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TolaData

The Activity Plan

The activity section allows you to build activity plans, assign tasks and approvals to team members,
upload document links, update your projects as they progress and visualise tasks in a Gantt chart.

1. Create an activity plan

1.1. Begin by selecting the project you will be working on from the drop down menu and
navigate to the ‘Activity’ tab on the left hand side. To add a new activity to your activity
workflow, select the green ‘Add new activity’ button

TolaData (0]

Activity/Assignment/Sub-task

Humanitarian Health Project NG Y ‘ =+ Add new Activity

il indicators

_] Gome = List view [= Chart view « Approvals (B}
E Data tables
@ Dashboards
p : . 01.01.2019 336,896.00 .
1.0 Build-up: How to get the project started In progress Hannah Moroney . o 0
16.02.2019 16,518.00
01.01.2019 2,270.90
1.1 Assemble your team ' 2
Closed Jo Bennett 01.02.2019 1,420.90 @ ~ [
1.2 N h f ivi k, th lect ‘Save’
ol ext, enter the name of your activity or task, then select ‘Save'.
TolaData ©
Activity/Assignment/Sub-task
28
Humanitarian Health Project v Y
= List view = Chart view « Approvals |
Add new Activity X
NAME DATE BUDGET STATUS
Activity name*
[ My new activity
1.0 Build-up: How to get the project started S 00208 Vel S . o @
Milestone End: 16.02.2019 Remaining: 16,518.00 :
Yes
3. Start: 01.01.2019 Total: 2,270.90
1.1 Assemble your team s i : i

Cancel ‘m End: 01.02.2019 Remaining: 1,420.90 ®
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1.3.  Your new activity will appear at the bottom of your list. To order it, simply drag and drop.

TolaData (0]

Activity/Assignment/Sub-task
Humanitarian Health Project N7 Y

1l indicators

=) s = List view = Chart view « Approvals o

E5 Data tables

@ Dashboards 0 IGNED

My new activity ﬁ
. X . start: 01.01.2019 otal: 336,896.00 .
1.0 Build-up: How to get the project started In progress Hannah Moroney . o 1
End: 16.02.2019 Remaining: 16,518.00
Start: 01.01.2019 otal: 2,270.90 =
1.1 Assemble your team Closed Jo Bennett ® 4 i
End: 01.02.2019 Remaining: 1,420.90

Exercise A.

? [J Add 3 activities to your activity plan
[ Drag and drop them to change the order.
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2. Add modules to your activities

TolaData

2.1. By selecting the name of your Activity, you can add additional information. In the details

section you can:

Update the progress
Add a status colour

TolaData

Activity/Assignment/Sub-task

Humanitarian Health Project b d Y

st view I'=;. Chart view v Approvals

My new activity

Activity/Assignment/Sub-task Update

My new activity

Aine Farrelly v In progress

Identification & Design - 01.03.2023

DESCRIPTION

B I U Normal

Ill
Iil
&
B
a

Enter text

Tie the activity to a project phase
Add a start and end date
Add a description which can include images, hyper links, and text.

Assign a staff member responsible for the activity

MILESTONE

Yellow v

2.2. To add additional modules to your activity, select the +' symbol beside the details tab. A
drop down will appear and you now have the option to add approvals, budgeting
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information, link stakeholders, documents and sites as well as tying your activity to an
indicator.

TolaData @

!I Project

Activity/Assignment/Sub-task

Details

= Activity
Humanitarian Health Project v Y
1l indicators
=3 o— . = .
B Forms = List view [%. Chart view « Approvals
% Data tables

@ Dashboards My new activity
a Details ll

Approvals

Budget :nt/Sub-task Update
Stakeholders
Documents MwETJONE
Sites

Indicators
PROGRESS >TATUS

Aine Farrelly A In progress v Yellow v
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3. Approval workflows

3.1. The approval section allows you to stay up to date with the approvals required for your
projects through an auditable trail of assigned approval tasks and the date and outcome of
the decision.

3.2. To add an approval, you will first need to add the approval module to your activity. To do
this select the ‘+' symbol and select ‘Approval’ from the drop down.

TolaData o
B project 5 R

. Activity/Assignment/Sub-task

Details

= LR Humanitarian Health Project v Y

1l Indicators

| Gz = List view [ Chart view « Approvals

EH Datatables
Dashboards My new activity X Close

Details

3.3. Once the approval module has been added, you can now select your approval type, the
user you want to assign it to and add any additional notes. "Approval Type" is a
configurable field that is set by your Org Admin. If this drop down list is blank please
contact your Org Admin to input values in the Admin Console. If you are the Org Admin,
you can consult our Admin Console Guide to configure Approval Types.

TolaData (o]
B rroject . . .

" Activity/Assignment/Sub-task

Details

= Aoty Humanitarian Health Project v Y

il indicators

B Forms i= List view [ Chart view « Approvals

D Data tables
@ Dashboards My r | ==

Budget approval
Contract approval
Director approval

> | Finance

Head of Finance Review

Liaison Assignment

Director approval Choose
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3.4. Onceyou have added the relevant information, select save.

TolaData 0
Activity/Assignment/Sub-task

Humanitarian Health Project v Y

atables

My new activity

etails " Approvals

Approvals (1)

Director approval Jo Bennett

APPROVAL NOTE

B I U Normal & =

Iil
i}
&
B
-y

Could you please approve this form

1]

3.5. Only the user to whom the task is assigned to will be able to input a decision. The decision
will be saved alongside the user's name and date. This ensures that this is an auditable
record of approvals as no other user can submit a decision.

3.6. You can review a summary of all the approvals for a project by navigating to the approvals
tab. A list view will appear displaying each approval and its current status of decision.

TolaData (0]

B project

Activity/Assignment/Sub-task

Humanitarian Health Project v Y
1l indicators
B roms = List view [ Chart view [Bm|

B8 patatables

ACTIVITY NAME TYPE OF APPROVAL DATE ASSIGNED ASSIGNED TO DECISION ATL DATE OF DECISION

@ Dashboards

1.0 Build-up: How to get

. Director approval Sep 20, 2019 Aoife Doran Approved Jan 6, 2020
the project started
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Exercise B.

? [J Add a new approval
[J Assign the approval to a team member
[J Check the approval workflow.

4. Managing activity budgets

4.1. The budget feature allows you to keep track of your project's spending.

4.2. To add a budget to your activity, you will first need to add the budget module to your
activity. To do this select the ‘+' symbol and select ‘Budget’ from the drop down.

TolaData @

B} Project

Activity/Assignment/Sub-task

a Details

Y
Humanitarian Health Project v Y

=] Gz = List view [% Chart view « Approvals
B8 Data tables
@ Dashboards My new activity X c
B Details « Approvals = Budget +
Budgets (0) ~ + Add budget

4.3. Once the budget module has been added, select the green ‘add budget’ button to begin
entering your spending information.

4.4. You will be prompted to enter a description of your budget spending, budget amount and
the budget spent. Once you have entered these details, select ‘submit’.

TolaData User Guide



TolaData

TolaData (o)

Activity/Assignment/Sub-task

Humanitarian Health Project v Y
Add new budget X
= List view % Chart view q
Description*
My new activity Office Supplies
Details « Approvals BY  sudget amountt
100
Example: 1200.50
Sudgets 0 KX o
Actual spent
DESCRIPTION BUDG 50 R ] REMAINING BUDGET

No data to display Example: 1200.50

‘ Cancel ‘ m

4.5. Additional budget information can be added by repeating this step. You can return to the
budget module at any time to update your ‘budget spent’ amount.

TolaData @

B Project

Activity/Assignment/Sub-task

Humanitarian Health Project < Y
1l indicators
B Forms — PR,
B Forms = List view [% Chart view « Approvals
B8 Dpata tables
@ Dashboards My new activity X ¢l

a Details « Approvals 53 Budget I’
Budgets )

Office Supplies 100.00 50.00 50.00 & i
Expert 2,500.00 2,000.00 500.00 = 1
Conference Room 500.00 670.00 -170.00 & 1

Total Remaining budget : 380.00

4.6. All individual budget items entered at the activity level are aggregated and can be viewed in
the project overview level allowing you to see the total spent against the remaining budget.
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TolaData @

Project

Humanitarian Health Project v Y

B petails

= Activity

1l indicators

B Forms a Details @ Sites |'=__ Phases lex Stakeholders ‘__, Documents ﬁ Reporting periods §§ Disaggregation types
=) maniis e Team & 1aTI &3 Sharing
@ Dashboards
Details Budget
NAME* STATUS

Humanitarian Health Project

Implementation v chent 359,34800

59,348.00 Remaining: 505,968.90

START DATE END DATE Total budget: 865'31 6.90
01.07.2021 i 3112.2022 &

Exercise C.
[(J Add 2 budget items
[ Review overall budget information in the project details page

'
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5. Linking documents to an activity

5.1. TolaData allows you to link documents and files from cloud file servers such as Google
Drive, OneDrive and DropBox or link to the URL of any online document or website.

5.2. To link documents to your activity, you will first need to add the documents module to your
activity. To do this select the ‘+' symbol and select ‘Documents’ from the drop down.

TolaData
B rproject S .
: Activity/Assignment/Sub-task
Pd Details
i Humanitarian Health Project v Y
il indicators
B Forms = List view = Chart view « Approvals
@ Data tables
@ Dpashboards My new activity

a Details « Approvals = Budget +

Documents (0)

& Google Drive =+ Add URL/location

TE ADDE

No data to display

5.3. Once added, select to either add a file link from Google Drive or click "Add URL" to add a
link from any other file server.

TolaData
B eroject N =
. Activity/Assignment/Sub-task
B Details
e Humanitarian Health Project v Y
1l indicators
B Foms = List view [ Chart view « Approvals
E5 Data tables
@ Dashboards My new activity

Details « Approvals Budget S Documents I.

Documents (1)

& Google Drive + Add URL/location

NAME EVEL ADDED E

=3

3. TolaData User Guide: Activities 2023 Activity Aoife Ann Doran Mar 5, 2023 (4

TolaData User Guide 12



TolaData

5.4. To link from Google drive, simply locate the file you want and select ‘Save’
5.5. To add a URL, copy and paste the URL into the URL box and add a document name

5.6. Documents can be unlinked by selecting the trash can icon.
TolaData (o)

Activity/Assignment/Sub-task

Humanitarian Health Project w Y
= List view = Chart view « Approvals
My new activit
b v Delete document X
Details « Approvals
Are you sure you want to delete this
document? 5
Documents (1) + Add URL/location
FILE NAME BY DATE ADDED
3. TolaData User Guide: Activities 2023 Activity Aoife Ann Doran Mar 5, 2023 (24

Exercise D.

[J Link 1 document from your Google Drive to your activity
[J Link 1 document in URL form to your activity
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6. Linking indicators to an activity

6.1.

6.2.

TolaData

1l indicators

B Forms

% Data tables

@ Dashboards

6.3.

TolaData

B rroject

1l indicators
=
B8 Data tables

@ Dashboards

Each individual activity can be associated with indicators by linking the two! This provides a
clear indication to your team of what activities are to be conducted and what is to be
measured.

To link indicators to your activity, you will first need to add the indicators module to your
activity. To do this select the ‘+' symbol and select ‘Indicators’ from the drop down.

Activity/Assignment/Sub-task
Humanitarian Health Project v Y

[%. Chart view « Approvals

= List view

My new activity

E Details " Approvals 53 Budget S Documents a1 Indicators +

Indicators (0)

& Assign another indicator

No data to display

To assign an indicator to your activity, select ‘assign indicator' and select the relevant
indicators from the drop down menu.

Activity/Assignment/Sub-task
Humanitarian Health Project - Y

= List view [= Chart view « Approvals

My new activity

a Details « Approvals = Budget S Documents #4 Indicators

Indicators (0)

I & Assign another '\nd\cator'l

N
Average # of days mobile medical units spent at each location

Comprehensive beneficiary feedback system in place
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6.4. Tounlink an indicator, select the unlink icon on the right hand side

TolaData

Activity/Assignment/Sub-task

Humanitarian Health Project v Y
= List view == Chart view « Approvals
ashboards My new activit:
@ oashbord Y U Unlink indicator X

B Details « Approvals = j

Are you sure you want to unlink this

" indicator?
Indicators (3)

NAME L

& Assign another indicator

# of hygiene training events held On track
# of members attending community ... On track

# of vaccines administered to childre...

Exercise E.

[J Link two indicators to your activity
[J Try unlinking one of these indicators from your activity

TolaData User Guide

ACTUAL VS TARGET

7,502.00 / 10,000.00

10,678.00 / 12,000.00
e R A SRRt

o % [®

1,744.00 / 2,260.00
s R
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7. Linking stakeholders to an activity

TolaData

7.1. The stakeholder section allows you to attach a stakeholder to the activity to help keep track

of which organisations are involved.

7.2

To link stakeholders to your activity, you will first need to add the stakeholders module to

your activity. To do this select the ‘+' symbol and select ‘Stakeholders’ from the drop down.

TolaData

B eroject

Activity/Assignment/Sub-task

Humanitarian Health Project v Y
1l indicators

B Forms

|'=_. Chart view « Approvals

= List view

B patatables

@ Dashboards My new activity

Details « Approvals Budget S Documents

Stakeholders (0)

TAKEHOLDER NAME YPE

& Attach existing stakeholder

7.3.
stakeholder or create a new one.

TolaData

B Project

Activity/Assignment/Sub-task

Details

= Activity L X
Humanitarian Health Project v Y
1l indicators

B Forms

|'=__ Chart view « Approvals

= List view

B8 Data tables

@ Dashboards My new activity

E Details « Approvals Budget S Documents

Stakeholders (0)

TAKEHOLDER NAME YPE

& Attach existing stakeholder

Afghan Ministry of Health

TolaData User Guide

X Close
44 Indicators ‘T"“ Stakeholders -+

=+ Add stakeholder

Once you have added the stakeholder module, you can choose to add an existing

o ndicators ,T"', Stakeholders I.

=+ Add stakeholder
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7.4. To add an existing stakeholder, navigate to the ‘add existing stakeholder’ button and select
the desired stakeholders from the dropdown

7.5. To add a new stakeholder, navigate to the green ‘Add stakeholder’ button and enter the
name, role, type and country. Keep in mind the stakeholder type field is a configurable field
set by the Org Admin of the account. If nothing appears in the dropdown, contact your Org
Admin. If you are the Org Admin of the account, please consult the Admin UserGuide to
configure this field.

TolaData @

Activity/Assignment/Sub-task

Details

= Activity

Humanitarian Health Project iv Y

i= List|  Add stakeholder

B Datatables
@ Dpashboards My new a¢

a Detd My stakeholder Stakeholder ID code I

Stakeh( 4+ Add stakeholder

Role .

STAKEHOL Community group v -
& Attac v
0 Total

7.6. Once you have entered this information, select ‘Submit'.
7.7. Tounlink a stakeholder from the activity, select the unlink icon.
TolaData @

Activity/Assignment/Sub-task

Details

Humanitarian Health Project % Y
i= List view == Chart view « Approvals
[ Data tables
Dashboards My new activit:
ey by 2 Unlink stakeholder o
Details « Approvals & 5 A, Stakeholders I.
Are you sure you want to unlink this
shareholder?
Stakahokers (2
STAKEHOLDER NAME TYPE COUNTRY
& Attach existing stakeholder v
Afghan Ministry of Health Government agency Stakeholder Afghanistan =
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8. Linking sites to an activity

8.1.  With the sites section, you can attach a site for which the activity is taking place.

8.2. To link sites to your activity, you will first need to add the sites module to your activity. To
do this select the ‘+' symbol and select ‘sites’ from the drop down.

TolaData

B project

Activity/Assignment/Sub-task

Bl Details

Activity
Humanitarian Health Project v Y
1l Indicators

B Forms = List view [= cChart view « Approvals
B Data tables
@ Dashboards My new activity X Close
Details " Approvals Budget (:) Documents 4 Indicators l—‘}—l Stakeholders

Sites (0)

+ Add new site

& Attach existing sites

8.3. Once you have added the sites module, you can choose to add an existing site or create a

new one.

8.4. To add an existing site, navigate to the ‘add existing site” button and select the desired sites
from the dropdown

TolaData
2 Project .. .
, Activity/Assignment/Sub-task
Humanitarian Health Project v Y
1l indicators
B forms = List view [= Chart view « Approvals
B Data tables
Dashboards My new activity X Close
Details « Approvals & Budget £ Documents o4 Indicators A Stakeholders @ sites
sies 0)

| & Attach existing sites

N
Affected Community
Afghan Ministry of Health
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8.5. To add a new site, navigate to the green ‘add sites’ button and enter the name, role, type
and country. Keep in mind the site type field is a configurable field set by the Org Admin of
the account. If nothing appears in the dropdown, contact your Org Admin. If you are the
Org Admin, you will can add the site types in the admin console. For further information
see the Admin Guide.

8.6. Once you have entered this information, select ‘Submit’.

Sites (1)
T
existir e -
e rp I
.
My new site . .
Local office - Afghanistan CO - Active Inactive
info
yordinates
COou LONGITUDE
Afghanistan 345333 69.1333
Motes
B I U Normal 3 == = EE B -1

Enter text
s r Mazar--Sharit, I S °
) Tt P
. / wderis e T -
Map  Satelite — { C e r
o - | o~ g
: ! ~ 4 a ey
— e S e .
Heydariyeh Torbat e-Jafn, > L - 3 A
Rl v W
mslwt:r ) %” 'If b v
ol v A § u
4 Herat i g da G- LADAKH b, i Iy )
A% =] Pashawar v J:_ 7 o g
( i Islamabad ;_ Snniger “_
L Afghanistan ‘7""’ _,L_l_‘:.!_.-..il =" JAMMU AND
. ; L KASHMIR o
N [ o
Birjand 7 e X W< L +
e \ s L e o - 3
e \ Jr T % LN \
} J CJarmmy (I il
( . iy (e
| o HIMACHAL &
Google | KendaFer I ! AMUSEE woybodnd sharicins | Map data B2023 Gaogle  Tams af Uss
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8.7. Tounlink a site from the activity, select the unlink icon.

TolaData (o]

Activity/Assignment/Sub-task

Humanitarian Health Project v Y
i= List view |2 Chart view « Approvals

My new activity
" Unlink site X
Details « Approvals & 5 & sites A Stakeholders

Are you sure you want to unlink this site?

Sites (2) + Add new site
SITE NAME TYPE INTRY STATUS

& Attach existing sites v
Affected Community Nigeria Active =
My new site Local office Afghanistan CO Afghanistan Active # &

Exercise F.

[J Add a new stakeholder to your activity
[J Add a new site to your activity
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9. Where to get more help

9.1. You can find step by step guides to help with all the features in TolaData by clicking on the
‘Guides’ button in the bottom left hand corner.

9.2. Speak with one of our User Support representatives using the live webchat available in the
bottom right hand corner.

9.3. Find all our user guides, best practice guides and latest product release notes in our
knowledge base on our website: https://www.toladata.com/docs/

9.4. Access arange of tutorial videos on our TolaData YouTube channel

9.5. Contact us at info@toladata.com
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