World Community Service Project Database

User instructions

Getting started

From the District 5360 home page www.rotary5360.org, click on “World Community Service”. Then choose “Online database”. You will get the following screen.
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Choose “Project Index”.
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For a new project choose “Create new project” at the top or bottom of the screen. To review and edit an existing project, click on the title of the existing project.

Main form

The main input form is for data specific to the project as opposed to that relating to clubs or other entities that are contributing to the project.
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Enter or modify data on this form first and press “Save” at the bottom of the page. If you exit this page without saving, all data just entered will be lost. Once you have saved your changes, and pressed “Return”, you may proceed to enter or modify data on associated pages.

Expense Budget

This is a separate table containing individual expense items for this project. The content of the table is listed on the main form as shown below, but to make changes or add data, click on “here”. 
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Click here to add/change an expense item

Important: If you have added or changed any data on this page, click 'Save' at the bottom of the page before
adding/modifying an expense item.




A new page will be displayed entitled “Add Expense Item to Project”.
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To add an item, click on “Add expense item to database”. Then insert the relevant information and press “Submit”. 
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A confirmation message will be given that the change has been implemented. Click on “Return”. This will return you to the previous page (above). If you need to make more changes repeat the edit. When you’re happy with the data, click on the “Return” link on this page.

You will now be back at the expense item table, where you can enter more items, or edit existing ones. Clicking on “Return” from here will get you back to the main project page.

Revenue Budget

The revenue budget is the sum of all the expected contributions from the project participants. Participants are usually clubs, but can be Districts, Zones, the Rotary Foundation, DDS, CRCID, WRF, co-operating organizations such as Operation Eyesight or even individuals. 
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to add/change a participant organization.

you have added or changed any data on this page, click 'Save' at the bottom of the page before
adding/modifying a participant organization.





To make changes to the list of participants, click “here”.

This results in a similar display to the table above but with editing options.
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Editing a Participant

Once an organization is listed in the table as a project participant, funding related details can be edited by clicking on the Edit button in the column “Edit Funding”. This will allow you to add information regarding how the participant is contributing to the project. The page that appears is specific to the participant/project combination, and to the type of participant: host partner, project sponsor, or other contributor. 

Role:

· Affiliation: so defined in the RI activity report e.g. CRCID

· Co-operating organization: carries out project work e.g. Operation Eyesight

· Govt entity: an organization such as the Wild Rose Foundation

· Host partner: the receiving club in the project country

· Int'l partner: a donating club or organization

· NGO foundation: TRF or DDF

Financial involvement: 

As defined in the RI activity report.

Project ID

Each organization may have a unique project ID for each of their projects.

For a host partner, questions will be asked about host club champions and how the project will be managed:
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Project: Lorem Ipsum Test Project
Participant: Delhi Chanakyapuri

Delhi Chanakyapuri role: | HostParner =]
Financial involvement: | Primary/Contributor_~|

Cash committed: 100 Currency: [USD
Delhi Chanakyapuri project ID: [23

Who from the host Rotary club or district Delhi Chanakyapur are overseeing the carrying out of this project/programme? There must be
at least three members on the commiltee of which one is project lead. Provide names, positions in Rotary i applicable, addresses, phone
and e-mail. The project lead will be the main contact and will be responsible for reporting,

Project leader:

3100 Ghobi ghobifdelni.org

Project champions

Gulah Jamun jamunBdeni.ory
Murgh Makhani wakhanifdelhi.org





For the sponsor club, questions will be about club involvement and recognition:
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In what manner will the Calgary Heritage Park be recogaised for its contribution?




for a cooperating organization contact information is sought; 
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Project: Lorem Ipsum Test Project
Participant: Operation Eyesight

Operation Eyesight role: | Co-operating Organization ~|
Financiel involvement:| ~ ~|

Cash committed: [0 Cumency:|
Operation Eyesight project ID: [OE1234

Tdentify the name, location and email of the main contact person of the cooperafing organisafion:

Baigan Bartha, Delhi. barthaBdelhi.ory




Finally for the donating foundations the information required will relate mainly to reporting requirements.
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Project: Lorem Ipsum Test Project
Participant: The Rotary Foundation
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Cash committed: [25000  Currency: [USD
The Rotary Foundation project ID: [TG123456

Date application to The Rotary Foundation submitted: [12 [12 2004 dd mm yyyy.

Application prepared by: | Poger Haugh, Calgary Centennial

Next action reminder. dd mm yyyy

Setting this date will cause an email to be sent to the listed project coordinator whenever the reminder routine is run and the date has
passed. To stop issuing reminders, set this date back to blank or insert a new futute date

Message to be included in the reminder emai

The Rotary Foundation Representative first name last name: [Fred Bloggs

The Rotary Foundation postal address
e

phone: [1234567

 rpv—





Each organization may have a different project ID for the same project.

An important feature of this page is the reminder date. Setting this date (say to one month before a deadline, will generate an email message containing the contents of the message box, to the project coordinator, whenever the stated date has been passed. This is to help avoid missing important deadlines such as mandatory reporting to the Wild Rose Foundation etc.

At the time of writing, although the funding can be given in local currency, there is no currency conversion, and US dollars should be used.

Adding a Participant

If a participant is not listed, or if it is decided to remove a participant, click on "Add/remove participant organization…"

This results in the display of a table listing all the organizations so far registered in the system, for this and other projects.
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Adding a new participant to the database

If the organization is not in the database, it can be added by clicking on the link "If the organization is not listed, click here…” at the top or bottom of the table.

A new form appears for information about the participant. Note that this information is general information about the organization not specific to any project, since an organization may participate in more than one project.
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If the entity is from D-5360, simply select it from the topmost box, and all the information will be copied from the District Directory into the table. Otherwise enter all the relevant information you have about the organization. Press “Submit” to save the data, and then “Return” from the confirmation page to bring you back to the Participant input form.

When you are happy with the organization data, press “Return” from this page to bring you back to the “Add Participant Organization to Project” page.

Editing an organization

Once an organization is listed in the “Add Participant Organization to Project” table, its details can be modified by clicking on “Edit” in the “Edit Organization” column, using the same process described above for adding an organization.

Adding a participant to the project

An organization listed in the table can be added to the current project. Any number of organizations can be added. To add an organization to the project, click on the appropriate “Add” link in the "Add to Project" column. On return from the confirm page, you will see that the Add button has disappeared, and a “Remove” button has appeared instead. This button may be used to remove a participant from the project. Removing the participant will not delete the organization, but will delete any data pertinent to the current project such as funding.

Once all the participants have been added, and the funding details inserted, we can return to the main project input form to add project champions.

Adding Champions

The final stage is to enter any project champions from the District. DDS requires at least two champions in addition to the coordinator. The table on the main page will show any volunteers already allocated to the project.
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adding/modifying a volunteer.

Save




Click on “here” to add/change a volunteer. 

A new page entitled  “Add Volunteer to Project” will appear. To add a new volunteer, select a name from the “Add volunteer” box and hit “Add”. You can remove a volunteer from the project by using the “Remove” button. 

You can edit personal details using the Edit button, however at this juncture you’ll need to use the back button to return as this action takes place in the District Directory.
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District Development Fund Application Form

A test application form has been written to take the information for a project from the database and print it in the format required for submission to the District Development Society. This format has yet to be confirmed by the DDS Committee, but it should be pretty close to the final version. Click on the link at the top of the main project page "Print DDF application".

[image: image17.jpg]‘World Community Service Projects Catalogue Input form

Lorem Ipsum Test Project

Print DDS application

Basic data

Project ID, 40





The application requires that there be participant organizations linked to the project in at least the categories: Host Club, Sponsor, and DDF. It is planned to create similar forms designed for submission to TRF, WRF, CRCID etc. as soon as pro-formas have been received.

Activity Report

A report listing each project, its sponsors and budget is available from the catalogue home page. Click on "Print activity report".

