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TolaData

1. Managing users

1.1.

1.2.

1.3.

TolaData

1.4.

1.5.

1.6.

Invite new users: The user accounts for your organisation are managed in the Admin
Console, which you find by clicking the blue circle icon at the top right of the screen.

You will be brought to the ‘Users’ tab, where you can then select the green button ‘Invite
user(s).

Enter their email address and click ‘Add’. The user will receive an email inviting them to set
up their TolaData account.

@

Admin console

2.
X‘ Configuration = Organisation details and exports / Custom styles &= Change log settings

£+ Third party apps configuration

MEMBER NAME Invite user(s) X ACTIVE ORG ADMIN

3. .
Aine Farrelly (K4

Email 1*

Aoife Ann Doran ki o v | v | (24
aoife test (4
Brian Jumax [ v | (4
Data 4 Dev (4
External Test (£
Florian Ramel ramel@millennium.ag (4

Deactivate users: You can only deactivate users who have already been invited to your
organisation unit, and have completed their account setup. Navigate to the admin console
as explained in 1.1.

If the checkbox related to the user has an orange tick, then the user is active. Simply
uncheck this box to deactivate the user. A warning message will appear to confirm the
deactivation.

See Annex A for more information on TolaData user accounts and permissions.

Exercise A.

[J Invite a team member to your organisation account
[J Set their permissions, consult Annex A to select the correct permission
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2. Configuring the system

2.1. Admin console: You can access the admin console by clicking the blue circle icon at the top
right of the screen. Selecting the ‘Configuration’ tab will allow you to configure the system
as explained below.

TolaData @
5 Project i Profile
i Admin console + [
Details
_ 2. o Log out
= Activity x‘ Configuration A Users = Organisation details and exports / Custom styles L= Change log settings
1] et £+ Third party apps configuration
B Forms
B pata tables Workflow levels Default configurations
@ Dpashboards
LEVEL 1* Project DATE FORMAT DD.MM.YYYY v
LEVEL 2* Activity
CURRENCY EUR v
LEVEL 3* Task
NUMBER FORMAT 10,000,00.00 (commas) v
LEVEL 4* Sub-task

SHOW DECIMALS

2.2. Workflow levels: The three workflow Workflow levels
levels are by default named ‘Project,
‘Activity’ and ‘Task’. Should you wish to Gk Tt
change the terminology used in the el o Activity
system, you can edit the names and click
the green ‘Save’ button. e [
LEVEL 4* Sub-task

2.3. Please note that these names are not
translated by the system when a user sets
their profile to a different language

TolaData User Guide 4
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2.4. Default configurations: You can Default configurations
set the default date and number
format, and currency DATE FORMAT DD.MM.YYYY v

configurations. Select from the
options in the drop-down menus
and then click ‘Save’. Your
selections will apply for all users
of your organisation.

CURRENCY EUR v
NUMBER FORMAT 10,000,00.00 (commas) v

SHOW DECIMALS

2.5. Custom Project groups: Define
custom project groups to organise Custom Project groups
your projects into, making it easier

to navigate through the platform. Sort order Group name
2 Global Level @ i
3 Regional Level @ i
2.6. Click “Add new"” and enter the
name of the group name you N National e cf L
want to appear in the group filter R e @ i

down list, enter the order of your
group and then click “Save”

2.7. Site types: You set the site types

Site types
that can be selected by users
when they create a new site. SITENAME 1 11 - School i
2.8. Click “Add new” and enter the SITE NAME 2 Country Head Office 1
name of the site type you want to N
. . SITE NAME 3 Field Office m
appear in the site type drop down
list and then click “Save” SITE NAME 4 school [
SITE NAME 5 Warehouse ﬁﬁ

TolaData User Guide



2.9.

2.10.

2.11.

2.12.

2.13.

2.14.

Approval types: You set the
approval types that can be
selected by users when they
create a new approval in the
activities section.

Click “Add new” and enter the
name of the approval type
you want to appear in the
approval type drop down list
and then click “Save”

Offices: You set the offices
that can be selected by users
when they create a new site to
show which office of your
organisation the site is
managed by.

Click "Add new" and enter the
name of the office and its
country location and then click
“Save”

Stakeholder types: You set the
stakeholder types that can be
selected by users when they
create a new stakeholder.

Click “Add new” and enter the
name of the stakeholder type
you want to appear in the
stakeholder type drop down list
and then click “Save”

TolaData User Guide
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Approval types

APPROVAL 1 Autorisation bugetaire

APPROVAL 2 Budget approval
APPROVAL 3 Contract approval

APPROVAL 4 Director approval

Offices

OFFICE 1 Afghanistan CO
COUNTRY Afghanistan
OFFICE 2 Kenya CO
COUNTRY Kenya

OFFICE 3 Uganda CO
COUNTRY Uganda
Stakeholder types

STAKEHOLDER Community group
NAME 1

STAKEHOLDER Donors

NAME 2

STAKEHOLDER
NAME 3

Government agency

STAKEHOLDER
NAME 4

implementing party

=0

Ep

Eb

=[]

=]

=]

=[]

=1

=]

Bb

Bb



2.15. Aggregated indicators
reporting periods: Link
reporting reporting period
types to all existing and future
aggregated indicators in the
organisation unit.

2.16. Select the “Link reporting
period types” dropdown and
select a reporting period. To
unlink a reporting period from
your aggregated indicators,

TolaData

Aggregated indicators reporting periods

These reporting period types are linked automatically to all aggregated
indicators (existing and future) of this organisation unit.

2

Annual Standard

select the unlink icon on the right hand side.

Exercise B.

[J Configure three elements of the platform:

[J Create a custom group
[J Create an approval type
[J Create a site

TolaData User Guide
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3. Organisation details and exports

3.1. Admin console: You can access the admin console by clicking the blue circle icon at the top
right of the screen. Selecting the ‘Organisation details and exports’ tab will allow you to
configure your organisation details, view your subscription plan and manage your data for

export.

TolaData (]
M e i Profile
s Admin console B

:

Details

- 2! o Log out

= Activity x Configuration AL Users i= Organisation details and exports / Custom styles £= Change log settings

Indicators
ul €3 Third party apps configuration

B Forms

3 patatables Organisation details

@ Dashboards

3.2. Organisation details: Enter an organisation ID code if necessary to be included in your
exports. If you have IATI exports switched on, in this section you can add organisation specific
information necessary for your IATI reporting.

TolaData (o)
Bl eproject -

) Admin console

B Details

= Activity ‘f; Configuration 4 Users t= Organisation details and exports / Custom styles &= Change log settings

il indicators

B Forms Organisation details

% Data tables

ORGANISATION ID CODE Enter text

@ Dashboards

3.3. Subscription details: In the subscription details section you can see an overview of the
TolaData plan your organisation has purchased, the plans status, the next billing period, the
next renewal date and the number of licenses available to your organisation unit.

TolaData User Guide 8
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Subscription details

Plan name Status Billing period
1-4 Users 49 EUR monthly cancelled 1 month
Next renewal date Number of licenses
Unlimited

3.4. Exports of Project data: In this section, you can export different sections of your project data in
CSV format.

Exports of Project data

PROJECT LIST |
COUNTRIES OF OPERATION [Brn]
SITES [}
STAKEHOLDERS [}
INDICATOR RESULTS [Brn|
INDICATOR RESULTS WITH PERIODIC TARGETS [Brn]
DISAGGREGATION VALUES OF ALL NON-AGGREGATED [Bn]
INDICATORS

PERIODIC VALUES OF ALL AGGREGATED INDICATORS [Brn]

3.5. |IATI export: If your organisation has switched on IATI reporting, this section allows you to
export your project data in the defined IATI reporting. For more information on the integration
between TolaData and IATI, see our free guide - https://www.toladata.com/iati-full-guide/

TolaData User Guide 9


https://www.toladata.com/iati-full-guide/

4. Custom styles

4.1.

TolaData

B eroject

E Details
= Activity
11l indicators

Bl Forms

B8 Datatables

@ Dashboards

4.2,

TolaData

Admin console: You can access the admin console by clicking the blue circle icon at the top
right of the screen. Selecting the ‘Custom styles’ tab will allow you to create a colour package to
be used in the dashboard section.

Admin console

¥ Configuration @ Users

£ Third party apps configuration
w Custom dashboard styles

a Standard dashboard styles

TolaData classic Default

Name Colour
Widget title colour #094e65
Actuals main colour #07d7a7
Targets main colour #cbf3el

For multi-colour graphs

Colour 1 #07d7a7

Colour 2 #00c2bd

Profile

1.
— < _ Log out
:= Organisation details and exports / Custom styles £= Change log settings

4+ Add new dashboard style

To add a new colour pattern, click the “Add new dashboard style” button. Enter a name for your
custom colour scheme and add a colour for each element of the platform.

TolaData User Guide
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Admin console

Add new custom colour scheme

A Users

¥ Configuration

Name of custom colour scheme*

Fun palette scheme

4 Custom dashboard styles

Element
Widget title colour*
Edu colours
Actuals main colour*
Name Coloui
Widget title colour #5pg2  Targets main colour®
Actuals main colour #e694 For multi-colour graphs
Colour 1*
Targets main colour #87d0
For multi-colour graphs Colour 22
Colour 1 #8dde Colour 37
Colour 2 #d89a  Colour 4*
Colour 3 #7298 oy 5+
Colour 4 #ddaB ;o 6+
Colour 5 #d75b
Set as the default dashboard style
Colour 6 #85a3

Exercise C.

[ Create a custom dashboard style package!

5. Change log settings

5.1.

Colour

Change log settings

TolaData

£+ Third party apps configuration

=+ Add new dashboard style

LO Norway

Name

Widget title colour
Actuals main colour
Targets main colour

For multi-colour graphs

Colour 1
Colour 2
Colour 3
Colour 4
Colour 5

Colour 6

Colour

#303030 ||

#dcl41a

#919496

#dcl141a

#303030

#919496

#595959

#e4595d

#e3e3e3

Admin console: You can access the admin console by clicking the blue circle icon at the top

right of the screen. Selecting the ‘Change log settings’ tab to activate and configure the change

log feature.

TolaData

B project .
§ Admin console
B Details
= Activity “k Configuration ;A Users i= Organisation details and exports
il indicators £ Third party apps configuration

B Forms

B8 Datatables

Configurations

@ Dashboards

Display change log in the TolaData application
Yes No

TolaData User Guide
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5.2. Configurations: To activate the change log, select the “Yes’ button in the configurations box.
You can then define the information you would like to record, such as the change details, the
author’s name and the date and time of the change. You can also define which user has the
ability to view the change log.

Information to display Who can see the change log
Display change details Org Admin
Yes

Org Admin, Project Admin

No
Org Admin, Project Admin, Edit User

Display author’s name

Org Admin, Project Admin, Edit User, Data Entry
Yes

Org Admin, Project Admin, Edit User, Data Entry, View Only
No

Display date/time of change

Date and time
Date only

No date/time at all

6. Third party apps configuration

6.1.  If your organisation has opted for the custom integration with Microsoft Azure, you can view the
single sign-on information in the ‘Third party app configuration’ tab.

TolaData
= . Profile
i Admin console E
B Details
B - _ Log out
= Activity ¥ Configuration ;e Users := Organisation details and exports / Custom styles “E Change log settings
1l indicators 2. | £ Third party apps configuration
B Forms
T Microsoft/Azure
@ Dashboards
Login link
Tenant Id* Client Id*
Is active

TolaData User Guide
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7. Managing disaggregation types

7.1. Disaggregation types are managed in the ‘Disaggregation types’ tab at the project level

7.2. Standard disaggregation types: these are pre-set in TolaData based on commonly used
disaggregation types and global standards such as ISO.

TolaData @

=I Project

I 1 A1. Humanitarian Health Project 7 Y

= Activity

ll indicators
2.
B Forms a Details @ Sites [~ Phases 1%1 Stakeholders (:, Documents @ Reporting periods §§ Disaggregation types |

B8 Data tables M Team & IATI c<g Sharing

@ Dashboards

Custom disaggregations
Standard disaggregation types

Standard disaggregations types are pre-set in TolaData based on commonly used disaggregation types and global standards such as ISO.

7.3. Custom disaggregation types: you can create custom disaggregation types for use across
all projects of your organisation or specific for certain projects.

TolaData User Guide
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Project

B petails

= Activity
1l indicators

B Forms

B8 patatables

@ Dashboards

7.4.

7.5.

TolaData

& Portfolios

B project

A1. Humanitarian Health Project

B Details @ sites [ Phas

A& Team M ATl o Sharing

Custom disaggregation types

TolaData

es iTlx Stakeholders (:, Documents ﬁ Reporting periods §§ Disaggregation types

Standard disaggregations Custom disaggregations
e |

4+ Add new disaggregation

AVAILABLE TO EVERY PROJECT OF TOLADATA DEMO (17)

Age group

Under 16 17-20

30 and above

Ealrs Age Group - Play Together, Live Together saleg
21-30 4-6 7-9 10-12
13-15 16-18

Click the green ‘Add new disaggregation’ button to create a new disaggregation type.

Enter the name for the disaggregation type (eg. Gender) and select its availability . The
availability determines if a disaggregation type can be reused on any project of your
organisation or if it will only be used on the project in which you are currently working.

Al. Humanitarian Health Project

Details @& sites [E= Phases

[

Custom disaggregation types

AVAILABLE TO EVERY PROJECT OF TOLADATA DEMO (4)

Age group

Custom disaggregation X

i

Ing periods ﬂ Disaggregation types 48 Team

Disaggregation type*

Gender &l

Availability*

This Project only v

Male

=1

=4 Add new disaggregation

Field 2

=1

Female

Field 3

=

=1

[ Other

( Under 16 ) ( 17-20 ) (

2 =+ Add new field D

30 and above

Workflow levels

Cancel E
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7.6. Enter the disaggregation values. You must enter at least two values and can add more by
clicking “Add new value”. When you are finished, click ‘Save'.

7.7. Disaggregation types can be linked to the indicators that they are relevant to at the
indicator level on the “Targets and disaggregation” tab of each indicator.

Indicators
A1. Humanitarian Health Project v Y
1.
1
% of emergency medical kits distributed within two weeks of identification of critical need X Close |
Indicator details 2| @ Targets & disaggregations | 5 Collected data B8 Results su mmary @ Change log

Life of program (LOP) target

LOP target value Baseline value (BL) Baseline date

60 % Enter number % Enter baseline date s}
Unit of measure Desired direction of progress

Enter text Increasing v
Periodic targets + Add new period type

Available disaggregation types (4)

3.

I & Link disaggregation types

Exercise D.

[ Create a custom disaggregation type
- [J Link the disaggregation type to an indicator

8. Managing reporting periods

8.1. Reporting periods are managed in the ‘Reporting periods’ tab at the project level

8.2. Standard reporting periods are pre-set according to the ISO calendar and automatically
available to all users:

Annual: 1 January - 31 December
Semi-annual: 1 January - 30 June, 1 July - 31 December

Quarterly: 1 January - 31 March, 1 April - 30 June, 1 July - 31 August, 1 September - 31
December

TolaData User Guide
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e Monthly: 1st to the last day of the month for the 12 calendar months.

8.3. Custom reporting periods allow you to create custom periods required for a project or
donor, for example, annual periods from 1st of July to 30th of June.

8.4. Click the green ‘Add new custom reporting period’ button

TolaData

B} eFroject
B oetai 1 A1. Humanitarian Health Project
g Details -

= Activity

2.

1l indicators

B Fforms a Details @ Sites [ Phases ,é, Stakeholders S Documents E Reporting periods §§ Disaggregation types

£ pata tables A Team ™ IATI o Sharing

@ Dashboards

Standard reporting periods
Standard reporting periods according to the ISO calendar are automatically available to all users:

e Annual: 1 January - 31 December
« Semi-annual: 1 January - 30 June, 1 July - 31 December
s Quarterly: 1 January - 31 March, 1 April - 30 June, 1 July - 31 August, 1 September - 31 December

« Monthly: 1st to the last day of the month for the 12 calendar months.

3.
4+ Add new custom reporting period

Custom reporting periods

AVAILABLE TO EVERY PROJECT OF TOLADATA DEMO (2)

8.5. Enter the name for the period type (eg. USAID Annual) and select its availability . The
availability determines if a reporting period can be reused on any project of your
organisation or if it will only be used on the project in which you are currently working.

8.6. Then enter each reporting period you want as part of this set, give them a name (eg USAID
Q1 2021) and a start and an end date and click ‘Save’'.

TolaData User Guide
16
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TolaData (o)
A1. Humanitarian Health Proiect - v
Add new custom reporting period set and periods X
Availability*
a Deta Every Project of TolaData Demo v g Disaggregation types

A Tean Name of custom reporting period type*
AusAID Annual

Standal Name of custom reporting period® Start date End date
AusAID 2018/19 01.07.2018 & 30.06.2019 s i
Standard R N
Name of custom reporting period Start date End date
« An AusAID 2019/20 01.07.2019 s 30.06.2020 ] i
B e of custom reporting period® Start date End date
* Qu AusAID 2020/21 01.07.2020 g 30.06.2021 i ]
* Ma . -
=+ Add new perioc

Custonr | Cancel | Add new custom reporting period

AVAILABLE TO EVERY PROJECT OF TOLADATA DEMO (2)

8.7. You can add as many periods as you want by clicking “Add new period”. You might want to
set up periods for the next several years for now and then come back every year and add
more periods by editing the Custom reporting period sets.

8.8. We recommend you don't delete past reporting periods after you create them so they are
retained for your historical data.

Exercise E.
[J Create a custom reporting period
9. Managing Sites

9.1.  Sites: You can manage your organisation’s sites library by selecting ‘Project’ in the
navigation bar on the left-hand side, then selecting the ‘Sites’ tab.

TolaData User Guide
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TolaData

1] ~ it o 2 Stake a
mm Project @ Sites in Stakeholders
& Forms Map Sites list (0) + Add new site
BB Data tables - E NAME SITE OFFICE ATUS
Map Satellite [
© Dpashboards + Add existing site N
i i
i i No data to display
i i
| I
i |
| f
I i
4 \
\ \
\ \
N \
\ \
i .
g ASIA
5 A
X NORTHA EUROPE . N
p AMERICA s
Atlantic
Ocean —
AFRICA it
e . SOUTH 3 ! el |
i A < Y
(  Ppacific AMERICA fsis ¢ Pacific
JEANIA | Ocean Ocean OCEANIA | Ocean
| |
1 |
s b
2
A
o
ANTARCTICA

9.2. Add asite by clicking the green ‘Add new site' button

Enter the site name, type (managed in the admin console, see section 2), office and status.
You can also enter contact info

9.3.

9.4. Setthe location of your site by choosing the country from the drop-down list and then drag

and drop the pointer on the map to the exact location, or enter the longitude and altitude
directly.

TolaData User Guide
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Details
= Activity

Indicators

Forms

[ER Data tables

@ pashboards

9.5. Once you're finished entering this information, click ‘Submit'.

TolaData

ity
il indic
B Forms
ER Data tables

@ Dpashboards

Project

B8 Project @ Sites

Description

SITE NAME*

ABC Mobile Classroom 1

Contact info

CONTACT NAME

Map coordinates

COUNTRY

Kenya

Project

- Project @ Sites

Map

Map  Satellite

‘nEurgh
' United

Kingdom

| le of Man
patin Mancgester

Birmilggham

London.
@

¢

TolaData User Guide
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Belgium

. 4
9.

A, Stakeholders

TYPE

School

1 -
in Stakeholders

Denmark

A

Workflow levels

‘Germany
i
Luxembour:
m\v\,
’ K‘w e

S{itzerland}’l‘f/
;s Slovenia
RnS

LATITUDE

2.7145999605700000

Bai r 1
La

OFFICE

Kenya CO

CONTACT NUMBER

Sites list (230)

SITE NAME

+ Add existing site

123

ABC Mobile Classroom 1
ABC Mobile Classroom 2
ABC School

Affected Community
Affected Community
Affected Community
Affected Community

Affected Community

TolaData

STATUS
v Active
LONGITUDE
37.4319343750000000

E OFFICE

Buenos aires

Kenya CO

Kenya CO

Kenya CO

Inactive

+ Add new site

[ ]

B B B B B B B B

Bb

&
=
=
=
&
=
&
=

=



9.6.

9.7.

9.8.

TolaData

You can edit the details of a site in this library. Any changes you make will update this site

everywhere it is being used in the system

Sites can only be deleted from within this library. If you delete a site it will be removed from

all projects where it has been linked.

Once a site has been created, it can be linked to the project details level.

TolaData

B rproject

B Details

= Activity
il indicators
=

BB Data tables

@ Dashboards

9.9.

A1. Humanitarian Health Project A d

,%l Stakeholders

B Details |= Phases

A Team M IATI C<g Sharing
Map
Map  Satellite o
Zinder
Maradi 4
o
Sokoto
o o
Katsina N'Djamena
b
Kano . X Lol
[} Maiduguri
o
Zaria
°
Kaduna
o Bauchi  Gombe
Jos ¢
o
Nigeria Garoua Pala
0.
Abuja Monc

‘__, Documents

X Close

—
B8 Reporting periods s; Disaggregation types

Sites list (12)

TE NAME SITE OFFICE TATL

+ Add existing site v
Affected Community ° & &
Afghan Ministry of Health Afghanistan @ é; &
Afghan Women's Centre Afghanistan @ 5;: (24
local office Niger Local office @ g,(;’( &
No Limits Umsetzungspartner Miinchen [ ) :S;: (&4

The site can also be associated with an activity at the activity level

TolaData

B eroject

il indicators
B Forms
[ Data tables

@ Dpashboards

Activity/Task/Sub-task

A1. Humanitarian Health Project v Y
i= List view [ Chart view « Approvals

1.0 Build-up: How to get the project started

Details « Approvals £ Budget ‘__) Documents

Sites (1)
TE NAME Y PE
& Attach existing sites
Local office

Afghan Ministry of Health Afghanistan CO

TolaData User Guide
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9.10.

TolaData

B eroject

B Details

= Activity
Indicators

=

EH Data tables

Dashboards

The site can also be added to individual collected data items

Indicators

A1. Humanitarian Health Project v

Y

% of injured community members who make full recovery

Indicator details Targets & disaggregations E Collected data 88 Results summary

Status Total actuals formula* Actual vs Target
on track Medi 61.50% | 85.00%
-
ntrac edian
.!EIH!E I=Il u Pull from data table }
Collected value* Date collected* Identifier

5 % 01.02.2023 & Enter identifier

Evidence

& Google Drive 4+ Add URL/location as evidence

TolaData User Guide
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Change log

o

Site

[select sites

Affected Community
Afghan Ministry of Health
Afghan Women's Centre

local office Niger

No Limits Umsetzungspartner
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10. Managing Stakeholders

10.1. Stakeholders: You can manage your organisation's stakeholder library by selecting
‘Project’ in the navigation bar on the left-hand side, then selecting the ‘Stakeholders' tab.

TolaData (o)
= Project
== Project @ Sites ‘%. Stakeholders
) e Stakeholders (56)
[ER Data tables
@ pashbourds Afghan Ministry of Health Government agency Afghanistan & i
Centre communautaire Community group Afghanistan & M
Centro comunitario Community group Afghanistan @ i
Ghanian Government Community group Afghanistan & i
Socio ABC Community group Afghanistan & m
10.2. Add a stakeholder by clicking the green ‘Add stakeholder’ button
+ Add stakeholder
10.3. Enter the name, ID code, role, type (managed in the admin console, see section 2) and
country. Once you're finished entering this information, click ‘Submit'.
TolaData 1o
Project
18 Project @ sites A Stakeholders
Staksh Edit stakeholder X
STAKEHOLL
Afghan M & m
Afghan Ministry of Health RE102384574
Centre cc ® i
Centro cc & m
Ghanian ( Stakeholder Government agency v Afghanistan v &
Socio AB! & m
= -
Stakeholder Partner xy Donors Albania & 1

Workflow levels
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10.4. You can edit the details of a stakeholder in this library. Any changes you make will update
this stakeholder everywhere it is being used in the system

10.5. You can edit the details of a stakeholder in this library. Any changes you make will update
this stakeholder everywhere it is being used in the system

10.6. Stakeholders can only be deleted from within this library. If you delete a stakeholder it will
be removed from all projects where it has been linked.

10.7.  Once a stakeholder has been created, they can be associated to a project at the project
details level

TolaData @

A1l. Humanitarian Health Project i Y

Activity

l X Close

11l indicators

Bl Forms Details @ Sites |'=__ Phases ,T"', Stakeholders ‘__, Documents @ Reporting periods §§ Disaggregation types

& Data tables & Team & IATI e Sharing

@ Dashboards
Stakeholders (7)

=+ Add existing stakeholder v
Afghan Ministry of Health Government agency Stakeholder Afghanistan & &
Women's Outreach Group Community group Partner Afghanistan & &
10.8. The stakeholder can also be associated with an activity at the activity level
TolaData @

!I Project

Activity/Task/Sub-task

g Details

Activity
’ A1. Humanitarian Health Project v Y

1l ndicators

8 Forms = List view [E= Chart view « Approvals

[ Data tables

@ Dashboards 1.0 Build-up: How to get the project started
E Details « Approvals Budget (__, Documents 441 Indicators @ Sites ,%, Stakeholders

Stakeholders (2)

& Attach existing stakeholder

Women's Outreach Group Community group Partner Afghanistan = c.(;}

TolaData User Guide
23

Workflow levels



TolaData

Exercise F.

[ Create a site
[J Create a stakeholder

TolaData User Guide
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Annex A: User accounts and permissions

There are two types of user accounts: Org Admins and Org Users.
Org Admin accounts are created and controlled by the TolaData User Support team at the request of the
client. Org User accounts are managed by the Org Admin who can invite new users, control permissions
within the platform and deactivate user accounts.
e Org Admins have full access across the platform to all projects and data and additionally manage
system configuration settings. It is possible to request more than one Org Admin account.

e Org Users are granted permissions to each project and the associated data by being added to the
Project Team with 4 possible levels of access as detailed in the table below.’

TolaData

Project level DELLLLETSH

Org Admins ]I EllProjectAdmin [ Dashboard Admin J

000

» Full access to platform & all projects + Manages permissions for project + Creator of the Dashboard
+ Automatically assigned to creator of + Full edit rights - Manages permissions
the organisation « Multiple projects admins possible + Multiple Dashboard Admins allowed

+ Multiple Org Admins possible

Org User ll :I Edit User { Edit Access

+ Managed by Org Admin & added to » Can set up and configure project + Permission to edit, create widgets and
individual projects details change styles

+ Cannot access Admin Console + Add data with some restrictions on « Limits on external sharing capabilities

+ Can create their own project - editing/ deleting

automatically assigned 'Project

Admin' W‘ Shared internally

+ View only access to project data + Shared through the settings tab by
+ Caninput results, upload data table, Dashboard Admin or Edit User
request approvals etc. - View Only

« Can't edit or delete data

W Shared externally

» View only access + Shareable by Dashboard Admin
+ Link live until switched off

' Any Org User can create a new project. The user that creates a new project is set as the Project Admin for that project by
default. Org Users can only see projects created by another user if they are added to the Project Team.

TolaData User Guide
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Below is a breakdown of the project level permissions and an explanation of each users permissions.

I. Project Admin: manages the team and permissions for the project, set up of project structure, full

edit rights to the project data which includes additional rights for editing and deleting certain

data. It is possible to have more than one Project Admin.

2. Edit User: has full edit rights to the project data with some restrictions on what they can edit or

delete.

3. Data Entry: has view only access to all project data but can’t edit or add data, except can input
new results, import data tables, request approvals and add document links.

4. View Only: has view only access to all project data but can't edit or add data.

Project Team role Project Admin Edit User Data Entry View Only
PROJECT (WFL1)
Project setup and details Full access Full access View only View only
Project team permission Full access none none none
management
Sharing project data Can share own project View only View only View only

data with any other

project on the account
INDICATORS
Indicator plan, Indicator Full access Full access except can't View only View only
details and results delete indicators
framework
Setup and management of | Can add, edit or delete View only View only View only
disaggregation types disaggregation types for

this project only
Indicator results (collected Full access Full access except can't Input new results and edit | View only
data) edit or delete results or delete their own

reported by another user | results

FORM LIBRARY
Webforms for data Full access Full access Input data via webform Input data via webform
collection URL URL
DATA TABLES
Import datasets Full access Full access except can't Full access except can't View only
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edit or delete datasets
imported by another user

edit or delete datasets
imported by another user

ACTIVITY (WFL2/3/4)

Activity plans and modules

Full access

Full access

View only except can add
links to documents on
document module

View only

Approvals Full access but can only Full access but can only Can create new approvals | View only except submit
submit decisions on submit decisions on and submit decisions on decisions on approvals
approvals on assigned to | approvals on assigned to | approvals assigned to assigned to them
them them them

DASHBOARDS Dashboard Admin Edit Access View Only

Create Dashboards and

User who creates

View and edit when

View only when added

pre sat by Org Admin in
Admin Console)

pre sat by Org Admin in
Admin Console)

include data from any Dashboard automatically | added through the through the ‘Settings' tab
projects they have set as Admin ‘Teams' tab’
permission to access
Sharing dashboards- with Full access Full access No access
outside bodies or team
wide
Change permissions Full access *Can change View only No access
their own permission to
‘Edit Access’ limiting their
own power
Change styles Full access (these must be | Full access (these must be No access
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