrict access to groups of forms
by setting the appropriate user permissions per folder.

For example, if you collect data about Education - you can create a folder, call it 'Education' and
place all the related forms in the folder. It keeps the forms altogether, no need to search
through the whole database to find that one form.

How to add a folderHow to add a folder

1. Go to the Design tab
2. Select your database
3. Select the 'New' button drop down
4. Select 'New Folder'
5. Name the folder and save
6. Drag and drop forms into the folder
7. Click 'Save'
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 You can create a folder and leave it empty: it will not be shown in the Data Entry tab
until you add a form to the folder.

How do folders appear in Data Entry?How do folders appear in Data Entry?

In the example above, there is a folder called '1. Education' in the 'Demonstration' database.
The folder includes two forms: one called 'School form', the other 'Education form'.
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 Now that we have created a Folder, you can restrict which users can view and edit the
forms inside the folder. Find out how in our article about user permissions with
folders.
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Setting up folder level permissionsSetting up folder level permissions

 In this article we will explain how to use the folder level permissions for users, to allow
them to access only certain forms which are placed within folders.

To be able to use folders, we assume that you have already created folders in your
databases.

Folders are available for both Activities (Classic forms) and New Forms (Beta forms).

What permissions are available?What permissions are available?

Permission type Definition

View Allows the user to view entries performed by users assigned to
the same partner

Edit Allows the user to add new entries and edit entries by the users
assigned to the same partner

View All Allows the user to view entries from all partners

Edit All Allows the user to edit entries from all partners

Manage users Allows the user to add other users/modify their permissions
but, can only assign users to the same partner or folder as they
have permissions to themselves.

Manage all users Allows the users to add other users/modify their permissions
and assign them to anyany partner, but onlyonly for folders assigned
to them

Design Allows the user to edit the database including all forms and
folders

How does it work?How does it work?

The Folders allow you to decide what is visible to your users and what is not.

For example, if you have multiple forms for which you collect data organised into three folders:
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1. Education
2. Health
3. Protection

You would like to keep all this information in one database, but allow only certain people rights
to perform or view entries on certain forms.

As seen in the figure below, we add a user to our database and grant them allall permissions but
onlyonly to the Education folder.

How does it look for your users?How does it look for your users?

 If you want to make any changes to your folders, such as adding or removing forms
you can simply drag and drop them in the Design tab.

To make changes to a user's permissions on a specific folder, simply change them in
the user permissions view in the Design tab. (You will need to be assigned Manage
User permissions!)

If you assign folders to a user, they can only access and view forms within those folders. If you
give them certain permissions, then they will only be able to see and edit the data on those
forms according to their permissions.

In Data Entry, they will see the folder and can perform entries for the forms contained in the
folder. In our example, we have given a user access to only the Education folder.
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Frequently Asked QuestionsFrequently Asked Questions

What permissions can a user with 'Manage All Users' grant?

A user with Manage All users permissions will be allowed to assign any partner to a new user,
and will only be allowed to grant permissions to the folders they have access to.

Why can't I grant 'View All' and 'Edit All' permissions?

If you haven't got permission to 'View All' and 'Edit All' partners then, you do not have
permission to manage all users.

Why are some checkboxes greyed out?

Depending on the permissions you have, the checkboxes will either be enabled (You have
permission!) or disabled.
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Data Entry - Collecting dataData Entry - Collecting data
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The Data Entry tabThe Data Entry tab

This is where most ActivityInfo users spend their time. In the Data entry tab, users can
submit, modify or delete entries, they can import and export data and view details and
history of individual entries.

A general overview (click on the image to expand)A general overview (click on the image to expand)
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The upper menu iconsThe upper menu icons
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Entering a form submission in ActivityInfoEntering a form submission in ActivityInfo

Fill in the formFill in the form
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When completed, save and your data will be stored on our serversWhen completed, save and your data will be stored on our servers
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Mobile data collection with ActivityInfo andMobile data collection with ActivityInfo and
ODK CollectODK Collect

This article explains how to configure ODK Collect on an Android device for mobile data
collection. ODK Collect is a third-party app which allows you to download forms to your
Android device and perform surveys in the field, even without an internet connection. Once
completed, the forms can be sent to ActivityInfo where the data will be stored in the your
database.

By using ActivityInfo for storage in place of ODK Aggregate or FormHub, you can take advantage
of ActivityInfo's advanced analysis and mapping tools, and seamlessly combine results from the
field with reported outputs, baseline data, or other indicators from within and outside of your
organization.

You will need an internet connection on your mobile device (e.g. wifi, 3G, or 4G) to install ODK
Collect, connect to the ActivityInfo server and download forms. While you won't need to be
connected to collect data, you will need a connection to send your finalized forms back to the
ActivityInfo server.

Please visit https://opendatakit.org/use/collect/ to learn more about ODK Collect.

 From July 1st, 2017, ActivityInfo only supports Android devices with Android version 2.3
or later.
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Install "ODK Collect" on your mobile device through the GoogleInstall "ODK Collect" on your mobile device through the Google
Play storePlay store
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Pointing ODK Collect to ActivityInfo.orgPointing ODK Collect to ActivityInfo.org

 If you have many databases in your account or if you have several databases with a
large number of forms, you can reduce the number of forms downloaded to your ODK
Collect app by pointing the app at a single database, for example URL:
https://www.activityinfo.org and then Form list path set to /formList/db/1234 where
"1234" is the numeric identifier of your database.
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Downloading forms to your mobile deviceDownloading forms to your mobile device

 Once a form is downloaded to your device, it is not automatically synced with
ActivityInfo. Therefore, if you change the design of your form (e.g. you add or remove
questions), then you will have to inform your users that they must download the
revised form to obtain the changes on their device.
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Collecting dataCollecting data

Sending your finalized form to ActivityInfoSending your finalized form to ActivityInfo
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If you encounter any problems setting up ODK Collect, please visit the ODK troubleshooting
help page.

 Please be aware that Administrative levels will not work due to a limitation of ODK. In
classic forms we advise you to use a point location types. Forms with the location type
administrative level will not appear in the list of forms.
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Switching to offline mode using Google ChromeSwitching to offline mode using Google Chrome
The offline data entry mode is recommended for unreliable internet connections or simply
when you have no accessible internet connection. Be aware that you will need an internet
connection to switch to offline mode to perform your account's synchronisation. When in
offline mode, your computer will automatically synchronize every 5 minutes if you have access
to an internet connection; otherwise it will synchronize the next time you are connected to
internet.

Changes performed while in offline mode are stored in the internet browser cache. Internet
browsers have a limited size capacity so we only recommend using the offline mode for
performing data entry. Performing more complex changes in your account (creating databases
or reports for instance) might overload the cache or be saved incorrectly.

Enabling offline data entry modeEnabling offline data entry mode

Page 116Page 116General User Manual



Page 117Page 117General User Manual



Coming back to online mode - clearing your browsing dataComing back to online mode - clearing your browsing data
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 If you do not want to clear everything then it should suffice to select only Cookies and
other site and plugin data and Hosted app data.

Re-login to ActivityInfo and you will be working online again!Re-login to ActivityInfo and you will be working online again!
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Batch Import multiple data entries from aBatch Import multiple data entries from a
spreadsheetspreadsheet
You have legacy data you want to import in ActivityInfo? The easiest way to do so is by using our
Import functionality in the Data Entry tab. As long as your data can be opened in a spreadsheet
format (Excel, Open office, Libreoffice, Numbers) you can import your data by simply copying
and pasting it in our import functionality.

Data are imported per form. As a first step, you will need to make sure each of the mandatory
fields in your ActivityInfo form have a corresponding column in your spreadsheet. Since the
Start date, End date and Partner fields are always mandatory, you will also need to have
columns for those in your file. For multiple selection fields there will be one column for each
selection (see details below).

For the data that needs to be matched to ActivityInfo data (Partner, Project and single selection
fields) make sure your data is written the exactexact same way in your import file as in ActivityInfo.

If you are using location types (a geo-localized library of locations), be aware that locations will
not be matched against locations you have already created in ActivityInfo. New locations will
thus be created for each new entry.

Prepare your spreadsheet for importPrepare your spreadsheet for import

The more your column headers match with the form fields in the system, the more chance the
columns will be automatically matched
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Open the Import functionalityOpen the Import functionality

Copy the data you want to import in your spreadsheet -Copy the data you want to import in your spreadsheet -
including column headers- and paste in the central white boxincluding column headers- and paste in the central white box
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Match each column with the corresponding form fieldMatch each column with the corresponding form field

Validate the imported dataValidate the imported data
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Color code:Color code:

GreenGreen: we found a perfect match for this value.

YellowYellow: we found an imperfect match (less than 100% confidence) for this value. You will see the
following message: "Confidence: <percent>% Matched to: <matched value> Correct value will
be imported with _<percent>% confidence which can help you make your choice.

RedRed: we failed to find a match for this value.

A row were (a) value(s) is(are) highlighted in red will not be imported. Only rows with GreenA row were (a) value(s) is(are) highlighted in red will not be imported. Only rows with Green
and/or yellow matches will be imported.and/or yellow matches will be imported. In the screen caption above, the first row will not be
imported.

It is not possible to modify values or matches in the validation window. To modify your
imported data, you will need to modify your initial file and restart the import process from the
beginning.
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Printing or saving blank or completed formsPrinting or saving blank or completed forms
In the Data Entry tab you can select a form and print a blank version for paper-based data
entry. Most browsers also allow you to save the blank form to a PDF document instead of
printing a hardcopy.

New in ActivityInfo version 2.10:New in ActivityInfo version 2.10:

With forms using the new (Beta) design mode you can also print a completed form (or save it to
a PDF file using your browser's print function) from the new data entry page. This functionality
is not available with forms using the Classic design mode.

Both options are explained below.

Print or save a blank formPrint or save a blank form

You can print or save a blank version of any form in your databases. These blank forms can be
used for paper-based reporting.

1. Open the Print Form dialog window1. Open the Print Form dialog window

1. Select the form
2. Click on the "Print Form" button above the list of data entries
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2. Review the blank form and confirm to print2. Review the blank form and confirm to print

1. Review the blank form in the dialog window which appears
2. Click "Print Form" to open the form in your browser's print window

3. Print or save the form to a PDF document3. Print or save the form to a PDF document

Choose to print your blank form or to save it as a PDF document on your computer. The
example above shows an example of the print window in Google Chrome.
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Print or save a completed formPrint or save a completed form

If your form uses the new (Beta) design mode then you can select and print a single data entry
(i.e. submission) from the new data entry page by following the steps below.

1. Open the new data entry page1. Open the new data entry page

1. Select a form using the new (Beta) design model.
2. Click on the "Try the new data entry page (BETA)" link which appears above the list of data

entries.

2. Open a single data entry in a new browser tab for printing2. Open a single data entry in a new browser tab for printing

1. Select the data entry to be printed.
2. Click on the "Print Form" button and the form will be opened in a new browser tab.

3. Print the form or save it to a PDF file3. Print the form or save it to a PDF file

The form and it's content are opened in a new tab in your browser. If it doesn't open
automatically, navigate to this new tab to find a printable version of the form. Use your
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browser's print functionality to print the form or to save it as a PDF file on your computer. The
print command is usually found in the "File" menu of your browser.

Page 127Page 127General User Manual



Exporting data to a Microsoft Excel spreadsheetExporting data to a Microsoft Excel spreadsheet
filefile
Once you have data entered in your form(s), you can export this data into a convenient
spreadsheet format for further analysis or for sharing with others. When you export data, you
save the data to a file on your computer which has the .xls extension (Microsoft Excel
spreadsheet file format).

Data can be exported per database (each form will be in a separate worksheet/tab) or per form.

All data shown here is fictional and for demonstration purposes only.

 If your database includes data from linked indicators, this data will not be included in
the export.

Export a database or a formExport a database or a form

1. Select a database or a single form in the left-hand menu (in this example, a single form
called "Refugee camp construction" is selected).

2. Click the "Export" button after which a dialog window with a progress bar will appear.
3. Wait for the download to start automatically or click the link "Click here if your download

does not start automatically" if it doesn't.
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4. Save the file to your computer and close the Export dialog window.

Understanding the export formatUnderstanding the export format

Each data entry in your form will result in a single record (i.e. row) in the exported spreadsheet.
All relevant information will be stored in the columns. This includes geographic information
such as the names of the administrative levels as well as the latitude and longitude if the form
is linked to sites.

Single-selection attributes have their label as the value in the column, but multiple-selection
attributes will have a separate column for each option and 1 as the value if it is selected and 0
otherwise.

Below is the example used in the instructions above.

Example form designExample form design

This example uses a (classic) form with a multiple-selection attribute called "Facilities" and a
single-selection attribute called "Status". There is one (quantity) indicator called "Camp
capacity".

An example of the output format for this form is given next.
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Example output formatExample output format

The figure above shows how indicator values and attribute values are represented in the
exported spreadsheet.

For multiple-selection attributesmultiple-selection attributes, the name of the attribute (group) is displayed in the first row
("Facilities" in this example) and the attributes (i.e. options or labels) are displayed in the second
row. If a value is selected, then the value 1 will shown in the row of the data entry, otherwise
the value 0 will be shown.

For indicators and single-selection attributesindicators and single-selection attributes, the name (or label) of the indicator or attribute is
displayed in the second row of the worksheet. The values entered for these indicators or
attributes is provided in the row of each data entry.
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Reporting - Data analysisReporting - Data analysis
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The Reports tabThe Reports tab

Why collect data if we can't report and communicate results easily? In ActivityInfo, one can
easily create and share -within the platform or via email- charts, maps, pivot tables or
custom reports. A report that has been created and saved will appear in the central Reports
dialog and will be updated in real-time as new data are entered by users. Hence once a
report has been created, there is no need to go through the same steps over and over
again.

Overview of the Reports tabOverview of the Reports tab
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The menu barThe menu bar
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Reports supported in ActivityInfoReports supported in ActivityInfo

In this article, we're showing the different types of reports that can be created in
ActivityInfo.

When designing your forms, make sure to create quantity fields for the fields you want to
report on as only quantity fields can be represented in any type of report.

To be able to view any of the charts please make sure that 'Flash' is enabled in your
browser.

ChartsCharts
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Pivot tablesPivot tables

MapsMaps
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Creating a pivot tableCreating a pivot table
Pivot tables are one of the most convenient tools for summarizing a large volume of
information.

Be aware that the data used in charts, needs to come from Quantity fields since only these
store recognized numerical values. As for all the charts types in ActivityInfo, you can combine
data from different databases or forms.

In Reports, select the Pivot Tables iconIn Reports, select the Pivot Tables icon
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Choose the indicators you want to showChoose the indicators you want to show

Choose the dimensions of your pivot tableChoose the dimensions of your pivot table
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Filter the data appearing in your tableFilter the data appearing in your table

Page 138Page 138General User Manual



Export, share or print your pivot tableExport, share or print your pivot table
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Creating a mapCreating a map

In Reports, select the Maps iconIn Reports, select the Maps icon
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Choose the Quantity field(s) you want to use and click NextChoose the Quantity field(s) you want to use and click Next
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Choose how you want your data to be displayed on the mapChoose how you want your data to be displayed on the map
and click on Finishand click on Finish
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Voilà!Voilà!
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Modifying a mapModifying a map
You've already created a map and want to modify it? Let's see the different ways to modify a
map you've created.

Changing the basemapChanging the basemap
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Modifying your map layerModifying your map layer
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Adding a map layerAdding a map layer

Page 148Page 148General User Manual



Page 149Page 149General User Manual



Page 150Page 150General User Manual



Setting up standard reportsSetting up standard reports
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The Dashboard tabThe Dashboard tab

The Dashboard tab is your landing page after having logged in to your ActivityInfo account.
In this tab you can have an overview of your important reports (which can be linked to the
dashboard from the Reports tab), ActivityInfo's latest news and a Google Earth conversion
tool.

As in all the other tabs, you also have access to the settings wheel, our help website (which
you are viewing right now) and your connection status.

 The dashboard will not have any pinned reports when you first sign up and log in.
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AdvancedAdvanced
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Cloning a databaseCloning a database

A database is a structured set of data held in a computer, especially one that is accessible in
various ways; [Oxford Dictionaries, 2014].

Databases are the highest level of hierarchy in your data structure. This is where you add
forms, partners, users, projects and locks (which can also be linked to specific forms,
partners or project).

In ActivityInfo you can either choose to create a database from scratch or clone an existing
database to which you have "Editing" rights. In this article we will look at the second option.

A database is linked to a particular country; this will allow you to assign administrative
levels to entries. The geographic information stored in our platform for each country varies;
don't hesitate to contact us if the geographic information is not precise enough for your
needs in the country you are working in. If the information is available, we will add/update
administrative levels for the country.
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Creating your database from an existing one (cloning)Creating your database from an existing one (cloning)
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Name and DescriptionName and Description: There are no limits to the number of characters that can be used in the
name/description fields. Special characters are supported as well as arabic characters (which
will appear left to right).

We recommend to choose a short and self-descriptive name for the database so that the name
doesn't appear shortened in the platform. The name of the database should correspond to
what relates the different forms comprised in the database (program, country activities, etc.)
and should be comprehensive for those who will perform data entry. A description field can be
added to give more information on this database.

PartnersPartners andand user permissionsuser permissions:
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Linking indicators - quantity fieldsLinking indicators - quantity fields
You would like to "push" numeric data from database X to database Y? There is a way to do this
in ActivityInfo with a functionality called linked indicators. Indicators (or Quantity fields) that
have been linked will simultaneously appear in multiple databases/forms; the easiest way to
distinguish them is by the link icon to the left of a linked entry. When creating a report and
selecting a field that has been linked to another field, both the "original"data and the linked
data will appear in your report.

Linked indicators are used when you need to gather numeric data spread in different databases
in a single database or form. You needed to create multiple databases for different reasons
(different users, permissions, country, etc.) at some point, but now, you would like to gather all
related data in one database or form.

 Data from linked indicators will not be included when exporting data or when querying
the database through the API.

Open "Link Indicators" editorOpen "Link Indicators" editor
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The Link indicator windowThe Link indicator window

Linking two fieldsLinking two fields
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Removing a linkRemoving a link

Appearance in Data EntryAppearance in Data Entry
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Importing form schemaImporting form schema
Importing a form schema. You might already know that you can clone databases in ActivityInfo,
copying all the forms and the form fields they hold. But what if you only want to copy a few
forms or if you want to gather forms stored in different databases? For these cases, the form
schema functionality is your best option. Please be aware that the schema import functionality
does not support text and multiline text fields and that the functionality can only create
"classic" forms.

Preparing a schema import filePreparing a schema import file

ActivityCategoryActivityCategory ActivityNameActivityName NameName DescriptionDescription UnitsUnits FormFieldTypeFormFieldType CategoryCategory AttributeValueAttributeValue ReportingFrequencyReportingFrequency LocationTypeLocationType MultipleAllowedMultipleAllowed MandatoryMandatory SortSort

Form Category Form 1 Field
name

AttributeGroup Option 1 Once {Default
option if left blank}

Location
type 1

TRUE FALSE

Form Category Form 1 Field
name

AttributeGroup Option 2 Once Location
type 1

TRUE FALSE

Form Category Form 1 Field
name

AttributeGroup Option 3 Once Location
type 1

TRUE FALSE

Form Category Form 1 Field
name

AttributeGroup Choice 1 Once Location
type 1

FALSE FALSE

Form Category Form 1 Field
name

AttributeGroup Choice 2 Once Location
type 1

FALSE FALSE

Form Category Form 1 Field
name

Unit Indicator Once Location
type 1

TRUE

Form Category Form 1 Field
name

Unit Indicator Once Location
type 1

TRUE

Form Category Form 2 Field
name

Unit Indicator Monthly Location
type 2

FALSE

Form Category Form 2 Field
name

Unit Indicator Monthly Location
type 2

FALSE

Form Category Form 2 Field
name

AttributeGroup Choice 1 Monthly Location
type 2

FALSE TRUE
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ActivityCategoryActivityCategory ActivityNameActivityName NameName DescriptionDescription UnitsUnits FormFieldTypeFormFieldType CategoryCategory AttributeValueAttributeValue ReportingFrequencyReportingFrequency LocationTypeLocationType MultipleAllowedMultipleAllowed MandatoryMandatory SortSort

Form Category Form 2 Field
name

AttributeGroup Choice 2 Monthly Location
type 2

FALSE TRUE

Form Category Form 3 Field
name

AttributeGroup Option 1 Once Location
type 3

TRUE FALSE

Form Category Form 3 Field
name

AttributeGroup Option 2 Once Location
type 3

TRUE FALSE

ActivityCategoryActivityCategory (optional): Enter a category name to create a folder under your database.
Within a same form, all the ActivityCategory should be exactly the same.

ActivityNameActivityName (mandatory): The name of the form you want to create. The name should be
exactly the same for all the form fields contained in your form.

DescriptionDescription (optional): Add a description to your form. Again, the description should be exactly
the same for all the form fields contained in your form.

UnitsUnits (optional): Define the unit of a Quantity field.

FormFieldTypeFormFieldType (mandatory): You must choose between Indicator (Quantity field) and
AttributeGroup (multiple selection and single selection fields). Text and multiline text fields are
not supported in schema import.

CategoryCategory (optional): Add a category name a form field.
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AttributeValueAttributeValue (only for AttributeGroup fields): Enter the choices/options of your multiple or
single selection fields. Each choice/option must be on a separate row.

ReportingFrequencyReportingFrequency: You must choose between Once and Monthly. If no frequency is chosen it
will default to Once.

LocationTypeLocationType (mandatory): How do you want your field to be localized? Use the name of a
location type that already exists in the country your database is set in.

multipleAllowedmultipleAllowed (only for AttributeGroup fields): If you want to create a multiple selection field,
choose write "TRUE", otherwise, you can leave the field empty or enter "FALSE".

mandatorymandatory (optional): Do you want to make this field mandatory for users to fill? Write "TRUE"
for a mandatory field or leave blank/ write "FALSE" for an optional field.

Importing your schemaImporting your schema
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Validate that all your forms and form fields have been importedValidate that all your forms and form fields have been imported
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Account managementAccount management
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Enable or disable email notificationsEnable or disable email notifications

Enabling email notifications in ActivityInfo will allow you to stay informed of the activity in
the databases to which you have "design" permissions. These notifications contain a digest
(i.e. summary) of changes in these databases.

There are two types of digests:

1. The dailydaily digest tells you which users have made changes like adding, changing or deleting
data entries. These are only sent to you if at least one change was made during the last 24
hours in a database to which you have View permission. This includes the database of which
you are the owner.

2. The weeklyweekly digest provides a higher level overview of the activity in your databases. These
are always sent, even if no changes were made in any of your databases during the last 7
days. These digests are only sent to database owners, not the users of the databases.

All emails are sent to the address with which you log into ActivityInfo.

 Note that it is only possible to enable or disable these email notifications. It is notnot
possible to change the frequency of the notifications or to select the databases to be
included in the digest.
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1. Go to your profile settings1. Go to your profile settings

2. Check or uncheck the email notification option2. Check or uncheck the email notification option
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Check the Email Notification box if you want to receive email notifications.

Page 168Page 168General User Manual



Reset your passwordReset your password

If you have forgotten your password or if you just want to change it, you can reset your
password by clicking on the "Forgotten your password?" link at https://www.activityinfo.org/
login.

1. Click the "Forgotten your password?" link1. Click the "Forgotten your password?" link

If you just want to change your password, you can use the same link as illustrated above.

2. Enter your email address and click "Reset"2. Enter your email address and click "Reset"

You will receive an email with instructions on how to reset your password.

Page 169Page 169General User Manual

https://www.activityinfo.org/login
https://www.activityinfo.org/login


Set your preferred languageSet your preferred language

 New in ActivityInfo version 2.10

It is possible to change the language within the application, but this setting will not be
remember after you log out of ActivityInfo. To keep your language for the next time you log in,
you must set it as your preferred languagepreferred language in your profile settings.

Setting the preferred language will also affect the language of the email notifications.

1. Go to your profile settings via the language menu1. Go to your profile settings via the language menu

1. open the language menu by clicking on the language icon at the top right of the screen
2. select "Preferred Language" from the drop-down menu (this option will be different when

you are using a language other than English)
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2. Select your preferred language2. Select your preferred language

In your profile settings, select your preferred language from the drop-down menu. Changes are
saved immediately.
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Audit Log ExportAudit Log Export

 The Audit log in ActivityInfo is only available to those users with design privileges. This
feature is designed so that database administrators can see exactly what has
happened in the forms at what time and by who. The export will always be
downloaded in a csv format.

How to export the Audit LogHow to export the Audit Log

How the Audit Log looks in ExcelHow the Audit Log looks in Excel

TimeTime ActionAction User EmailUser Email UserUser
NameName

DatabaseDatabase
IDID

DatabaseDatabase
NameName

Form IDForm ID FormForm
NameName

FieldField
IDID

FieldField
NameName

RecordRecord
IDID

RecordRecord
PartnerPartner

Wed
April 19
12:31:43
UTC
2017

CREATED Tom.Example@mail.com Tom 507 Training a2105578067 Simple
Skip
logic
form

s1234 Default

Wed
April 19
12:39:10
UTC
2017

UPDATED Jane.Example@mail.com Jane 507 Training a2105578067 Simple
Skip
logic
form

s1234 Form Default
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Tips and tricksTips and tricks
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Using a global databaseUsing a global database

If you need a regional overview of your activities from several countries, or like to monitor
global activities of your agency then there are two ways to go about it:

1. combine data from multiple databases in several countries into a single report or
2. use a global database.

In this article, we illustrate the use of the Global database in ActivityInfo.

1. Create a new GLOBAL database1. Create a new GLOBAL database

Select "Global" from the country drop down list, to create a global database.
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2. Click "create"2. Click "create"

Click create, to create the global database

3. Decide location to report upon3. Decide location to report upon

Depending on the needs of your agency, the roll out or the users; decide upon which location
type to report upon. In most cases you will use the first option below, namely: "Country" as a
site type. Otherwise, you also have the option to create your own location type and to import a
list of locations.
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3.1. Reporting type: countries3.1. Reporting type: countries

If you need to monitor indicators at a global level, from country offices for example, you can set
up 'country' as location type in your form. Countries are available by default as a location type
in ActivityInfo for global databases therefore you don't have to create these yourself.
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3.2. Custom location type3.2. Custom location type

If you need to report on a custom location type (for example general hospitals) you need to
create a new location type (see Creating a Location Type).

Please note that that adding your own location types in a database will make these accessible
to all users using a database in the same country. We therefore advise you not to create, for
example, a location type 'Regional offices' for your agency's regional offices as all users with a
Global database will be able to see these locations.
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4. Reporting4. Reporting

Reporting in a global database is the same as in any 'normal' country database: go to data entry
and add a new submission. With the 'site' type you will get a dropdown menu of countries if the
reporting location is set to 'country' as explained in option Reporting type: countries above.

5. Analyse data from your global database5. Analyse data from your global database

ActivityInfo allows you to analyse your data in pivot tables, charts and maps. Below is an
example where the location type of the database is 'country'. Please see the section Reporting -
Data analysis for general information about how to analyse your data.
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5.1. Pivot tables5.1. Pivot tables

If you like to create a pivot table and visualize your data per country, make sure you select
'country' in the Geography tab on the right of your screen

5.2. Charts5.2. Charts
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Designing a charts depends on the information you need to get from the data in your system.
As an example here we show the number of households receiving a bednet (an example
indicator) per country over 2016.

5.3. Maps5.3. Maps

You can create a map to visualize your data on a global level using proportional circles, icons or
pie charts. The option Shaded Polygons will only work if you select a single layer (i.e. a single
indicator) per country.
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Managing databases with many usersManaging databases with many users

This article provides a few tips which can help you manage a database with a large number
of users. Please see the help article on adding and removing users to learn how to manage
individual users and their permissions in your database.

Databases can have thousands of users and there are a few tools to make it easier for you to
navigate and manage large numbers of users.

Export the list of users and their permissionsExport the list of users and their permissions

You can export the full list of users and their permissions to a Microsoft Excel (with extension
.xls) spreadsheet on your computer. This allows you to use the tools available in your
spreadsheet software, such as the search functionality, to browse and analyse the list of users
in your database.
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Sorting users and navigating a large user listSorting users and navigating a large user list

Sort columns and navigate pages to find specific users of your database.
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Copy user email addresses for a mailing listCopy user email addresses for a mailing list

ActivityInfo doesn't have a built-in messaging system, but you can easily send an email to all
users in a database by copying their email addresses into your message (e.g. in the BCC field).
To copy the email addresses, do the following:

1. Click "Copy addresses to clipboard to open the Mailing List dialog window,
2. select the addresses and copy to your clipboard (e.g. using Ctrl+C on Windows/Linux or

cmd+C on Mac OS X),
3. paste the addresses in your email program.
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Guide to setting up ActivityInfo and Power BIGuide to setting up ActivityInfo and Power BI

Users can link ActivityInfo to Power BI through the API. In this short guide we will explain
how you can setup the basis, so the data from ActivityInfo goes directly to Power BI.

First of all you need to open Power BI, if you don't have it installed then you can download here
and create an account.

Once the download is completed, you will need to sign into your Power BI account.

 Power BI is a product provided by the Microsoft Corporation for which we do not
provide support. Please consult the Power BI website at https://powerbi.microsoft.com
to learn more about how to use the product.

1. Obtain the URL for your form

Before you connect Power BI to your form in ActivityInfo, you will need to obtain the URL of the
API endpoint for your form.

1.1. Find the form identifier1.1. Find the form identifier

For classic forms, you will find the identifier when you select the form in the Design tab. The
identifier is shown in the IDID field. Also note the reporting frequency of your form. The example
below shows a form with identifier 79651 with a monthly reporting frequency.
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1.2. Construct the URL to your form1.2. Construct the URL to your form

The URL of the API endpoint for forms in ActivityInfo looks like https://www.activityinfo.org/https://www.activityinfo.org/
resources/form/{REF}/query/rowsresources/form/{REF}/query/rows where {REF} should be replaced with a reference to your
form. This reference is constructed as follows:

• If your form has monthly reportingmonthly reporting, take the form identifier and prepend it with "M". For
example: if your form has identifier 79651, {REF} will be "M0000079651".

• If your form as reporting oncereporting once, take the form identifier and prepend it with "a". For example,
if your form has identifier 79651, {REF} will be "a0000079651".

Another example: if you are targeting a form 99 with reporting "once", then your url will look
like this: https://www.activityinfo.org/resources/form/a0000000099/query/rows

[REF] has to have 10 digits after the 'a' or 'M'
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2. Connect ActivityInfo and Power BI

To connect ActivityInfo to Power BI, log into Power BI and follow these steps:

1. click "Get Data" and select "Web",
2. in the dialog window, select the "Basic" option and enter the URL for the API endpoint for

your form (see below) and click "OK",
3. a new dialog window with title "Access Web content" appears: select "Basic", enter your

ActivityInfo login credentials and click "Connect".

3. Convert list result to table format

After you have connected your form to Power BI, the Query Editor will open and display a "List"
as the result. The following steps explain how to convert this list to a table.

3.1. Convert list result to table3.1. Convert list result to table

1. Click "To Table", a pop-up will appear inviting the user to select or enter delimiters and how
to handle extra columns.

2. Accept the default settings by clicking "OK".
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3.2. Select columns3.2. Select columns

1. untick the "Use the original column name as prefix",
2. click "OK".
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3.3. Make final changes to the table3.3. Make final changes to the table

You can make further changes to your table as shown below.

4. Merging multiple forms in Power BI4. Merging multiple forms in Power BI

Do you have multiple records which have had the location types changed a couple of times?
Power BI can only return information for one of the locations and the API tries to be smart with

returning the columns you want but, unfortunately its not smart enough to look for locations in
older location types.

The solution is to explicitly define all columns you need as query parameters in the URL to the
API. Depending on the number of indicators and attributes you may have this might not be very
convenient.

The second option is to fetch the location data in a separate query and then to combine the
results using the merge function in PowerBI.

https://www.activityinfo.org/resources/form/a0000000000/query/
rows?id=_id&location.id=location&location.name=location.name&lat=location.point.latitude&lon=location.point.longitude&District=location.admin.name&Governorate=location.admin.parent.name&location.alternative.name=location.axe

In PowerBI, you can then merge the "id" column with the site id column (this may be called
"@id" and will contain values such as "s0000100000 ) to attach the deatiled location information
to your table.
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1. Select both queries
2. Click "Merge Queries" in the top menu
3. Select the correct columns in the dialog window which pops up
4. Select the correct join type (make sure that you keep all records in the table from the

original query with the short URL) then click ok
5. Click the new column with the yellow header to select which columns to expand into the

final result.

In our example we chose to remove the location .* columns from the query with the short URL
because most were null anyway.
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