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About Ushahidi

Ushabhidiis a non-profit technology company whose mission is to change the way information flows in
the world. Founded in Nairobi, Kenya during the 2008 election violence and human rights abuses,
Ushahidi means "testimony" in Swahili. The company builds digital tools and run programs to give
marginalized people a voice. Since 2008, the Ushahidi Platform has grown to be the world-class open-
source tool for human rights activism, crisis response, and transparency.

Global Mission

Over the past seven years, the Ushahidi Platform has been deployed more than 100,000 times in more
than 159 countries, in 45 local languages, with 7 million testimonies, reaching nearly 20 million people.
The platform has become a replicable solution for people worldwide, from Syrians reporting on human

rights abuses at Syriatracker.crowdmap.comto tracking human rights abuses in Nepal at
Nepalmonitor.org.

People around the world need a way to share their voice during a critical situation, to ask for
and generate support, and to bring transparency to their issues. At the same time, organizations
and governments lack understanding of what is happening on the ground; they need a way to
make sense of how to respond effectively and quickly. These are just a handful of the
thousands of impactful uses of the Ushahidi platform to amplify people’s voices.

Innovation is born here, ecosystems created.

Ushahidi has built six open-source software products: the Ushahidi Platform, SMSsync,
Crowdmap, SwiftRiver, CrisisNet, and RollCall. Ushahidi has run numerous large on-the-
ground programs that utilize its software and expertise, including the Haiti earthquake
response, the Uchaguzi election program, the Resilience Network Initiative, and Making All
Voices Count - a grand challenge for development.

In addition, Ushahidi has successfully catalyzed six organizations that work across its collective
vision to create technologies that provide access, change the way information flows in the
world, and improve decision-making. Together these organizations form the Ushahidi
Ecosystem, an association, that works together to focus on how technology can and should be
used for doing good in the world to solve global problems like humanitarian response &
democracy (Ushahidi), technology-enabled humanitarian volunteering (Standby Task Force),
open data as a global resource (Popily), making things to create jobs and economic growth
(Gearbox), women in tech, job creation and empowerment (AkiraChix), technology built by and
for the developing world (iHub), and access to information (BRCK).


http://www.ushahidi.com/
https://syriatracker.crowdmap.com/feeds?l=ru_RU&page=6
https://nepalmonitor.org/

About this Manual

This manual gives you a step by step overview of how to set up an Ushahidi version 3.0
deployment, and how to make full use of the features the platform offers.You can:-
e Download the software at no cost and host it on your own servers
from https://qgithub.com/ushahidi/platform.
e sign up for a deployment on http://ushahidi.com. There are currently three different
plans available for you to choose from, which you can review on our plans page here.

For groups running social impact projects unable to afford the current pricing model, you

can apply forafreeresponderptan here.

This manual will show you how to install the Ushahidi platform, or sign up for an ushabhidi
account, customise it to meet the needs of your project, manage people and incoming data, as
well as visualise and analyse your data. It is meant to be a comprehensive learning guide for
brand new users of the platform, as well as a reference point for those who may have some
prior experience using the platform.

If you have any problems and need some guidance or help, reach out to us via:-

@ Our chat feature on http://ushahidi.com
e Live Developer chat rooms on IRC/Gitter/Hipchat(posting on any one of these channels
will post on all of them simultaneously)

e Ushahidi forums

Bumped into a bug on the platform or have a feature you would like to request? Share your

feedbackwith-usviaourgithubissues page.

Looking to contribute to the Ushahidi platform? Visit our-centribute-pagefor directions on how
to get started.

This guide has been updated based on content created on the initial support documentation by Sophie

Shepherd, and new content on previously undocumented features by members of the Ushahidi team.

Feedback is welcome and will be incorporated into the guide.


https://www.ushahidi.com/features
https://github.com/ushahidi/platform
https://www.ushahidi.com/plans
https://www.ushahidi.com/plans/apply-for-free
http://ushahidi.com/
http://irc.lc/freenode/ushahidi
https://gitter.im/ushahidi/Community
https://www.hipchat.com/gHVcQo1Jb
https://forums.ushahidi.com/
https://github.com/ushahidi/platform/issues
https://www.ushahidi.com/support/get-involved

Overview of Ushahidi Platform v3.0

What does Ushahidi Do?

@ Ushahidi is a tool for collecting, managing, and visualizing data.
@ Data can be collected from anyone, anytime, anywhere by SMS, email, web, Twitter, and RSS.

@ Posts can be managed and triaged with filters and workflows.
@ Data can be managed in different modes : on a map, in a timeline, or as a visualization.

Who is Ushahidi For?

Anyone can use Ushabhidi, but traditionally it has been a tool used by Crisis Responders,
Human Rights Reporters, and Citizens & Governments (such as election monitoring or
corruption reporters). We also serve environmental mappers, asset monitoring, citizen
journalism, international development, and many others.

What's New in Version 37

The biggest change in v3 is the unification of the administrative interface with Modes of
action. There is now a single interface. volunteers can now work directly on the data in
modes, with permissions on what any particular person can see being set by role-based
Permissions. While the guide will go into a full description of each part of the interface, this
introduction gives a sample of what is to come:

@® Reports are now posts: The name change from reports to posts is a recognition

that data collected might not just be a traditional ‘report’ of an event.

Surveys: Posts are no longer a fixed form with built in fields. You can customize them by
creating many surveys, with different stages and custom fields to collect the data you need.
Posts now have tasks:Each post is now made up of a number of tasks. These can be made
required (or not) before the post is published. This lets you build the workflow you need.

One interface for all posts: We no longer have separate views from managing

posts and viewing posts.

Messages directly as ‘posts’: The old ‘messages ’ views are gone. New SMS or twitter
messages now come in directly as ‘unknown’ posts, meaning they don'’t yet belong to a
survey, that are ready to be structured, completed, and published quickly and easily.
Collections:Aggregate and save a group of posts, share them via a URL link share
Saved Searches:You can create any search you want, save it, it continues to aggregate
information, and the check again later for updates. Saved Searches are available from your
deployment’s main menu. Sign up for notifications on your saved search to stay up to date as
the posts that are most important to you are submitted to the deployment.



@ Visualization:Every data set can be viewed as a map, list, bar chart or timeline. Just
select the time frame and variables you want to compare at any time.

@® Customize:Add a description, create a new survey, configure how data flows through
your deployment, and more - all from your deployment’s settings.

@ Security and Permissions:Controlling who has access to system functions and data is a critical
aspect of every crowdsourcing platform. Ushahidi v3 is arranged around a role-based security
model that conveys permissions to each class of user. These permissions can be customized.
The code is also written in a way that allows for clients to more easily extend certain software
classes to meet their needs. You can also make your deployment completely password
protected, visible only to users with login credentials.

@ History of Posts and Messages

O In the process of turning an initial report from the field into a verified, published
report, many people may touch the data. Someone may translate it, another
may geolocate it, and a third may verify it against other data. Sometimes,
additional information needs to get associated with the report, such as an
image, document, or other set of messages.

O To facilitate the aggregation and review of this network of data around the data,
we built a history for every Post and Message. Your team can now add its
commentary, ancillary documents to each Post and Message.

@® Workflows

O The management of reports through its lifecycle requires management of the
state of the report, especially when multiple teams are involved in moving reports
from unverified, untranslated states to verified, geolocated reports. Workflows
support this management.

O More than 90% of the work in an Ushahidi deployments happens behind the
scenes. Unsurprisingly, most of our development efforts went to supporting this
(often invisible) process.

Technical Specifications

Better development stack

Ushahidi 3.x is built on a modern PHP stack: dependencies are managed with composer, we're
using Kohana 3 but phasing that out, and we’ve isolated the core logic of the platform
standalone Entity and Usecase classes.

The user interface of Ushahidi 3.x is now a separate app (the client) built purely in JS, HTML
+ CSS using AngularJS and a collection of other libraries. Again this uses a modern stack,
with a build pipeline using gulp and browserify.

What’s new (and improved)?

@ Dependencies are properly managed and easier to update or replace needed.
@® We're using our own API to build the app, it gets first class support.



@ You can work on just the Ul without delving into the API code
@® Modern libraries mean they’re still being supported, we don’t have the burden of
supporting legacy libraries ourselves.

Code is easier to customize

@ It's more structured making it easier to find what you want
@ It doesn'’t repeat itself so a change can be made in one place, not need to be

copied everywhere else
@ Ul is isolated to the client, allowing work on just the Ul without having to delve into the

API code

The stack

@® Back-end: Linux,PHP,Apache/Nginx,MySQLor PostgreSOL
@® Front-end: AngularJS,Javascript,Html,CSS.Built with NodeJSand Browserify.Using Leaflet for
mapping, and a collection of other frontend libraries



http://en.wikipedia.org/wiki/Linux
https://php.net/
http://httpd.apache.org/
http://wiki.nginx.org/Main
http://www.mysql.com/
http://www.postgresql.org/
https://angularjs.org/
http://en.wikipedia.org/wiki/JavaScript
http://en.wikipedia.org/wiki/HTML
http://en.wikipedia.org/wiki/Cascading_Style_Sheets
http://nodejs.org/
http://browserify.org/
http://leafletjs.com/

1. Installing Ushahidi

Ushahidi can be installed on several operating systems. We have different instructions
depending on what type of user you are.

Please note that we currently DO NOT RECOMMEND INSTALLATION ON WINDOWS OR
MAC! Just trying it out
@ Installing on Heroku
@ Install with Vagrant + a NodeJS Development Server
Installing in Production
@ Installing on Linux
Getting set up for development
@ Install with Vagrant + a NodeJS Development Server

1.1 Installing on Heroku

Deploying onHerokuisgood way to test out the platform quickly. Its also a viable option for running a
production deployment (though this could be expensive depending on your traffic needs).

e First deploy the API with thelatest releaseor thelatest development code.lfyou haven't used
heroku before, you'll be asked to sign up. Pick an App name for your deployment (or let heroku
pick one for you), then hit Deploy for free. You will need to wait while it deploys.

Build app Hide build log °
== 20150716070739 AddFormAttributeConfig: m
All Done. Took 2.3603s
—————— Preparing runtime environment...
—————— Discovering process types

Procfile declares types —> web
—————— Compressing...

@ Autoscroll with output

Confirm your deployment went ok by clicking "View". You should see a block of
JSON something like:


https://www.heroku.com/
https://heroku.com/deploy?template=https://github.com/ushahidi/platform/tree/release
https://heroku.com/deploy?template=https://github.com/ushahidi/platform/tree/master

"now": "2015-08-10T00:03:44+00:00",

"version": "2",

"endpoints": [
"collections",
"collections/posts",
"comments",
"config",
"dataproviders",
"forms",
"forms/attributes",
"forms/stages"”,
"layers",
"media",
"messages”,
"posts",
"posts/export",
"posts/geojson",
"posts/revisions",
"posts/translations”,
"posts/updates",
"register",
"savedsearches",
"stats",
"tags",
"users"

1,

"user": {
"id": null,
"username": null

Take note of the URL of the created app (ie: https:

Deploy the client with thelatest releaseor the latest development code Make sure you
use the same version as you did for the API. Again, Pick an App namefor your
deployment. Set Backend URLto the URL of the API app you just created (ie:
https://afternoon-castle-5024.herokuapp.com/)

* BACKEND_URL

A deployment of ushahidi/platform to use

https://afternoon-castle-5024.herokuapp.com/

***mportant: make sure you don't include the trailing slash
Leave other config as-is, and hit Deploy for free. You may need to wait (the client takes much
longer to deploy). When it's finished, click View and check out your new deployment.
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https://afternoon-castle-5024.herokuapp.com/
https://heroku.com/deploy?template=https://github.com/ushahidi/platform-client/tree/release
https://heroku.com/deploy?template=https://github.com/ushahidi/platform-client/tree/master
https://afternoon-castle-5024.herokuapp.com/

@ Log in to your new deployment. By default there is a single user, username: admin &
password: admin

1.2 Installing with Vagrant + a NodeJS Dev server

1.2.1 Installing the API

Getting the API Code

First, you will need a copy of the source code, which lives in our Github repository:

git clonehttps://github.com/ushahidi/platform.qit

Note: if you're getting set up for development, you might want tofork the repositoryfirst.

Once you have the code, the next step is to prepare a web server.

Prerequisites

e Vagrant
@® Ruby

If you already use Vagrant, check the settings in theVagrantfileand make sure the IP addresswon't
conflict with your existing VMs.

Preparing the Server

Before we run vagrant we need to get some puppet modules. We do this with librarian puppet:

gem install puppet librarian-puppet
librarian-puppet install

You'll need toget a github tokenthen replace XXXX below with that token
Then you can bring up the vagrant server and provision it:

export github_token = "XXXX"
vagrant up && vagrant provision

Note: If you encounter an error related to Puppet during the vagrant provision, you can run
the following steps:

vagrant destroy -f
vagrant box update

vagrant up && vagrant provision

11


https://github.com/ushahidi/platform.git
https://github.com/ushahidi/docs.ushahidi.com/blob/gh-pages/install/developer-guide/adding-code.html
http://www.vagrantup.com/
http://docs.vagrantup.com/v2/vagrantfile/index.html
https://github.com/settings/tokens/new

This should set up a server, and install all the dependencies too.

G0 t0192.168.33.110to check the API is up and running. You should see some JSON with
an API version, endpoints and user info.

The vagrant set up uses a 64 bit VM so you may need to enable 64 bit virtualization on your host machine.

1.2.2 Installing the client

Getting the client code

First, you will need a copy of the source code, which lives in our Github repository:

git clonehttps://github.com/ushahidi/platform-client.qit

README. If you have any trouble check those instructions first.

Client Dependencies
First you'll need nodejs or io.js installed, npm takes care of the rest of our dependencies.

@® nodejs v0.10 or v0.12 or io.js v1.2

Install, Build and run a local dev server

@® Clone therepo
_git clonehttps://github.com/ushahidi/platform-client.qgit ) )
Note: if you're getting set up for development, you might want tofork the repositoryfirst.

@® Navigate to project root
cd platform-client
@ Install Build Requirements
npm install -g gulp

® Install Packages

npm install
This will install both NPM and Bower dependencies! No separatebower install command
is required.

e Set up build options. Create a .envfile, you'll need to point BACKEND_ URLat an instance of the

platform api(lfyou followed the vagrant instructions above that'll be: http://192.168.33.110)

NODE_SERVER-=true
BACKEND_URL=http://192 168 33 110
@® Run gulp
gulp
e You should now have a local development server running onhttp://localhost:8080

12


http://192.168.33.110/
https://github.com/ushahidi/platform-client.git
https://github.com/ushahidi/platform-client.git
https://github.com/ushahidi/docs.ushahidi.com/blob/gh-pages/install/developer-guide/adding-code.html
https://github.com/ushahidi/platform
https://github.com/ushahidi/platform
https://github.com/ushahidi/platform
http://192.168.33.110/
http://192.168.33.110/
https://www.ushahidi.com/support/install-ushahidi

1.2.3 Logging in the first time

The default install creates a user admin with password admin. Once logged in this user can
create further user accounts or give others admin permissions too.

1.3 Installing on Linux

1.3.1 Installing the API

Getting the API code

First, you will need a copy of the source code, which lives in our Github repository:

git clonehttps://github.com/ushabhidi/platform.qit
Once you have the code, the next step is to prepare a web server.

System Requirements

To install the platform on your computer/server, the target system must meet the

following requirements:
e PHPversion 5.4.0 or greater
O The following php extensions enabled: curl, gd, imap, json, mcrypt, mysqind (optional)

e Composer
e MySQLdatabase version 5.5 or greater (PostgreSQL support planned)
e Apache2.2+ or nginx

Set up the database

To create a database
@® First login to MySQL as root.

mysql -u root -p

Using the “-p’is only required when your MySQL configuration requires it.

You may need to use the “-h" option to specify “localhost or 127.0.0.1°if you are
unable to connect.

@® Next, create a new user and database for Ushahidi. The username and database can be

anything; we will use “ushabhidi for both in this example:

CREATE DATABASE ushahidi_db;
GRANT ALL ON ushahidi_db.* to ushahidi_user@localhost IDENTIFIED BY ‘ushahidi-
db-password’; quit;

@® Now create a .envconfig file in the base of repository. Make sure that the
database, username, and password match the database you just created.

13


https://github.com/ushahidi/platform.git
http://php.net/
http://getcomposer.org/
http://mysql.com/
http://apache.org/
http://nginx.org/

DB_HOST=localhost
DB_NAME=ushahidi_db
DB_TYPE=MySQLi
DB_USER=ushahidi_user
DB_PASS=ushahidi-db-password

Set up URL Rewrites

Rename "httpdocs/template.htaccess’ to "httpdocs/.htaccess™ (for Apache) to enable rewriting
of all non-existent files to “index.php".

If you are unable to enable rewriting, then you'll need to customize the init settings.

@ Copy the “application/config/init.php" file into “application/config/environments/development/®
(create this directory if it doesn't exist).
@ Edit init.php and set “index_file" to ™index.php™ to include index.php in your URLs
A NOTE ON URLS, DOCROOTS AND BASE_URL

Typically, Ushahidi is run under a separate virtual host / domain name. Be sure to make
“platform/httpdocs/” the "DocumentRoot” (for Apache) or ‘root™ (for nginx) setting in your
virtual host. If you are running Ushahidi via http://localhost/ then the "base_url" will be
http://localhost/platform/httpdocs/

Enable writing to the logs, cache, and upload directories
The webserver will need write access to logs, cache and upload directories. To do this run:
% chmod 0777 application/logs application/cache application/media/uploads

OR

% chown www-data 0777 application/logs application/cache application/media/uploads

It's generally better to use "‘chown’ to set the owner of the directories to the user the web
server runs as, rather than making them globally writable.

1.3.2 Installing dependencies

We use Composerto manage server side dependencies. Once you have installed composer,
you can run the update script with:

bin/update

Whenever the repository is updated using git pull,run the update script to ensure that
your installation stays updated!

14


https://getcomposer.org/

If you are updating a production deployment, you will want to avoid installing
developer dependencies (testing tools, etc) by using the "deploy" option:

bin/update --production

1.3.3 Extra: Customizing configuration

Base config files are in application/config/.

You can add per-environment config overrides in “application/config/environments/".
The environment is switched based on the "'KOHANA_ENV" environment variable.

1.3.4 Installing the client

Getting the client code

First, you will need a copy of the source code, which lives in our Github repository:

%git clonehttps://github.com/ushahidi/platform-client.qit

Client dependencies

First you'll need nodejs or io.js installed, npm takes care of the rest of our dependencies.

@® nodejs v0.10 or v0.12 or io.js v1.2
o  We recommend using NodeJS builds fromNodeSourceor usingNVM

@ Build tools for building native addons from npm:
O Debian users install the “build-essential” package
O Fedora users install ‘gcc-c++" and ‘make’

@ nginx or apache2

Building the client

@® Clone the repo

git clonehttps://github.com/ushahidi/platform-client.qit
Note: if you're getting set up for development, you might want to fork the repositoryfirst.
@ Navigate to project root

cd platform-client
@ Install Build Requirements

npm install -g gulp
@ Install Packages

npm install
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https://github.com/ushahidi/platform-client.git
https://github.com/nodesource/distributions
https://github.com/creationix/nvm
https://github.com/ushahidi/platform-client.git
https://github.com/ushahidi/docs.ushahidi.com/blob/gh-pages/install/developer-guide/adding-code.html

This will install both NPM and Bower dependencies! No separate "bower
install’ command is required.

e Set up build options. Create a ".env' file, you'll need to point BACKEND_URLat an
instance of theplatform api

BACKEND URL=http://myapi server/
@® Rungulp

gulp build
You should now have a client build in server/www.

1.3.5 Configure nginx or apache

@® Nginx:
O Copy the virtual host config from server/nginx-site.conf into your nginx conf
dir (/etc/nginx or /etc/nginx/sites-enabled)

O Edit the config:
B Set server_nameto whatever domain you plan to use
B Replace root /var/wwwwith the path to server/www
ie. platform-client/server/www

O Include the config in your nginx.conf (usually located in /etc/nginx.conf) by adding
the following include /etc/nginx/ushahidi-site.conf

O Restart nginx
O Load the new vhost in a browser
@® Apache2:

O Copy server/rewrite.htaccess to server/www/.htaccess
O Create a new apache vhost and point the docroot atserver/www
O Restart apache

O Load the new vhost in a browser

1.3.6 Logging in the first time

The default install creates a user admin with password admin. Once logged in this user can
create further user accounts or give others admin permissions too.

16


https://github.com/ushahidi/platform
http://myapi.server/

1.4 Upgrading Ushahidi

1.4.1 Updating the client

From your local repository fetch the latest code and run "'npm install’ to update your modules:

git pull
npm install

1.4.2 Updating the API

From your local repository fetch the latest code and run “bin/update’ or “bin/update --
production’ if you are running on a production environment:

git pull
bin/update

OR

bin/update --production

17



2. Setting up a deployment

Ushah|d| FEATURES SOLUTIONS ABOUT SUPPORT MOF CONTACT LOG IN

RAISESLOIRVEICE

Today 9AM, via SMS Gather reports to see what happened, when, and where
March to begin at
Town Square, Sunday
evening at 6PM

Create your first deployment for free

Create Deployment

Share Post or n GitHub now

@ Or at http://ushahidi.io/create

Ushahidi FEATURES PLANS ABOUT SUPPORT MORE CONTACT

CREATE NEW DEPLOYMENT

Your account Your deployment
YOUR DISPLAY NAME DEPLOYMENT NAME Ushahldl
FEATURES  PLANS  ABOUT
YOUR EMAIL DEPLOYMENT URL
ushahidiic
PASSWORD
Your account
1 AGREE TO THE TERMS AND CONDITIONS 'YOUR DISPLAY NAME

* All fields are required

YouR EMAIL
Create Deployment

PASSWORD

2 Sork Your deployment
Ushahidi oepLovMENT NAME

DEPLOYMENT URL

@ Fill out your account details:Enter your Name, email address and set a secure
password that will be used to access this deployment.

@® Fill out your deployment details:-
Deployment Name:You can give your deployment any name

O Deployment URL:Each deployment will have a unique web address. No two
deployments can have the same web address. Once created, this CANNOT
be changed, so be sure to countercheck the web address set is one you're
okay having permanently.

e Agree to our Terms and Condifions
@® Once you’re done, click on “Create Deployment”
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https://ushahidi.com/
http://ushahidi.io/create
https://www.ushahidi.com/terms-of-service

@ You will be taken on a brief tour of the user interface and main features of Ushahidi. If
you’d like to skip this tour, click on “Skip” at any time.

Howdy “*

And welcome to your new Ushahidi
deployment.

While we polish up your deployment, let's take a few seconds to find
a few of its most useful new tools.

CONTINUE

@ After the tour, you will be prompted to choose a plan from a list. Select one of the
options provided for you.

Choose a plan

Mapper Surveyor Responder Solutions

use on the map Collect and monitor data Respond to real-time incidents as a team

Contact us about a custom solution for
Free $99 $499 " Yo peojoc

YOUR NAME
CHOOSE MAPPER CHOOSE SURVEYOR CHOOSE RESPONDER

Unlimited posts Unlimited posts Unlimited posts
1 survey
1 user

Web & email
data collection Web, email, SMS, & Twitter

data collection

Map
data v

Import & Export data Import & Export data
Custom roles and permissions

Private deployments

Custom feature development

VIEW & COMPARE ALL PLAN FEATURES

Free
Ush, e for non-profits and efforts that we believe in. If you think your company may fit the bill, apply for a fully-loaded. free Ushahidi deployment

APPLY FOR FREE USHAHIDI

are, available to anyone

You can dive deeper into the full Tist of plan features hereto help you choose a plan that

will meet your needs. If you work for a grassroots organization that can’t afford a paid
plan, apply for a free Responder plan here.

@ If you select the free Mapper plan, your deployment will build within a couple of minutes,

and you'’ll see your deployment name at the top.
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@ |If you select a paid plan, e.g Surveyor or Responder, you'll need to do the following:-
@ Enter your credit card details and click on continue

Choose a plan

Enter your payment information
Responder CREDIT CARD NUMBER -

Respond to real-time incidents as
ateam

$499

CHOOSE RESPONDER
Unlimited posts

Unlimited surveys
* These fields are required

25 users
ki Redeem a coupon?

You will be charged $499/month plus taxes (if any) on a recurring basis. You can change your plan at any time on your
Web, email, SMS, & Twitter 2 Y
plans page, or cancel your subscription by contacting us. By clicking “continue”, you are authorizing this recurring

data collection
- - charge

Map, timeline, bar chart, & line CANCEL CONTINUE
chart
data visualization

Import & Export data
Custom roles and permissions

Private deployments

@ After validation and successful payment, your deployment will be set up and
available for you to use in a couple of minutes.

You're all set
We hope you enjoy your new deployment.

If you ever need help, you can always find it at Ushahidi's Support page.

GO TO YOUR DEPLOYMENT
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2.1 Upgrading/Downgrading your deployment plan

If you’re subscribed to one of our plans on ushahidi and would like to upgrade to another
available plan:-
@® Log into your deployment
® Cl Sting
March on City
Hall

Timeline Q‘\}!’ﬂ
T
Activity 4 |

Reports and communication
o about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

Users

Categories
reate and

P».m*—
Your deploMhent's current plan is Responder

@® On the list of all available plans, click on the one you would like to upgrade to e.g Choose
Surveyor,or Choose Responder

Mapper Surveyor Responder Solutions

Contact us about a custom solution for your
project

Free $99 $499
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@® On selection of the plan you’d like to upgrade to, you’ll have to confirm your password
before proceeding and click on continue.

. Confirm password

You need to confirm your password to continue

B
CONTINUE

g Ry
@ Enter your credit card details and click on continue

T TS

Change your plan

Enter your payment information

Responder

Respond to real-time incidents as a team

$499

CHOOSE RESPONDER

ged $499/month plus taxes (f any;
n by contacting us. By clicking "contin

Web, email, SMS, & Twitter
collection

CANCEL CONTINUE
Map, timeline, b
Imp
Cust T
Privat /
- & T SRE Ty T R g T w Ny ) ™~y

@ After validation and successful payment, your deployment will be upgraded to your new

plan in a couple of minutes!
NB:You can downgrade your deployment at any time by following the same process described above.



3. Configuring your deployment

One of the first things you should do as the admin of your new deployment, is customize certain
settings based on the project you’'re working on. This section describes how to change your general
and map settings, as well as how to configure data sources, manage surveys and categories.

3.1 Accessing your deployment

3.1.1Login

If your deployment website is Www.%/ou_rdomaln.com,ypu_should be able to login via
http://yourdomain.com/login,or by clicking on the Log inlink on the bottom left hand corner of
your deployment as illustrated below.

@ For Open Source deployments, the default install will create a user admin, with
password admin. Be sure to edit this user’s password once you’re logged in.

@ For ushahidi.io deployments, enter the email address and password you used to register
your deployment, and the password

Forgot your password?

CANCEL LOG IN

NB: You can use EITHER an email address OR username with a corresponding
password to log into your deployment.
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3.1.2 Create an account

If you don’t have an account already, you can create one by clicking on Sign Upand filling
in the required details.

Signup

DISPLAY NAME

EMAIL ADDRESS

PASSWORD

CANCEL SIGN UP

You'll will be able to log in and perform basic actions on the platform, but won’t have much
privilege within the platform until an administrator upgrades your access level.

3.1.2.1 Your Account details

Once you’re logged in, you can access and change your account details at any time. To do so
@ Click on your account favicon at the bottom left hand corner of your deployment
as illustrated below.

@ A pop up will appear on your screen. Make changes to your profile as desired, then click on
Save & Close
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Brandon Rosage account settings

General

DISPLAY NAM

Brandon Rnsage*-—

MAIL ADDRESS

@ushahidi mm*-—
Change uasﬁwurd*-'

CANCEL SAVE & CLOSE

3.1.2.2 Notifications

As a registered and logged in user, you can set up notifications on Saved Searches(Section 7 20f this

manual) and Collections{Sectien—#.30f this manual). This means that any time a post is
added to a saved search/collection, you will receive an email or phone notification.

You can manage(turn these notification on or off) by
@ Clicking on your account favicon at the bottom left hand corner of your
deployment as illustrated below.

Brandon Rosage

General

DISPLAY NAME

Brandon Rosage

EMAIL ADDRESS

@ushahidi.com

Change password

CANCEL SAVE & CLOSE
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@ Alist of all notifications you’ve signed up for will appear, with the option of turning them on and
off. You'll also be able to determine the email address or phone number through which you
would like to receive notifications. You must have SMS configured to enable.

Angela Oduor Lungati

Notifications

How you get notifications
Click to
edit

angela@ushahidi.com ®

ADD ACCOUNT

What you get notified about

Click here to
%  Botched inoculations .
remove thlsﬁ

notification

CANCEL SAVE & CLOSE

Angela Oduor Lungati -

Notifications

How you get notifications

angela@ushahidi.com &

— [+ L4 R Gl — o
on and off

EDIT YOUR EMAIL ADDRESS

mgeneusnanisicon e =0T €Mail address

IO — Remove this

account

4» Add an account to
receive notifications

What you get notified about

%  Botched inoculations

CANCEL




@ You can also add additional contacts to receive notifications via email/phone.

Angela Oduor Lungati account settings

Genera Notifications

How you get notifications

angela@ushahidi.com @

ADD ACCOUNT

® EMAIL o Select email or
PHONE phone

ADD AN EMAIL ADDRESS

| @ushabidj.com|

What you get notified about

%  Botched inoculations

CANCEL SAVE & CLOSE *_

3.1.3 Logging out

To log out of your deployment,
@® Click on the log out icon at the bottom left hand corner of your deployment as

illustrated below.

@® You should be successfully logged out of your deployment, and redirected to the homepage.



3.2 General Settings

This page allows you to set the basic appearance of your deployment. To access General Settings:-
@® On the left hand menu bar, click on Settings

March on City
Hall

Timeline 7 ‘\“gfé
»

Reports and communication
b about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

@® Then, click on General Settings.

March on City Hall »

~ General
Setti 1 }:4 Change your deployment's name, description, logo, and other details.

Surveys
Create and configure the surveys your deployment collects.

Data sources

Configure email, SMS, and social media channels that help your deployment collect survey data

Import

Upload survey data to your deployment from a CSV file.

Users
Create and manage the people that contribute to your deployment.

Roles

Create and manage the type of permissions your users have on your deployment

Categories

Create and manage the categories people can put posts into for improved organization.

Plan
Your deployment's current plan is Responder.



@® Add the following details

Q

General

O

QA deployment «@m—  Change Site name here

N 17)
'/gl%\

EEER@— Delete existing image

Choose File | No file chose

Site Name: This changes the main title of your deployment, and is typically the
title of your project. You can change this at any time.

Site Description: This tagline appears below your deployment name, and
should be a one or two sentence overview of what your deployment is about.
Deployment logo: Your deployment logo will appear on the right hand sidebar on your
homepage, under your deployment name and above your deployment description. If
you’d like to remove it once it has been added, just hit the Delete Logobutton

Contact Email Address: This optional contact email will be displayed publicly to
visitors of your deployment.

Site Timezone: This option allows you to set the default time zone your
deployment spans, and will reflect on report time entries. The default timezone
is UTC, but you can specify the timezone for your deployment.

Site Language: You can update the default language of your deployment. This will
update the labels within your user interface, and will update the layout of the
deployment if you select a language that reads from the right to the left. You should
Private deployment:Ticking this checkbox makes your deployment and it’s
data only accessible to registered users(with the correct privileges) on your
deployment, who must sign in for access.

@® You'll also need to configure your map settings from this page. Your map settings allow you to

select the type of base map you want for your project( the style your map will display as.
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General

O Default base layer:Currently, the platform only offers Openstreetmap as a
map provider. Plans are being made to add additional map providers.

You can choose between the map,satelliteand humanitarianviews. This will
determine the style your map will display as on your homepage.

O Default latitude and Default longitude:Dragging and dropping the blue pointer
on the map automatically fills in these two fields. In the event that you have
lat/lon values, you can also type them in and the pointer on the map will
automatically update to match the points entered.

O Default zoom level:Zooming in and out of the map using the small menu bar on
the left top hand side of the map will automatically set a value in this field. You
may also optionally set the zoom level by manually adding a figure in this field
and your map will update to match.

O Combine nearby posts:This checkbox is checked by default, meaning that
posts near each other will be bundled together and denoted as a single point
on the map with a number to show how many posts they are. If you uncheck
this option, each post will appear as a single point on the map.

@® Click on Saveand refresh the page to ensure that your settings update.
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3.3 Surveys

If you’re someone who uses Ushahidi v2, Surveys (previously referred to as post types)in v3
are what we used to refer to as custom forms. A survey defines critical aspects of a post’s
structure and permissions. For example, a post’s “survey” defines which fields are available for
contributors to complete, and who can see it when it's published.

This section will show you how to create and manage surveys on your deployment.

NB: If you’re a user on ushahidi.com, there are limits to the the number of surveys you can create,
based on the Ushahidi plan you are subscribedte—Youmay review these from our plans page.For
open source/self hosted deployments, you can create as many surveys as desired.

To access the Surveys configuration page,
@® On the left hand menu bar, click on Settings

,fﬂ March on City
Hall

Timeline

fity

o Reports and communication

about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

@® Then, click on Surveys.

Q March on City Hall »
Ma
P - General
Settlngs Change your deployment's name, description, logo, and other details.
==
Timeline
Surveys
W Create and configure the surveys your deployment collects.
Activity
£ o] Data sources

Configure email, SMS, and social media channels that help your deployment collect survey data

Import
Upload survey data to your deployment from a CSV file.

Users
Create and manage the people that contribute to your deployment

Roles

Create and manage the type of permissions your users have on your deployment.

Categories

Create and manage the categories people can put posts into for improved organization.

Plan
Your deployment’s current plan is Responder.
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3.3.1 Adding Surveys

By default, each deployment has a Basic Post survey, which can be deleted or modified as
needed. To create a new survey,

@® Click on the yellow iconas shown below

Sample Post Type
Water shortage

Jess's special posts

@ Fillin the required details.

Click here
when done

O Survey Name: Try being as specific as possible when creating your survey name
so that users will understand what they are selecting when creating new posts

O Description: Provide a brief description of what kind of data you’ll be collecting
with this survey

O Roles: You can limit access to this survey to specific roles defined on your deployment

O Tasks:This section allows you to break out your survey into specific tasks with fields,
as described in Section 3.3.1.1below.

@® Click on Save when done.

3.3.1.1 Adding Tasks

You can organize your survey into “Tasks”, allowing a deployment to separate fields related to actions
that need to be taken, like translation or verification. These groups of tasks are visible to specified users
and can be marked as ‘complete.” For example, if a particular survey requires verification upon
submission, you can design a task to ensure your team knows the post needs to be verified before
publishing. The task could include fields like whether the information was verified or
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not, who verified the information, how they verified it, and when they verified it. After
verification, the task can be marked as complete and the post can either be moved to the next
task if necessary, or published.

By default, each new survey has a “Post” task created on creation, which can be edited.

To add a new task,

@® Click on Add Task on your survey creation/edit page

- Click here

@® A small pop up box will appear, prompting you to give your task a name

@® If you'd like to make this task required before post submission, toggle the Require this task be
completed before a post can be visible to the public button. This means that, a
post will not be published until this task is marked as complete

@® Click on Add & Close

Add task

—

Require this task be completed before a post can be visible to the public

CANCEL ADD & CLOSE ‘_ }
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3.3.1.1.1 Adding fields

Each task can have custom fields within it. To add a new field,
@ Click on the task to which you’d like to add fields to as shown below.

Tasks
Post

Verification

+ ADD TASK

@® Click on Add Field

Verification
Require this task be completed before a post can be

NAME

Verification

FIELDS

+ ADD FIELD *—

DELETE THIS TASK

W DELETE TASK

If you delete this task, all of the data captured in it will also be deleted. Proceed with caution.

Click on this _,O
dropdown

@ A pop up box with a list of different field types will appear on your screen. Choose
whichever one will work best for the type of data you are trying to capture.

Add field

Short text

entence or les:

Long text

Multiple sentences or paragraphs«

Number (Decimal)

Number (Integer)

Location

A geographic location chosen via a map

Date

Date & time

Select

A drop down list of items
Radio Buttons(s)

Checkbox(es)
Allows the user to choose one or more of a predefined set of options.

Related Post
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@ Add the following details

O Name:This is what is displayed as a label for your newly created field

O Key:This field determines how this field is labelled for collection of data within
your database. As your field name is filled out, it gets automatically filled out.
You can change the field key if you desire. It cannot include spaces, and must
be unique from every other field key to ensure proper data storage and retrieval

O Default Value:You can set a default value displayed every time someone is
creating a new post

O Field Options:This appears in cases where you're creating a checkbox, select
or radio button field. You can add as many options as you would like

O Require this field be completed:If set to yes by toggling the button, the task in
which this field belongs to will not be able to be marked as complete until this
field has been filled out.

Edit field
NAME

New radio buttons(s)ﬁeld‘_ Change this to a2
KEv desired field name

new-radio-buttonss-field

DEFAULT VALUE

This option appears if you're
a0 I creating a radio, select

or checkbox field D
Require this field be completed

ADD & CLOSE f

FIELD OPTIONS

@® Once you'’re done, click on Add&Close.



3.3.1.1.2 Editing fields

To edit an existing field,
@ Select the desired custom field by clicking on it

FIELDS
. Samplchld* Click here

+ ADD FIELD

@ Edit the fields(as described in the section above on Adding fields) as desired.
@® Click on Add&close when done.

Edit field

NAME

Sample Field

KEY
sample-field

DEFAULT VALUE

FIELD OPTIONS

Require this field be completed

Delete this field

If you delete this field, all of the data that was collected within it will also
be deleted. Proceed with caution.

U DELETE FIELD

ADD & CLOSE

36



3.3.1.1.3 Deleting fields

To delete an existing field
@ Click on the field you would like to delete(as you would when selecting a field to edit),
then click on Delete Field

Delete this field

If you delete this field, all of the data that was collected within it will also
be deleted. Proceed with caution.

0 DELETE FIELD *_

ADD & CLOSE

@ A black pop up box will appear on the top of the page, prompting you to confirm whether

you would like to delete the field
O Click on Deleteto delete the field
O If you'd like to cancel the field deletion process, click on Cancel

Are you sure you want to delete this field?

CANCEL i DELETE

3.3.1.2 Editing Tasks

To edit an existing task,
@® Select the desired task

Tasks

v

* Verlfication Click on this _*0
dropdown
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@® Make changes as desired, e.g changing the task name/making a task required or not

N

—*.

NAME

FIELDS
+ ADD FIELD

DELETE THIS TASK

@ DELETE TASK

1f you delete this task, all of the data captured in it will also be deleted

@® When done, click on Save on the top of the page
3.3.1.3 Deleting Tasks

To delete an existing task
@ Select the desired task

Tasks

Verification

Click on this *O
dropdown

@® Click on Delete Task

Verification °
Require this task be completed before a post can be visible to the public @
NAME
Verification
FIELDS
+ ADD FIELD

DELETE THIS TASK

@ DELETE TASK *—

1 you delete this task, all of the data captured in it will also be deleted. Proceed with caution.

@® A black pop up box will appear on the top of the page, prompting you to confirm whether
you would like to delete the task

O Click on OKto delete the task
O If you'd like to cancel the task deletion process, click on Cancel
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Are you sure you want to delete this task?

CANCEL

3.3.2 Editing surveys

To edit a survey
@ Click on a survey from the list of surveys on your page

Surveys o

Basic Post
Post with a location

Sample Post Type

Water shortage
Submit here if your we

Jess's special posts

@® From here, change your survey details as desired then click on Save
Ciikmgoback,hordmn'hislory CANCEL m

Edit Survey r;

Water shortage

Make
desired
Tasks changes
& Structu v
>

Delete this survey

Hyou delete this survey, all of its posts will also be deleted. Proceed
with caution.

@ DELETE SURVEY

3.3.3 Deleting surveys

To delete a survey,
@ Select the desired survey from the surveys list page
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Surveys

Sample Post Type
Test

Water shortage *_ Click here

Jess's special posts

@ Click on Delete Surve
cli;klogoback,holdloseehismry CANCEL m

Edit Survey

Water shortage

+ ADD TASK

Delete this survey

If

e this survey, all of its posts will also be deleted. Proceed

@® A black pop up box will appear on the top of the page, prompting you to confirm whether

you would like to delete the survey
O Click on OKto delete the survey
O If you'd like to cancel the survey deletion process, click on Dismiss

Are you sure you want to delete this survey?

DISMISS
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3.4 Data Sources

There are many ways to enter posts into your Ushahidi deployment other than from the

deployment itself. This section shows you how to configure all the possible data source types.

NB: If you’re a user on ushahidi.com, the number of data source types available to you may be
limited, based on the Ushahidi plan you are subscribed to. You may review thesefromour plans
page.For open source/self hosted deployments, all data source types are available to you

To access the data sources configuration page,
@® On the left hand menu bar, click on Settings

2 MarchonCity
Hall

Timeline %\\“33
»

o Reports and communication

about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

@® Then, click on Data Sources.

Q March on City Hall »
Ma

P . General

Settlngs Change your deployment's name, description, logo, and other details,
us
[
Timeline
Surveys

W Create and configure the surveys your deployment collects.

Activity

Data sources

Configure email, SMS, and social media channels that help your deployment collect survey data

Import
Upload survey data to your deployment from a CSV file.

Users
Create and manage the people that contribute to your deployment

Roles

Create and manage the type of permissions your users have on your deployment.

Categories

Create and manage the categories people can put posts into for improved organization.

Plan
Your deployment's current plan is Responder.

41


https://www.ushahidi.com/plans
https://www.ushahidi.com/plans

@® You should get a full list of data sources as shown below

Data Sources

FrontlineSMS v

SMSSync v

Twilio v

3.4.1 Emall

This section allows you to set up the platform to receive emails from user. Before getting started, make
sure that you have an email account set up on Gmail, Yahoo or any other service provider. Make sure
that you have IMAP/POP enabled (For more information on these two protocols, visit this website————
Instructions on how to enable the IMAP/POP settings in your email can be found here

e Gmall
e Yahoo

Data Sources
. —[]

FrontlineSMS v

SMSSync v

Twilio .

To get started with email set up,
@ Click onthe drop down icon on the right as shown

@ Input the following email account settings:-
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0]@)

Incoming server type:You have two options to select from, POPand IMAP.We
recommend using IMAP if possible because it's the best way to make sure you
can see all your mail at any time on all of your devices

Incoming server:Enter the address of the server where your email services are hosted.
E.g mail.yourwebsite.com,imap.gmail.comor pop.gmail.com

Incoming server port: Enter the port that your email account uses for incoming emails. This

is also provided by your service provider and depends on the use of SSL(Secure
Sockets Layer)/Transport Layer Security(TLS)or not. As a standard rule;

B IMAP uses port 143, but SSL/TLS encrypted IMAP uses port 993 .

B POP usesport110-but-SSLALSenerypted POP uses port 995
Incoming server security:You have 3 options to choose from to enhance
secure connection to your email mailbox, depending on which is supported
by your email service provider.

B None _
m TLS - Read more on Transport Layer Security
m SSL - Read more on Secure Sockets Layer

Incoming user name:Enter the email address you want to use to receive
emails e.g sample@youremail.com.We recommend setting up a separate
email address for this purpose, preferably one that has lot of available space to
avoid the account getting full in a short time, especially if the platform will be
receiving a lot of submission via email.
Incoming password:Enter the password of the email account inserted above.
Outgoing server type:Select one of the three options presented to you:-

B SMTP: Simple Mail Transfer Protocol (SMTP) is recommended for use

with the ushahidi platform.
B Sendmalil

B Native
Outgoing server:Enter the address of the server from which emails are sent out.
This is also provided by the email service provider
Outgoing server port:Enter the port your email service provider uses for
outgoing emails. The default port tends to be 25, but SMTP with SSL support
uses port 465 or 587
Outgoing server security:Select one of the three options provided to you

B None
B SSL
B TLS, which is recommended by the service provider for outgoing

server security.

Outgoing user name:Enter the email address you want to use to send
emails. E.g sample@youremail.com
Outgoing password:Enter the password of the email account inserted above.
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O Email sender name:This is what appears in the “from” field in outgoing emails.

Data Sources

110 (POP3), 143 (IMAP), 995 (POP3 with SSL), 993 (IMAP with SSL

Data Sources

Click on Save and this data source’s settings will be saved. Unstructured posts from
email will now be pulled into the platform.

To enable/disable the email data source, simply click on the green toggle.

Email ® -~

Accept survey submissions from this source Toggle thIS —* O
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@ If you'd like to edit your email configuration, simply click on the drop down icon on the
right while on the data sources list pageand make your changes.

3.4.2 FrontlineSMS {PENDING}

3.4.3 Nexmo

Nexmo is a cloud-based SMS API that lets you send and receive a high volume of messages to
mobile phones in any country at wholesale rates.

NB: You need a nexmo account to be able to configure this as a data source.
To sign up, go to https://dashboard.nexmo.com/sign-up

To get started with Nexmo set up,
@® Log into your Nexmo Dashboard https:/dashboard.nexmo.com
@ |If you haven't already, you'll need buy a number that you will use to receive SMS
messages from.
O Click on Numbers on the top menu bar on your nexmo dashboard

nexme SMS Voice Verfy Numberinsignt Numbers  Docs Support

O Click on Buy Numbers

I Your numbers

CELy rumpers )) €

O Set the desired criteria of the phone number you're looking to use
Buy numbers

Select country v Select features b2 Select type ¥ Contains (4 d m

B Select the country in which the SMS Number will likely be operating in

B Select the features of this phone number(SMS only, Voice only or
SMS & Voice)

B Select the type of phone number it will be (Mobile, Landline, Toll free)

45


https://dashboard.nexmo.com/sign-up
https://dashboard.nexmo.com/

O Click onSearch.A list of available numbers based on the criteria set above will appear.

Numbers Features Type Cost (€)/per month

VOICE, SMS Mobile 3.00 Buy

3 VOICE, SMS Mobile 3.00 Buy

VOICE, SMS Mobile 3.00 Buy

(s - VOICE, SMS Mobile 3.00 Buy
VOICE, SMS Mobile 3.00 Buy

VOICE, SMS Mobile 3.00 Buy

VOICE, SMS Mobile 3.00 Buy

O Click Buyon the number you'd like to use.
@® Once you have a phone number, note it down as you’ll need it to configure your data
source later on.

@® You'll need to grab your API credentials from your nexmo settings page.

Account

Edit profile

Billing & payments
Pricing

Users

Settings

Sign out

s = ki

@ Pick your APl KEYand APl SECRETfrom the API Settingssection.

API settings
API key: o Callback URL for
Inbound Message
API Secret:
Callback URL for
Delivery Receipt
HTTP Method v

@ Go back to your Data source settings page on your deployment
@® Click onthe drop down icon on the right to get to your Nexmo configuration page
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FrontlineSMS hd

SMSSync -

Twilio v

@ Enter the following details, which you got earlier from your Nexmo Dashboard
O From:Enter the phone number you will use to receive SMS messages from
your nexmo account
O Secret:Enter a secret value for security purposes.
O API KEY:Enter the API key retrieved from your nexmo settings page.
O API SECRET:Enter the API secret retrieved from your nexmo settings page.
@® Click on Save and this data source’s settings will be saved. Unstructured posts from
SMS will now be pulled into the platform from Nexmao.

Nexmo -~

You need to configure this data source before you can enable it.

FROM =

The from number

SECRET »

The secret value

API KEY =

The APl key

API SECRET =+

The API secret

LL___

(=] —

@® To enable/disable the nexmo data source, simply click on the green toggle.

bt

Nexmo @ ~

Accept survey submissions from this source Toggle this .—* &
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@ |If you'd like to edit your nexmo configuration, simply click on the drop down icon on the
right while on the data sources list pageand make your changes.

3.4.4 SMSSync

SMSsync is a simple, yet powerful SMS to HTTP sync utility that turns any Android phone into a
local SMS gateway by sending incoming messages (SMS) to a configured URL (web service).

To get started with SMSSync set up,
@ Click onthe drop down icon on the right as shown

Q
Mar

DETERL T

FrontlineSMS v

Nexmo v

smssyne — E

@ Follow the instructions given to you below.

SMSSync ~

| You need to configure this data source before you can enable it.

Here is your Sync

URL
the following link as the Sync URIlhttp://api.qa.ushahidi.com/smssync *—

Set a secret so that only authorized SMSSync devices can send/recieve message. You need to configure the same secret in the SMSSync App.

\ | @ Use the same secret key

SAVE

O Download the application from the Android Market by scanning the QR Code
presented to you on the settings page or simply search for it in the android
market. Please note that SMSsync works on any SMS-enabled device running
Android 2.1 and above.
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O Retrieve the Sync URL,which you'll need to configure SMSSync with under Step 2:
ANDROID APP SETTINGS

O You can also set an SMSSync secret key for security purposes
O Click on Save

@® Open up the SMSSync Application on your android device. You'll note that you can
manage multiple Sync URLs on the app.

@® To add a new Sync URL

Tap on the Sync URL from the navigation drawer.

Tap on the Add icon icon on the actionbar. An input dialog should open.

Enter a title for the Sync URL.

Enter a secret key(If you set one above). Make sure you enter the exact key here.

The secret key should be presented as string of any characters without spaces.

Enter a comma separated value for the keyword(s). These keywords will be

used by SMSsync to filter incoming SMS and pending messages to the Sync

URL you are adding. As of v2.0.2. You can now add Regular Expression code

for filtering. This means, it can either be CSV or RegExp. It cannot be both.

O Enter the URL for your web service. Don't forget to start with the HTTP or HTTPS
protocol. e.g. hitps://example com/api-v1/add-record/
O Tap OK to save the new entry.
Note: Version 2.5 or higher supportsbasic authcredentials in the URL, e.g.
https://username:pass@example.com/api-v1/add-record/.

@ You will now need to start the SMSSync Service to start forwarding messages
to the platform. To start the SMSSync service
O Make sure that you have added and enabled(checked) the Sync URL you added above.
O Onthe SYNC URL screen, tap on the Start SMSsync service to start the
service. You only do this if the service is disabled.
@® You should be all set to work with SMSSync and Ushahidi now. Unstructured posts via
SMS will now be pulled into the platform.
@ To enable/disable the SMSSync data source, simply click on the green toggle.

(ONONONONON®)

SMSSync & -~

Accept survey submissions from this source TO g g I e th is '—* .

@® If you'd like to edit your SMSSync configuration, simply click on the drop down icon
on the right while on the data sources list pageand make your changes.

For more details on how to manage messages within SMSSync,-seecenfiguration-iastractions—
on the SMSSync Website
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https://example.com/api-v1/add-record/
http://en.wikipedia.org/wiki/Basic_access_authentication
http://smssync.ushahidi.com/configure/
http://smssync.ushahidi.com/configure/
http://smssync.ushahidi.com/configure/

3.4.5 Twilio

Twilio allows you to programmatically make and receive phone calls and send and
receive text messages using its web service APIs.

NB: You need a Twilio account to be able to configure this as a data source.
To sign up, go to https://www.twilio.com/try-twilio

To get started with Twilio set up,
° . .

. 112) PHOSSTS » FROCFAIMIAELE 9/5 LEV OIS  LAGS  USIGE [OCS ReEPY

GETTING STARTED DASHBOARD MESSAGING SERVICES PHONE NUMBERS SHORT CODES

@® Click on Buy a number

M essag | n g P hon e N u m be rS Advanced Phone Number Management —* Buy a Number

@ Select the desired criteria for your phone number
O Country
O Location/Number
O Capabilities (Voice, SMS, MMS)
@ Click onSearch.A list of available numbers based on the criteria set above will appear.

Buy a Number

Country B United States (+1) ~» | Can'tfind the country you need? Please let us know.

Number v | Search by *— begins with term vy @

Search by area code, prefix, or characters you want in your phone number.

Capabilities ( Voice SMS [ MMS)

Different numbers have different communications capabilities. Select the ones your phone number needs

Advanced Search

@ Click Buy on the number you'd like to use.
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https://www.twilio.com/try-twilio

Buy A Number - Search Results
BE v Location * Austin Current Search Parameters: View | Revise

Number Type Capabilities Price

Location Voice SMS Per Number
ﬂ.us_.z: T-;: e Local L & [aa) $1.00 Buy
AUSTIN, TX Lacal L L 4 [zl $1.00 Buy
AUSTIN, TX 5 Baoa L @ [za] $1.00 Buy
AUSTIN, TX Logal L > fzal $1.00 Buy
AUSTIN, TX Local . L J [za] $1.00 Buy
AUSTIN, TX ) Lood) A" (=) [aa] $1.00 Buy
AUSTIN, TX ) bpce L = [zl $1.00 Buy
AUSTIN, TX Loca L ® () $1.00 Buy
AUSTIN, TX Lot L » zal $1.00 Buy

@® Once you have a phone number, note it down as you’ll need it to configure your data
source later on.
@® You'll need to grab your API credentials from your Twilio Account settings page.

Account
Subaccounts

Switch Accounts

Logout

@ Pick your ACCOUNT SIDand AUTH TOKENfrom the API Credentialssection.
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API| Credentials

n

edentials

more about RES

Click thls button to show
your Auth Token

@® Go back to your Data source settings page on your deployment
@® Click onthe drop down icon on the right as shown

DETERL T

FrontlineSMS v

SMSSync v

@® Enter the following details, which you got earlier from your Twilio Account
O From:Enter the phone number you will use to receive SMS messages from your
twilio account
O ACCOUNT SID:Enter the unique ID of your twilio account
O AUTH TOKEN:Enter the Auth Token retrieved from your twilio settings page.
O SMS Auto Response:This will likely be the message sent back to users who
send you SMS Messages.
@ Click on Save and this data source’s settings will be saved. Unstructured posts from
SMS will now be pulled into the platform from Twilio.
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Twilio A

You need to configure this data source before you can enable it.

PHONE NUMBER *

The from phone number. A Twilio phone number enabled for the type of message you wish to send.

CCOUNTSID =

The unique id of the Account that sent this message.

bty

SAVE *—

@® To enable/disable the Twilio data source, simply click on the green toggle.

Twilio @ -

Accept survey submissions from this source Togg I e th I S * .

@ |If you'd like to edit your Twilio configuration, simply click on the drop down icon on the
right while on the data sources list pageand make your changes.

3.4.6 Twitter

This section allows you to configure twitter as a data source, and subsequently pull
unstructured posts from specific twitter hashtags.

For you to be able to pull tweets based on hashtags, you will need to set up your

ushahidi deployment as an application on twitter. To get started,
@® Click on the drop down icon on the right as shown

e Click on Create a new twitter application. This will redirect you to https://apps.twitter.com
e Sign into hitps://apps twitter comusing your twitter username and password

@® Click on “Create New App”
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https://apps.twitter.com/
https://dev.twitter.com/

Data Sources

Twilio

STEP 1: CREATE A NEW TWITTER APPLICATION

ICreate anew twitter application I

Create an application

Application Details

Name *
Description *

Website *

Callback URL

OAuth 1.0a

@ Fill in the application details
O Name - this can be your deployment/site name e.g Uchaguzi
O Description — this is your deployment/site description — what your deployment does
O Website — this is your deployment url/link i.e http://yourdeployment

O Callback url — Leave this blank.
O Agree to the terms and conditions then click on Create your twitter application

54



@ Once your application has been successfully created, you should now be able to access your
access keys and tokens. To do so, click on Keys and Access Tokensor Manage Keys and Access

Tuxpiper Test app

Details Settings Keys and Access Tokens Permissions

g For dev usage and spare queries
Xw 2

http://tuxpiper.com
Organization

Organization None

Organization website None

Application Settings

authenticate

Access level Read and write (modify app permissions)

Consumer Key (API Key) TS IAHRIRNRENE: (manage keys and access
tokens)

Callback URL None

@® You'll get redirected to a page where you can grab details needed to configure your Ushahidi

_(Ii%pll<o l(lngrp:_t(_ijgIé:_I_ONSUMER KEY,CONSUMER SECRET,ACCESS TOKEN,ACCESS

® You'll have to generate an ACCESS TOKENand ACCESS TOKEN SECRETby
clicking on Generate my access token and token secret. This may take a couple of
minutes, and your page will refresh with all the details you require.

@ Go back to your twitter configuration page on your deployment and fill in all the details
from your twitter app management page.

@ Add the hashtags you want to pull tweets from in the “Twitter Search Terms” section. You
can choose more than one hashtag, separated by a comma. It is recommended that

short and clear hashtags be chosen.

@® Click on Save and this data source’s settings will be saved. Unstructured posts from
twitter will now get pulled into the platform.
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Twitter -~

You need to configure this data source before you can enable it.

STEP 1: CREATE A NEW TWITTER APPLICATION

Create a new twitter application

STEP 2: GENERATE A CONSUMER KEY AND SECRET

Once you've created the application click on "Keys and Access Tokens".

Then click "Generate Consumer Key and Secret”.
Copy keys, tokens and secrets into the fields below.

CONSUMER KEY =

Add the consumer key from your Twitter app.

CONSUMER SECRET =

Add the consumer secret from your Twitter app.

ACCESS TOKEN =

Add the access token you generated for your Twitter app.

ACCESS TOKEN SECRET »

Add the access secret that you generated for your Twitter app.

TWITTER SEARCH TERMS  »

Add search terms separated with commas

L |
SAVE *"

@ To enable/disable the twitter data source, simply click on the green toggle.

@ |If you'd like to edit your twitter configuration, simply click on the drop down icon on the
right while on the data sources list pageand make your changes.

witter CliCk herel% x Options
Toggle this button edit

IRRRA




3.5 Categories

Categories are a way of grouping your posts based on their content across many different surveys.

To access the Categories configuration page,
@® On the left hand menu bar, click on Settings

March on City
Hall

Timeline

»
Activity ‘f

Reports and communication
o about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

@® Then, click on Categories.

Q March on City Hall »
Ma

P . General

Settlngs Change your deployment’s name, description, logo, and other details.
L=
L
Timeline
Surveys

W Create and configure the surveys your deployment collects.

Activity

Data sources

tings Configure email, SMS, and social media channels that help your deployment collect survey data

Import
Upload survey data to your deployment from a CSV file.

Users
Create and manage the people that contribute to your deployment

Roles

Plan

Your deployment's current plan is Responder.

@® You'll be redirected to a page where you can manage categories on your deployment

3.5.1 Adding Categories

Your deployment come with pre installed/set-up categories. If yoy need to create additional

categories, follow the next steps.

Create and manage the type of permissions your users have on your deployment

Categories *—
Create and manage the categories people can put posts into for improved organization.
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To create a new category,
® Click

@® Add the following details
O Category Name: Give your category a name that will appear on your
homepage and when users are creating new posts.
Description: You can provide a brief description of what kind of information
you will fall under this category
Color:You can select a color to help visually separate categories from each other.
Roles:You can opt to set your category as visible to specific user roles on your
deployment here. This list is populated based on custom roles created. More on Roles
in section 4.1of this manual

@® Click on Saveto create one.

0O O

.

= AddCategory

3.5.2 Editing Categories

To edit a category,
@ Click on the desired category from the category list page

Categories
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@ You'll get redirected to the Edit Categorypage, where you should be able to add/edit details
as described in_section 3 5 1above.

Edit Category

[ Sample Category Save when
done

&— Edit category details as desired

Delete this category

If you delete this category,

@ DELETE CATEGORY

@® When done, click on Save,and your changes will reflect shortly.

3.5.3 Deleting Categories

You can delete one or multiple categories at a time.
To delete a category,
@ From the category list page,
O Tick the checkbox on the left, adjacent to the category/categories you would

like to delete from the category list page

O This action will activate the previously inactive Deletebutton on top left hand
corner of the page. Click on this button to initiate deletion.

0 ¢
Categories Q.a

@® From the category edit page,
O Cli elete Categorybutton

||||||||||||||||||| vy,

@ DELETE CATEGORY
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@ A black pop up box will appear on the top of the page, prompting you to confirm whether

you would like to delete the category/categories
O Click on OKto delete your category/categories
O If you'd like to cancel the category deletion process, click on Dismiss

Are you sure you want to delete 1 categories?

DISMISS
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3.6 Actors

Actors are an entity in your posts, givind additional information in the report, inside the survey depends
on the categories selected.

To access the Actors configuration page,
@® On the left hand menu bar, click on Settings

me March on City
Hall

Timeline

S
Activity ( |

Reports and communication
a about the protest march
Wednesday, Aug.19 to City
Hall.

SEES

@® Then, click on Actores.
MONITOR

Captura y visualizacién de
eventos

General
iy TR

Formularios

Crear y configurar las colecciones de los surveys de su despliegue

Fuentes de datos

Configurar emall, SMS, y canales de medios sociales que ayuden a su despliegue a tener contenido.

Importar

Subir datos de survey para su despliegue desde un fichero CSV.

Export data

Export all of your data as a CSV file or choose custom fields to export

Usuarios

Crear y gestionar la gente que contribuye a su despliegue
Roles

Crear y gest It ? Jsuarios tienen en s

Categorias
Crear y gestionar las categorias en las que lo:

Actores
Crear y gestiona

Fuentes

Crear y gestionar las fuen

‘Webhooks

Create webhooks that send Ushahidi Platform data to external applications when specific events are triggered

@® You'll be redirected to a page where you can manage Actors on your deployment

3.6.1 Adding Actors

Your deployment come with pre installed/set-up Actors. If you need to create additional
Actors follow the next steps.



To create a new actor,
@® Click on the Add Actor icon as shown below

MONITOR
Configuracién

Actores

Bandas emergentes

La empresa de Buenaventura

Guerrillas

@® Add the following details
O Actor Name: Give your actor a name that will appear when users are creating
new posts.
O Description: You can provide a brief description of what kind of information
you will fall under this actor
O Parent: You can choose from a list of actors already created, if the actual actor
is a child of one of them.
O Roles:You can opt to set your actor as visible to specific user roles on your deployment
here. This list is populated based on custom roles created. More on Roles
in Section 4.1of this manual
@® Click on GUARDAR to create one.

CANCELAR GUARDAR

Descripcion

Este actor es parte de Nada v

Quién puede ver esto?

¥ O Todos

. Roles especificos.

3.6.2 Editing Actors

To edit an Actor,
@® Click on the desired actor from the actor list page

Actores

Bandas emergentes

La empresa de Buenaventura _

Guerrillas
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@ You'll get redirected to the Edit Actor page, where you should be able to add/edit details
as described in section 3.6.1above.



CANCELAR GUARDAR

Bandas emergentes

Descripcion

¢Quién puede ver esto?

@ Todos

¥ 2 Roles especificos...

@® When done, click on Save,and your changes will reflect shortly.

3.6.3 Deleting Actors

To delete an actor,
@® From the actor list page,

O Tick the checkbox on the left, adjacent to the actor/actors you would like to
delete from the actor list page

O This action will activate the previously inactive Delete button on top left hand
corner of the page. Click on this button to initiate deletion.
O Click on trash button on the right of each actor listed to delete the actor.

MONITOR
Cor ac

1 seleccionados DESELECCIONAR  SELECCIONAR TODO

(1]

Bandas emergentes

La empresa de Buenaventura

Guerrillas @

ELN

O EPL

E)

E)

E}
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@® A black pop up box will appear on the top of the page, prompting you to confirm whether

you would like to delete the actor/actors
O Click on BORRAR to delete your actor/actors
O If you'd like to cancel the actor deletion process, click on CANCEL

Seguro de que desea borrar 1
actores?

Eliminar estos actores los borrard de los reportes existentes. Esto no se
puede deshacer.

CANCEL il BORRAR
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3.7 Sources(Fuentes)

Sources are an entity in your posts, you can select in their respective fields to give additional information
to the report.

To access the Sources configuration page,
@® On the left hand menu bar, click on Settings

me March on City
Hall

Timeline

S
Activity ( |

Reports and communication
a about the protest march
Wednesday, Aug.19 to City
Hall.

SEES

@® Then, click on Fuentes.
MONITOR

Captura y visualizacién de
eventos

General
iy TR
Formularios

Crear y configurar las colecciones de los surveys de su despliegue

Fuentes de datos

Configurar emall, SMS, y canales de medios sociales que ayuden a su despliegue a tener contenido.

Importar

Subir datos de survey para su despliegue desde un fichero CSV.

Export data

Export all of your data as a CSV file or choose custom fields to export

Usuarios

Crear y gestionar la gente que contribuye a su despliegue
Roles

Crear y gest It " Jsuarios tienen en s

Categorias
Crear y gestionar las cotegorias en las que lo:

Actores
Crear y gestionar lo:

Fuentes

Crear y gestion

‘Webhooks

Create webhooks that send Ushahidi Platform data to external applications when specific events are triggered

@® You'll be redirected to a page where you can manage Sources on your deployment

3.7.1 Adding Sources

Your deployment come with pre installed/set-up Sources. If you need to create additional
Sources follow the next steps.
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To create a new actor,
@® Click on the Add Source icon as shown below

Agencia UN

ACNUR

=]

BANCO MUNDIAL

E)

CEPAR

E)

@® Add the following details

O Source Name: Give your source a name that will appear in the respective list
when users are creating new posts.

O Description: You can provide a brief description of what kind of information
you will fall under this source

O Parent: You can choose from a list of sources already created, if the actual
source is a child of one of them.

O Roles:You can opt to set your source as visible to specific user roles on your deployment

here. This list is populated based on custom roles created. More on Roles
in'secfion 4.1of this manual

@® Click on GUARDAR to create one.
CANCELAR

Fuente

Descripcion

Esta fuente es parte de Nada

:Quién puede ver esto?

¥ G Todos

2 Roles especificos...

3.7.2 Editing Sources

To edit a source,
@ Click on the desired source from the source list page

Agencia UN

acnur (R

BANCO MUNDIAL

E)

E)

CEPAR

E)
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@ You'll get redirected to the Edit Source page, where you should be able to add/edit details
as described in section 3.7.1above.

CANCELAR GUARDAR

Agencia UN I

Descripcion

;Quién puede ver esto?

@ Todos

¥ & Roles especificos...

@® When done, click on Save,and your changes will reflect shortly.

3.7.3 Deleting Sources

To delete a source,
@® From the source list page,
O Tick the checkbox on the left, adjacent to the source/sources you would like to

delete from the source list page

O This action will activate the previously inactive Delete button on top left hand
corner of the page. Click on this button to initiate deletion.

O Or, click on the trash button at the right of each source listed to delete the
source.

Fuentes 1 seleccionados DESELECCIONAR  SELECCIONAR TODO

("]

Agencia UN

Q ACNUR

BANCO MUNDIAL

CEPAR @

=]

=]
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@® A black pop up box will appear on the top of the page, prompting you to confirm whether

you would like to delete the source/sources
O Click on BORRAR to delete your source/sources
O If you'd like to cancel the source deletion process, click on CANCEL

Seguro de que desea borrar 1
fuentes?

Eliminar estas fuentes las borrard de los reportes existentes. Esto no se
puede deshacer.

CANCEL i BORRAR
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4. Managing People on your deployment

In some cases, we've seen large groups of people teaming up to work on managing data on
Ushahidi deployments. This section describes how to create and manage custom roles and
users on your deployment.

4.1 Roles

This feature allows you to set up and manage default and custom roles and permissions for different user
groups on your deployment. Each deployment has a default “Admin” role,which cannot be deleted,
but can be edited. This default “Admin” role allows for full control over ALL functionality on
your deployment.
To access the roles management page,

@® On the left hand menu bar, click on Settings

,ffﬂ March on City
Hall

Timeline

W
Activity (f

o Reports and communication

about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

@® Then, click on Roles

March on City Hal

. era
Settings Chanee vour cenkivwnents wie descabaice, oo, wnd s st

Categories

@® You'll be redirected to a page with a list of all existing roles - default & custom roles
(created by admins if any exist).

69



4.1.1 Add Role

To add a custom user role,
@® Click on the yellow Add icon

@ Add the following details
O Name:Provide a name for this new custom role
O Description:Provide a brief description of what/who this custom role has
been created for
O Set your permissions.Below is a brief breakdown of what permissions get
granted to users on selecting the options provided.
B Manage Users:Allows for

® Viewing Users
@ Adding, Editing, Deleting Users

@® and Changing roles for Users
B Manage Posts:Allows for

@® Viewing posts

@ Editing and Deleting Posts

@® Publishing posts (Setting specific audiences to view )
@® Adding posts to collections

@ Creating new collections
B Manage Settings:Allows for managing
General Settings

Map Settings

Data Sources

Surveys

Categories

B Bulk Data import:Allows for upload of data via CSV files
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@® Click on Save.
See the illustration below

P o |
Add Role |
< Give your role a name
Save
when
<« Give a brief description done

of the role

Set the permissions you would like to
grant this custom role

4.1.2 Edit Role

To edit arole
@® Click on arole from the list provided to you.

G

Admin
Manager edited
Data collector

Field activity manager

Custom role *— Click here

e On redirection to the edit page, make your desired changes to the role (i.e fill out
details as directed in theAdd Rolesection)
@® Click on Save to update the role.

Edit Role

Custom role

Save when
R done
S editing

Delete this role

1f you delete this role. all of the users assigned to it wil be assigne
default permissions. Proceed w

@ DELETE THIS ROLE




4.1.3 Delete Role

To delete a role
@ Click on a role from the Roles management list page
o | i .
CANCEL m

Edit Role

Delete this role

If you delete thi
default permis

@ A black pop up box will appear on the top of the page, prompting you to confirm whether

you would like to delete the custom role. If
O You would like to proceed with deletion, click on OK.
o " : . ,

Are you sure you want to delete the role Custom role?

DISMISS
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4.2 Users

To access the User management page,
, click on Settings

Hall

o Reports and communication

about the protest march
Wednesday, Aug.19 to City
Hall.

Settings

Q March on City Hall »

Ma
P General

.
Settl ngS Change your deployment's name, description, logo, and other details.
uz
[
Timeline

Surveys
Create and configure the surveys your deployment collects.

Data sources

Configure email, SMS, and social media channels that help your deployment collect survey data

Import
Upload survey data to your deployment from a CSV file.

Users
Create and mahage the people that contribute to your deployment

Roles

Create and manage the type of permissions your users have on your deployment

Categories

Create and manage the categories people can put posts into for improved organization.

Plan
Your deployment's current plan is Responder.

@® You'll be redirected to a page with a list of all existing users on your deployment
@ |If you are an ushahidi.io user, you should see the the user you created on set up listed on this

page. If you are an ushahidi open source user, every installation comes with a
default username: adminand password: admin
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From here, you can search for users either by name or by custom role

Administrator
ﬂ Angela Oduor Lungati

i, Jess

‘ Mentalacrobatics

W) Shadrock

n Testing sign up

S

ROLES

Admin Manager edited

Data collector Field activity manager

Custom role Test

CANCEL APPLY FILTERS *—
[', Jess
admin

4.2.1 Adding new users

To add a new user,

Filters v 2 Export

Administrator
[
ﬂ Angela Oduor Lungati
L" Jess

. Jessica Shorland

9' Mentalacrobatics

ﬂ Shadrock
SR Data collector

Testing sign up
ALLTHE THINGS

Fill out the details below
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CANCEL

Add User

¢
anager edited ‘
ctor

Field activity manager

Custom role

Display Name:This is the name that will be displayed

@)
O Email address: This is the email address that will be tied to this new user’s
account, and will be used to log in.

@)

Password: Set a strong and secure password for your new user. Each
password must have at least 7 characters
O Role: Choose the level of administration access you would like this user to have
@® Click on Save to create one.

4.2.2 Editing users

To edit a user,
@ Click on the user you intend to edit from the user list page

Q Search Filters [Z Export

Administrator

&
Admin

ﬂ Angela Oduor Lungati
Admin

[, Jess
Admin

. Jessica Shorland
Admin

& Mentalacrobatics
Admi

H Sample User
Admin

@ Shadrock
@BK  Data collector
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@® You should be able to edit the user’s display name, email address, password and
user role from this page.
@® Click on save when done.

CANCEL SAVE

Edit User

Testing sign up

test@ushahidi.com

o If you'd like to update the user

password, click her

Role: Manager edited v

Delete user

If you delete this user, posts created by this user will no longer have
author information, This cannot be undone. Proceed with caution

U DELETE USER

4.2.3 Changing User roles

You can change multiple users’ roles at once from the user management page.
@® Tick the checkbox on the left, adjacent to the user(s) whose role you would like to
change from the user list page

Q Search Filters v [Z Export

zo»d DFSFLECT  SELECT ALL

Change Role ¥ ]

% Administrator
Admin

L4 Angela Oduor Lungati
Adenir

[" Jess

Admin

- Jessica Shorland
Admin

g‘ Mentalacrobatics
Admir

n Sample User
Admin

ﬁ Shadrock
B

Data collector

Testing sign up
Manager edited
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@ This action will activate the previously inactive Change Role dropdown button on
the top menu bar.

@® Click on this dropdown and select the role you would like to assign your users to.
Ve D A

Change Role &

Admin

Manager edited
Data collector
Field activity manager

Custom role

R Adnin

@ A pop up box will appear, prompting you to confirm whether you would like to change
the roles of your user(s)

Are you sure you want to change the role of 1 users to Manager edited?

O Click on OKto change your user(s) role
O If you'd like to cancel the role change process, click on Cancel

4.2.4 Deleting users

Similarly, you can delete multiple users at once from the user management page, or from the
individual user edit page.
To delete a user
@ From the individual user edit page
O Click on the user you intend to edit from the user list page

ﬁ Shadrock
S8R Data collecto

O Click on Delete User
O A black pop up box will appear on the top of the page, prompting you to

confirm whether you would like to delete your user
B Click on OKto delete your user(s)
B If you'd like to cancel the user deletion process, click on Dismiss

e



Edit User

Testing sign up

Delete user

If you delete this user
author information. Tt

Are you sure you want to delete this user?

CANCEL o DELETE

@® From the User management page

@ DELETE USER *—

CANCEL SAVE

O Tick the checkbox on the left, adjacent to the user(s) you would like to delete from

the user list page
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Q Search ilters. [2 Export

Q,ui DESELECT__SFLFCT ALL

Change Role v I}

% Administrator
Admir

s ﬂ Angela Oduor Lungati
Admir

E‘l Jess

Admi

- Jessica Shorland
Admin

s' Mentalacrobatics

n Sample User
Admir

ﬁ Shadrock
@ Data collector

f Testing sign up
Manager edited

O This action will activate the previously inactive Deletebutton on the top menu
bar. Click on it to initiate the deletion process

O A pop up box will appear, prompting you to confirm whether you would like to

Are you sure you want to delete 1 users?

CANCEL o DELETE

B Click on DELETEto delete your user(s)
B If you'd like to cancel the user deletion process, click on Cancel
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5. Managing Data in your deployment

A post is a report of a single instance of something in the deployment. It can be made up of
many fields, such as Title, Description, Date, Links, and/or location. Ushahidi allows for
collection of posts via

SMS:These can be configured to come in via SMSSync, FrontlineSMS, Nexmo and Twilio.
Twitter:You can pull our tweets based on specific hashtags, search terms, and/or
directly from specific accounts.

Email:You can configure your deployment to receive post from an email address
NB: You can configure SMS, Twitter and Email as data sources as described-in-Section 3.40f this manual

Web(your deployment page online):Since Ushahidi is responsive, you can add a post from
the web app from any device that can access the internet (a computer, tablet, or mobile phone).
Smartphone apps:Our native applications on Android and iOS are still a work in
progress at the moment.

This chapter will describe how to manage data coming in from these different sources

5.1 Viewing Posts

Posts on your deployment can be categorised into two:-

Structured:Incoming posts from the web platform and smartphone applications are
classified as structured posts, since they adhere to the structure of surveys created on
your deployment.

Unknown:Incoming messages from SMS, Twitter and Email are classified as unknown
posts, since they do not adhere to the structure of surveys created on your deployment.
This means that these messages come in their raw form, and have to be manually
structured by admins/anyone with permissions to edit posts, to fit into the structure of
your survey. E.g an SMS message “Hello, my name is Angela” will need to be broken
down into a title, a description, properly categorised etc.

By default, every deployment has a set of four featured Saved Searches(read more in seetion7-26f—
this manual) from which you can view posts on your deployment, on the top menu bar.

These include:-

All posts:Lists all posts(structured and unstructured) that have come into your deployment
Published Posts:Lists all posts that have been made public on your deployment(i.e
can be viewed by registered/non registered users on your deployment.

Unknown Posts:Lists all messages received from SMS, Email and Twitter
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* Filters v

deployment

Internal testing for Ushahidi

Basic Post 5

Q Search Filters «

All posts
Published posts
Unstructured posts

My posts

+ CREATE NEW
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QA

deployment

Internal for Ushahidi

Basic Post

Sample Post
Type

Water shortage

Jess's special
posts

Timeline

M

Activity

e

Settings

@ Post visibility Status: You can tell if a post is public or only visible to a specific audience

From this post list page, you should be able to see the following:-

Q Search * Filters v

Christchurch chosen for 100RC!

February 18, 2016 via Web (©

Three years ago, Christchurch experienced a sequence of earthquakes, which

included an a

tershock that produced the highest peak ground accelerations on
ad a devastating effect on reside

ad. Hundreds of commercial buildi

record. The initial earth

by liquefaction and lates
and thousands of homes w

e rebuilt. Extensive damage was caused to schools and

hospitals, and essential infrastructure. Yet, the city was able to re-establish essential
functions quickly. The economy did not suffer as would be expected, due to the well-

planned location of revenue-generating activities. The aftershocks continue today

Byblos chosen for 100RC!
February 18, 2016 via Web )

Renowned for being the oldest continuously inhabited city in the world, Byblos has
withstood various environmental and security shocks over the past 8,000 years. But
the city remail
together pe:
urbanization, and protecting Byblos

a role model of coexistence, with people of different religions living

Much of Byblos struggles with floods, storms, and rapid

Bristol chosen for 100RC!

February 18, 2016 via Web 10

Bristol is the United Kingdom

Boulder chosen for 100RC!

February 18, 2016 via Web )

Boulder has a long history of innovation in sustainability and climate change. They

were the first community to tax itself for the preservation of open space, the first to
implement mandatory green building requirement, and the first to establish a carbon
tax. But resilience and adaptation remain real chal

Boulder is v

the Colorado community recovers from historic flooding - just three
experiencing the state

QA

deployment

Internal testing for Ushahidi

ic Post

Sample Post
Type

Water shortage

Jess's special
posts
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4 MONTHS AGO

L) Christchurch chosen for 100RC! P u bl i C

February 18, 2016 via Weli @

Three years ago, Christchurch experienced a sequence of earthquakes, which
included an aftershock that produced the highest peak ground accelerations on
record. The initial earthquake had a devastating effect on residential suburbs affected
by liquefaction and lateral spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive damage was caused to schools and
hospitals, and essential infrastructure. Yet, the city was able to re-establish essential
functions quickly. The economy did not suffer as would be expected, due to the well-
planned location of revenue-generating activities. The aftershocks continue today

) Byblos chosen for 100RC! Visible to Select
February 18, 2016 via Wel .
audience

Renowned for being the oldest continuously inhabited city in the world, Byblos has
withstood various environmental and security shocks over the past 8,000 years. But
the city remains a role model of coexistence, with people of different religions living
together peacefully. Much of Byblos struggles with floods, storms, and rapid
urbanization, and protecting Byblos

@® Post source (is it from the Web, SMS, Email or Twitter?).
O Structured postsvia web/smartphones will have their respective source label on them.

L) Christchurch chosen for 100RC!
February 18, 201

Three years ago, Christchurch experienced a sequence of earthquakes, which
included an aftershock that produced the highest peak ground accelerations on
record. The initial earthquake had a devastating effect on residential suburbs affected
by liquefaction and lateral spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive damage was caused to schools and
hospitals, and essential infrastructure. Yet, the city was able to re-establish essential
functions quickly. The economy did not suffer as would be expected, due to the well-
planned location of revenue-generating activities. The aftershocks continue today

O Unstructured postswill have a label denoting their source, as seen below
with this sample SMS message
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Q Search * Filters [2 Export

4 DAYS AGO

#1OT and the cold chain case study #ICT4AD2014
https:/t.co/F3VLBqw8gH

June 10, 2016 via Twitter 0

#10T and the cold chain case study @Cisco #ICT4D2016 hitps:/t.co/F3VLBgwiqgH

5 DAYS AGO

@ Date and timethe post was submitted
@® Post description

@® If you're an admin/your user role permits, you'll should also see a small dropdown icon
on the right hand corner of every post.

| Christchurch chosen for 100RC! %

February 18, 2016 via Web (©

Three years ago, Christchurch experienced a sequence of earthquakes, which
included an aftershock that produced the highest peak ground accelerations on
record. The initial earthquake had a devastating effect on residential suburbs affected
by liquefaction and lateral spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive damage was caused to schools and
hospitals, and essential infrastructure. Yet, the city was able to re-establish essential
functions quickly. The economy did not suffer as would be expected, due to the well-
planned location of revenue-generating activities. The aftershocks continue today

Clicking on it presents you with options to:-

O Edit your post
o Add your post to a collection(more on collections in Section 7.3of this manual)

O Delete your post

A
#"  Ediigm—
of i1 Add to Collection«s
gre W Deletedm

ON i voruvriviur s s

@ A search filter that allows you to filter reports by surveys, categories, who posts are
visible to, date range, location, or user determined parameters
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Q Search * Filters «

Filters &

SURVEYS #| Basic Post «#| Sample Post Type

CATEGORIES Fire in building Mumps v

WHO IT'S ®) Everyone Admin v

VISIBLE TO
hqu

DATE _ _ 1acc

RANGE a7} TO B lent
1erc
lam:
city

LOCATION ithi A

< o within1km ¢ for :

iting

CANCEL APPLY FILTERS

You can view individual report details by clicking on the Post Title link, which will redirect you
to a page with additional details on categories, tasks completed/not completed for this post.

L1 Christchurch chosen for 100RC! *‘

February 18, 2016 via Web (®

Three years ago, Christchurch experienced a sequence of earthquakes, which
included an aftershock that produced the highest peak ground accelerations on
record. The initial earthquake had a devastating effect on residential suburbs
affected by liquefaction and lateral spread. Hundreds of commercial buildings were
demolished and thousands of homes were rebuilt. Extensive damage was caused
to schools and hospitals, and essential infrastructure. Yet, the city was able to re-
establish essential functions quickly. The economy did not suffer as would be
expected, due to the well-planned location of revenue-generating activities. The
aftershocks continue today

You can also opt to do the following from the individual report page.



@ Edit the post
@ Add the post to a collection
@ Delete the post

Christchurch chosen for 100RC! @
) #  Edit
H Angela Oduor Lungati 11 minutes ago via Web @ B Add to Collection

tructure Approval
Steps

The,rLeago, Christchurch experienced a sequence of earthquakes, which included an aftershock
that produced the highest peak ground accelerations on record. The initial earthquake had a
devastating effect on residential suburbs affected by liquefaction and lateral spread. Hundreds of
commercial buildings were demolished and thousands of homes were rebuilt. Extensive damage was
caused to schools and hospitals, and essential infrastructure. Yet, the city was able to re-establish
essential functions quickly. The economy did not suffer as would be expected, due to the well-
planned location of revenue-generating activities. The aftershocks continue today

U Delete

CATEGORIES
test
LOCATION
\ & P Sty R
+ | W >s, ; s,
{ ) \ % 5
o | \\ ‘/‘\’n';q 3 River
"~ N ,13"\ Kirinyaga Road.
\
A A %
| River Road ",
4, S S oL Roac o PR
%, © g ‘ X
Bay \ > AIROBI
3 % Ko %,
3 z C %, 4, S
= 3 = N ‘5.",% Y g
2 e o7
0eSSion,, [H] § -~ X S
Yay z \\\ s PP 2
O A %
s o e %
tage *'*’vsﬁ:‘,.,,,“ \ r/‘*'w\ 2 d%‘vi:
e % 5
\\ o8
m N e
Map data © OpenStreetMap contributors, Imagery © MapQuest

Please note that information displayed to users on each of these pages is dependent on permissions granted

to registered/non registered users by the deployment administrator e.gPublished posts,Unstructured posts
and My posts, and menu bars allowing for editing and deletionare only visible to logged in users with

necessary granted permissions( See more on Rotesin-Section 4.10f this manual)

5.2 Adding Posts

Registered/non registered users can create posts using the same process described
below. For descriptive purposes, the post below has three tasks. To create a post,

@ Click on the yellow add icon as shown below on your homepage.lfyou’re viewing any
other page on this deployment, this ison will appear on the top left hand corner, just as

on the homepage.
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QA Q Search
deployment

Internal testing for Ushahidi

Basic Post 5

Sample Post o
Type

Water shortage

Jess's special
posts

@® In the event that you have multiple surveys on your deployment, you'll have to
choose the survey from a list of all surveys available on your deployment.

4/ Ssurvey

‘ . | Queen o

O e

o
O

Jess's special posts k

@® The survey chosen determines which fields will be filled out in each task(if multiple
tasks exist). Make sure to fill out all fields with a red asterisk beside them in each task.
You will not be able to save or publish your post before these fields are filled out.



You can publish to specific audiences

oot~ <fm— from here
Toggle between
*—"
I3 ) C JL ] tasks

i il DQ— Activates when all
required fields in this task

are filled

Enter a location name and search, if
you don't know where to place the
marker

SEARCH

AFRICA

@® Once you’re done filling all required fields in a task, make sure to Mark as complete.
You'll notice that this option is disabled until all required fields in the task are complete.
You should also note that you won’t be able to save the post if there are required tasks

that have not been marked as complete.
CANCEL m

Activates when all

D required fields in this

task are filled
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oo [

D Activates when all required
fields in this task are filled

@ If you're an admin, you should be able to set permissions on who will be able to view this post.
The Just you can see this dropdown has a list of all custom roles created on your
deployment to choose from, as well as the option to leave the post viewable by just
you. Setting this option to “Everyone” will publish your post.

@® When you're done adding content and completing tasks that are required, click on Save.

O If you're a non registered user or a user without publish permissions, your post
will be submitted to the deployment’s admin for review before publishing.
CANCEL m

CC )< Nooption to publish

B Post

CLEAR

5.3 Editing Posts

The post editing function is only available to admins or registered users with adequate permissions.

This means that non registered users cannot edit posts.
This feature is particularly useful when creating posts out of unstructured posts (messages
from SMS, Email, Twitter)
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To edit a post,

@® Click on Editfrom:-
O The Posts List page

Christchurch chosen for 100RC!
ﬂ Angela Oduor Lungati 2 hours ago via Web @

Three years ago, Christchurch experienced a sequence of earthquakes, which inclui

produced the highest peak ground accelerations on record. The initial earthquake b @  Delete

on residential suburbs affected by liquefaction and lateral spread. Hundreds of com -
demolished and thousands of homes were rebuilt. Extensive damage was caused to schools and hospitals,
and essential infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy
did not suffer as would be expected, due to the well-planned location of revenue-generating activities. The
aftershocks continue today

O An individual post’s view page

Christchurch chosen for 100RC!

ﬂ Angela Oduor Lungati 2 hours ago via Web @

T Delete

Structure Approva

Three years ago, Christchurch experienced a sequence of earthquakes, which included an aftershock that
produced the highest peak ground accelerations on record. The initial earthquake had a devastating effect on
residential suburbs affected by liquefaction and lateral spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive damage was caused to schools and hospitals, and essential
infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy did not suffer as
would be expected, due to the well-planned location of revenue-generating activities. The aftershocks continue
today

@ This will take you to the post creation page, where you’ll be able to edit any of the content.

Basic Post

P th a location

Christchurch chosen for 100RC!

February 18 aWeb B
Everyone can see this v
B Post [ 13
Mark as Complete ®
DESCRIPTION
Thr ago, Christchurch experienced a sequence of

ear which included ar

produced the highest peak
record. The initial earthqual

residential s ted by liquefac

spread. Huny

# Sample Category

Test C

Leaflet | Map data © OpensStreetMap contributors,
Imagery © MapQuest

Click the map to place a marker
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@® When done making changes, click on Save.

5.4 Publishing Posts

The ability to publish posts is only available to admins or registered users with adequate
permissions. This means that non registered users cannot publish posts. Posts submitted by
non registered users have to be moderated.

To publish a post,
([ ) ' k on

@® Select the audience you would like to publish this post to. You can choose to leave it
viewable by just you, or to custom roles as defined on your deployment. Selecting
Everyone sets this post as viewable to the entire public.

e
Basic Post

Bopost

¢ Select your audience

@ Then, click on Save.
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5.5 Deleting Posts

The ability to delete posts is only available to admins or registered users with adequate permissions.
This means that non registered users cannot delete posts.

You can select multiple posts to delete at a time from the post list page, or delete individual posts
from the list page, or individual post view page .
To delete

@® An individual post from
O The Post list page, click on the dropdown as shown below. Then, click on Delete

Bl Angela Oduor Lungati 2 hours ago via Web & & Edit

Three years ago, Christchurch experienced a sequence of earthquakes, which included e ddtgSllection
an aftershock that produced the highest peak ground accelerations on record. The initial
earthquake had a devastating effect on residential suburbs affected by liquefaction and

lateral spread. Hundreds of commercial buildings were demolished and thousands of

homes were rebuilt. Extensive damage was caused to schools and hospitals, and

essential infrastructure. Yet, the city was able to re-establish essential functions quickly.

The economy did not suffer as would be expected, due to the well-planned location of

revenue-generating activities. The aftershocks continue today

O The Post edit page, click on the dropdown as shown below, Then, click on Delete

Christchurch chosen for 100RC! ”
# Edit

B Angela Oduor Lungati 2 hours ago via Web &
22 _Add to Collection

Structure

Three years ago, Christchurch experienced a sequence of earthquakes, which included
an aftershock that produced the highest peak ground accelerations on record. The initial
earthquake had a devastating effect on residential suburbs affected by liquefaction and
lateral spread. Hundreds of commercial buildings were demolished and thousands of
homes were rebuilt. Extensive damage was caused to schools and hospitals, and
essential infrastructure. Yet, the city was able to re-establish essential functions quickly
The economy did not suffer as would be expected, due to the well-planned location of
revenue-generating activities. The aftershocks continue today

CATEGORIES

test

LOCATION

+
- o \ . B R
s o
g gukoal, .
o2 R
wi,, () 3 ™
H] Map data © OpenStreetMap contributors, Imagery © MapQuest

A pop up box will appear on the top of the page, prompting you to confirm whether you

would like to delete your post(s)
O Click on Deleteto delete your post(s)
O If you'd like to cancel the post deletion process, click on Cancel
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Are you sure you want to delete this post?

CANCEL W DELETE

@ Multiple posts from the post lists page

* All posts
All posts

o
# EDIT

Basic Post

Sample Post
Type

O This action will activate the previously inactive Deletebutton on the grey menu
bar. Click on it to initiate the deletion process

O A black pop up box will appear on the top of the page, prompting you to
confirm whether you would like to delete your post(s)

Are you sure you want to delete 4 posts?

CANCEL W DELETE

B Click on Deleteto delete your post(s)
B If you'd like to cancel the post deletion process, click on Cancel
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5.6 Importing Data

The Data Importfeature allows you to import posts into the platform. It is particularly useful in
cases where:-

@® You need to upload posts in bulk

@® You need to upload posts that people can’t send to you via email/phone but have the
data available in CSV format

@ (In future) You are transferring data from one platform to another

To import a CSV File,
, click on Settings

March on City
Hall

Timeline

M
RA

Q Reports and communication
about the protest march
Wednesday, Aug.19 to City

Settings

Q March on City Hall »

M;
A General

.
Setti ngs Change your deployment's name, description, logo, and other details.
us
az
Timeline
Surveys
Create and configure the surveys your deployment collects.

Data sources
Settings Configure email, SMS, and social media channels that help your deployment collect survey data.

Import
Upload survey data to your deployment from a CSV file.

Users
Create and manage the people that contribute to your deployment.

Roles

Create and manage the type of permissions your users have on your deployment

Categories

Create and manage the categories people can put posts into for improved organization.

Plan

Your deployment's current plan is Responder.



@® You'll get redirected to the import page, as shown below.

CHOOSE FILE

Ccsv

Import the data from a CSV spreadsheet into your deployment as posts
belonging to a specific survey

« Thesize for a single file is limited to 10 MB

« Al requi ey fields mus
CSV. For e, if the field
be mapped to a CSV column y
a value set

ted value set in the
hen the field must

re all row that column have

e hic locations should be included as separate latitude and
longitude columns in your CSV

Import to which survey? | Select Survey

SV FILE

Choose File,! No file chosen

@ Select a survey you'd like to match the data you’re uploading to. This field is populated

with a list of all existing surveys on your deployment.
@® Choose the CSV file you would like to upload. Make sure that
O You are uploading a file in CSV format. Any other file formats are not accepted

O Your CSV file size does not exceed 2MB

O Your CSV file has Column headers( these will be useful when mapping your
CSV column to the survey fields)

O Geographic location information is separated into two columns; one for Latitude
and the other for Longitude.

See below for a sample CSV file ,
Title Description Categories Latitude Longitude
Here is one more test This is a test post for CSV Uploads Fire reports -7.007139,110.399578 -7.007139

@® Click on Import CSV.
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CHOOSE FILE

csv

Import the data from a CSV spreadsheet into your deployment as posts
belonging to a specific survey

+ The size for a single file is limited to 10 MB

+ All required survey fields must have an associated value set in the
CSV. For example, if the field title is required then the field must
be mapped to a CSV column where all rows of that column have
a value set

+ Geographic locations should be included as separate latitude and
your CSV

longitude column

Import to which survey? | Basic Post Q

CSV FILE

Choose File -«l»tv*— Select a CSV ﬁle

Select a post type

mrorrcsv| =— Click here when done

@® On successful file upload, you'll need to assign your CSV Columns to post fields, as
illustrated below.

CHOOSE FILE ORGANIZE DATA

Import

Assign CSV columns to post fields

ASSIGN CSV COLUMNS TO POST FIELDS

Each of the column names from your CSV file are listed below. Choose
the Sample Post Type field that you'd like each column to be imported
to.

« Fields marked with a [*] are required and must be assigned a
value.

 Don't import
Title
Description

s Select a

survey field
to match
your CSV

column to
- \These are the columns in your

Description
Categories Don't import

Don't import

CSV file

' Click here when
d
one

CANCEL IMPORT FINISH IMPORT

Click on Finish Import.
If successfully uploaded, You'll be redirected to the All postspage, with your newly
uploaded posts added to the list of previously existing posts.

@ To publish your newly imported posts, make sure to mark the any tasks that are
required complete on each individual post as listed.



5.7 Exporting Data

The platform now allows for data export, enabling you to download posts from the platform in CSV
format. You can download posts from your map mode, timeline mode, saved searchesand collections

you have access to, or based on custom criteria searctrfiltersset by you as a user).

To export a CSV file,
@ Click on saved search/collection you’d like to export data from.
O You can also use the Search section on your header to filter posts you would
like to export based on specific criteria
@® Once done, click on the Export button on the right hand of your header menu

Q Search * Filters v mm Export

@® A small confirmation box will appear seeking confirmation on whether you would

like to proceed with exporting your data.
O Click on OKto export your CSV file
O Click on Cancelif you would like to terminate the export process

L

This will export filtered posts. Are you sure you want to continue?

CANCEL

@® You should get a CSV file named after your deployment name in your downloads folder
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6. Modes for visualizing and managing data on
your deployment

The Ushahidi platform provides you to with modesto not only visualiseyour data in different ways,
but to also manage it.

We designed “modes” for the discrete and specific actions users need to take within the

platform, in a bid to make the platform to be more intuitive and action-oriented for different user

types on a deployment.

Ordinary viewers of a deployment can access three different modes as shown below:-
® Map
@® Timeline

@ Activity

QA Q Search *

deployment |+ "
: A4 ‘ g

Three mﬁg\des for non Iggﬂge_d‘in'ﬁs'e‘r‘s"._‘ .y
Toggle between thesejthreelby/ /<
clicking onlany onejofithem{ " {5

<3~ f

Filters +

Agornal tes
(big yell
Basic Post

Sample Post
Type

Water shortage

Jess's special
posts

Michael's Great ; e @
Posts ) ~ N

Signed in users(with the necessary permissions) can access four different modes as shown below:-

® Map

@® Timeline
@® Activity
@ Settings

QA Q Search *
deployment

Filters v

4 Modes for:-logged in users with gdequate permissions

Basic Post

Sample Post
Type

i ,
¢y "-,ﬂ‘p}
e - o AS AR
Water shorta { ) 3 r
| ater shortage B B, - 9 3
I . N O R TeH : e .,rgs

Jess's special

posts ,\p.-prCA§

Michael's Great ?
Posts Y Sahara A -

AFRICA
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Your ushahidi deployment defaults to the map mode for anyone who visits your homepage(as
illustrated above). To change your current mode, select any of the options provided to you
from the menu on your left.

6.1 Map Mode

This mode displays all published posts on a map.

@ Each post appears as an icon on the map. In the event that you opted to combine nearby posts

on your Map settings page (Section 3.30f this manual), posts adjacent to each other on the
map will cluster together, displaying a number denoting number of posts combined.
Clicking on each individual post displays a small pop up box with the post titleand description.

o
@® You should also be able to zoom in and out of the map as desired.

QA Q Search * Filters v

Zoom in and out of the map

e

Basic Post BB

Sample Post
Type

AS LA
Water shortage

Jess's special
posts

. .9
: Q"

Michael's Great gy
Posts - h -8

AFRICA

W Adjacent posts
“combined ©

Christchurch chosen for 100RC!

6.2 Timeline Mode

This mode allows you to view posts coming into your deployment as a chronological list of
events over time.

To access this mode,
@® Clickon Timeline

@ From here, you should be able to:-
O Edit posts
O Add posts to collections
O Delete posts
O Navigate to view individual posts
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https://docs.google.com/document/d/1TmabVU9LZET6tzsA1Aw6aTP_Heed8wHj0OjtMGTYlQ4/edit?pli=1#heading=h.xi48fwpf2uk3

QA Q Search * Filters «
deployment +

YESTERDAY
oMartesting for Ushahidi.

y making posts by pressing
e big yellow button. Christchurch chosen for 100RC! Q

® >
¢ Edit
Add to Collec mm*—-
Three years ago, Christchurch experienced a sequence of earthqual
Sample Post ationson W Delete ‘_

Type & earthquake had a devastating effect on residential suburbs affected .y mmpssssmmsssmane
lateral spread. Hundreds of commercial buildings were demolished and thousands of homes

BB Angela Oduor Lungati 2:20 PM via We

Basic Post

aftershock that produced the highest peak ground acc

were rebuilt. Extensive damage was caused to schools and hospitals, and essential

Water shortage

infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy
did not suffer as would be expected, due to the well-planned location of revenue-generating
Jess's special activities. The aftershocks continue today

posts

Michael's Great
Posts

Christchurch chosen for 100RC! *_'

February 18, 2016 via Web G\

Three years ago, Christchurch experienced a sequence of earthquakes, which included an

aftershock that produced the highest peak ground accelerations on record. The initial

earthquake had a devastating effect on residential suburbs affected by liquefaction and
lateral spread. Hundreds of commercial buildings were demolished and thousands of homes
were rebuilt. Extensive damage was caused to schools and hospitals, and essential
infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy
did not suffer as would be expected, due to the well-planned location of revenue-generating
activities. The aftershocks continue today

Byblos chosen for 100RC!
ry 18,2016 via Web Q)

Renowned for being the oldest continuously inhabited city in the world, Byblos has

withstood various environmental and securit

ocks over the past 8,000 years. But the city
remains a role model of coexistence, with people of different religions living together
peacefully. Much of Byblos struggles with floods, storms, and rapid urbanization, and
protecting Byblos

NB: Data displayed on this page is dependent on permissions granted to the user viewing this page

6.3 Activity Mode

This mode gives you a summary of how people are interacting with your deployment over time.

Activity

A summary of how people
ing with QA Activity over time

Compare.. ¥
®all
B\
/
6| — ST |
| il
8 |l
E 4
3 |
e
If
|
il
16 Feb 2016 15 Mar 2016 7 Apr 2016 30 Apr 2016 23 May 2016  13Jun2016

Post created date

Activity by volume
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All time a
All time
This week

' This month

® Custom date range

&
TO

—
[::- B

CANCEL  APPLY FILTERS ‘__

You can compare
@ Activity over time

Activity over time

Compare... ¥ *—

@®all

o

Total post count
S

0
16 Feb 2016 15 Mar 2016 7 Apr 2016 30 Apr 2016 23 May 2016 13Jun2016
Post created date

You can filter post count in a line chart over time by:-

O All posts

O Categoriesthat the posts belong to
O Surveysthat the posts were submitted to
O Statusi.e whether they're published or not

You can opt to view your post counts on the graph as cumulative totals.
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Activity over time

Compare... A
® Nothing; Show all posts.
() Categories i

@ Surveys *_

© status

¥ Show cumulative totals

5
g
_E 4
]
2

16 ng 2016 15 Mar 2016 7 Apr 2016 30 Apr 2016 23 May 2016 13Jun2016

Post created date
@® Activity by Volume

Activity by volume

Compare categories ¥ *—

* Post count

Sample Category

|

C \

Post count

You can filter post count in a bar chart over time by:-

O Categoriesthat the posts belong to
O Surveysthat the posts were submitted to

O Statusi.e whether they’re published or not

Activity by volume

Compare... A

@® Categories
O Surveys

O Status
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7. Analysing Data on your deployment

7.1 Filters

Filters can be applied to narrow down a large amount of data. You can filter posts by many types of
posts are visible to, Date Ranges, and Location.

Q Search

Q Search

SURVEYS

CATEGORIE

WHO IT'S
VISIBLETO

LOCATION

CANCEL

Filters are additive, so you can apply as many as you would like. This search filter is

parameters, for example: Surveys, Categ

available on all pages.

ories, Who

*

Filters «

Filters a

#| Basic Post « Sample Post Type
Fire in building Mumps
Everyone Admin
& TO &
o within1km §
APPLY FILTERS

v

hqu
1ac
dent
erc
lam:
city
fer .
iting
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7.2 Saved Searches

Saved searches are dynamic groupings of posts that match parameters chosen in filters.
Saved searches are dynamic because as new posts are added that fit the search criteria,
they will show in the saved search.

Please note that only registered users can create Saved searches. Non registered
users can only view public searches

7.2.1 Creating a saved search

You can create a saved search from your homepage by:-

@ Adding your search/filter parameters on the search bar as shown below.
O ill appear on the menu bar on the left of vour screen.

deployment

rnal ng fi

R Basic Post i

CATEGORIES test
Sample Post
Type

b WHO IT'S VISIBLE
T0

Water shortage

Jess's special Field
po CANCEL APPLY FILTERS

Michael's Great

Posts = -
X

AFRICA

search Criteria Q

@ Keyword: Selected

@® A small pop up box will appear, asking you to fill in the following details:-
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% Create Saved Search

-

DESCRIPTION

Featured @

DEFAULT VIEWING MODE

Map -
Everyone * | can see this *‘

CANCEL SAVE & CLOSE *’

O Assign a saved search name

O Provide a description

O Set the audienceallowed to see this saved search
O

Set the default viewing modefor this saved search(choosing between Map,
Timeline or Activity). This is the view that a user will see when they first arrive at
this saved search

Determine if this saved search is featuredor not. Setting this saved search as
featured displays to all users on the saved search menu

@® Click on Save&Closewhen done.

@® Your saved search should now appear on the Saved Searches menu bar on your search bar.

@)

7.2.2 Updating a saved search

You can update a saved search at any time by adding/editing your filters/keywords, or
turning off existing filters/keywords.
@ Set your parameters on the search bar by either typing or selecting options from the search
@® An Update Searchbutton will appear on the menu bar on the left of your screen. Click on it.
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Q Selected posts * Filters

* Selected * SURVEYS ¥ Basic Post @ Sample Post Type
Saved Search
For testing purposes CATEGORIES ¥ Fire in building < Mumps
(]
WH SIBL E :J
ANGE
& &
Basic Post
Sample Post LOCATION v within 1km %
Type
CANCEL APPLY FILTERS
Water shortage

Jess's special N Sahara

posts . [
AFRICA
Michael's Great

Posts

SOUTH
AMERICA

Keyword: Selected
posts

Updated filters show/here

Category: Fire in
building

Category: Mumps

UPDATE SEARCH

7.2.3 Adding a notification to a saved search

As a registered and logged in user, you can set up notifications on Saved Searches. This
means that any time a post is added to a saved search, you will receive an email or phone
notification. To add a notification,

@ Click on the saved search you'd like to receive notifications for
@® Click on the three dots button. right next to the Editbutton.

QA deployment

% Selected
*==  Saved Search

Timeline

For testing purposes

* o

Activity

&

Settings

Basic Post

Sample Post
Type

Water shortage

@® Click on Get Notifications
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Q QA deployment

* Selected
Saved Search

Map

=
H
Timeline

For testing purposes

* o

Activity

¢ EDIT
o

Settings A Get notifications

@ You can turn off notifications for this saved search using the same process described above.

7.2.4 Editing a saved search

To edit a saved search,

@ Click on the saved search you would like to edit
® Cl .

QA deployment

% Selected
== Saved Search

Timeline

For testing purposes

W
Activity

(¢]

¢ EDIT

o

Settings

Basic Post

* Edit Saved Search

Selected Saved Search

For testing purposes

Featured @

DEFAULT VIEWING MODE

Map

Everyone

CANCEL SAVE & CLOSE
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7.2.5 Deleting a saved search

To delete a saved search,

@ Click on the saved search you would like to delete
® Click on the three dots button. right next to the Editbutton.

QA deployment

% Selected
== Saved Search

Timeline

For testing purposes

» o

Activity
Settings

Basic Post

Sample Post
Type

Water shortage

QA deployment >

* Selected
*=  Saved Search

Timeline

For testing purposes

» )

Activity
¢ EDIT

A Get notifications

Sample Post

@® A black pop up box will appear on the top of the page, prompting you to confirm whether

Are you sure you want to delete this saved search?

CANCEL

O Click on OKto delete your saved search
O If you'd like to cancel the saved search deletion process, click on Cancel
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7.3 Collections

A “Collection” is a manually-curated grouping of posts. It is not dynamic, meaning the posts
within it do not change unless a you manually update them.

Please note that only registered users can create Collections. Non registered users can only
view featured public collections

7.3.1 Creating new collections

To create a new collection,
@ Click on by clicking on:-
O Collections icon on the bottom left hand corner of your deployment as
illustrated below

O The Posts List page on the menu adjacent to each post on the right( note that
this-will-assign:this post to the new collection created) °

February 18, 2016 via Web (© » Edit

X & Add to Collection
Three years ago, Christchurch experienced a sequence of earthquakes, which included an aftershock that
produced the highest peak ground accelerations on record. The initial earthquake had a devastating effect on @ Delete

residential suburbs affected by liquefaction and lateral spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive damage was caused to schools and hospitals, and essential
infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy did not suffer as
would be expected, due to the well-planned location of revenue-generating activities. The aftershocks continue
today

O The individual Post view page( note that this will assign this post to the new
collection created)

Christchurch chosen for 100RC! °

February 18, 2016 via Web (©

Post

Three years ago, Christchurch experienced a sequence of earthquakes, which included an aftershock that

produced the highest peak ground accelerations on record. The initial earthquake had a devastating effect on
residential
and thous:

infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy did not suffer as
would be expected, due to the well-planned location of revenue-generating activities. The aftershocks continue
today
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@ A pop up box will appear, with a list of all existing collections, and a Create collectionbutton.
Click on it.

i Collections

Q

Botched inoculations

Very cool posts

South American posts

Test collection

Adding first post

+ CREATE NEW

@® Then, fill in the following details:-

iii Collections

DESCRIPTION ‘

Featured @

DEFAULT VIEWING MODE

Map ‘
Everyone can see this *—

CANCEL SAVE & CLOSE

Assign a Collection name

Provide a description
Set the audienceallowed to see this collection

Set the default viewing modefor this collection (choosing between Map, Activity, or
Timeline). This is the view that a user will see when they first arrive at this collection
Determine if this collection is featuredor not. Setting this collection as

featured displays to all users on the collections menu

@® Click on Save&Close when done.

@ Your collection should now appear on the left menu bar under Collections

Q000

@)
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7.3.2 Adding Posts to collections

You can add a post to a collection from:-

@ The Posts List page on the menu adjacent to each post on the right

Christchurch chosen for 100RC!

February 18, 2016 via Web (©

Three years ago, Christchurch experienced a sequence of earthquakes, which included an aftershock that
produced the highest peak ground accelerations on record. The initial earthquake had a devastating effect on
residential suburbs affected by liquefaction and lateral spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive damage was caused to schools and hospitals, and essential
infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy did not suffer as
would be expected, due to the well-planned location of revenue-generating activities. The aftershocks continue
today

@® The individual Post view page

Christchurch chosen for 100RC!

February 18, 2016 via Web (©

Post

Three years ago, Christchurch experienced a sequence of earthquakes, which included an aftershock that
produced the highest peak ground accelerations
residential s by liquefaction an spread. Hundreds of commercial buildings were demolished
and thousands of homes were rebuilt. Extensive dar was caused to schools and hospitals, and essential
infrastructure. Yet, the city was able to re-establish essential functions quickly. The economy did not suffer as
would be expected, due to the well-planned location of revenue-generating activities. The aftershocks continue
today

n record. The initial earthquake had a devastating effect on

(]

& Edit

Add to Collection

W Delete

(]

& Edit

_* #  Add to Collection

W Delete

@ A pop up box will appear, with a list of all existing collections. Select the collection(s)

you’'d like to add the post to.

=:: Collections

Q

Botched inoculations

ery cool posts

South American posts

Test collection

Adding first post

+ CREATE NEW
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@ You can add a post to multiple collection, so tick all checkboxes that apply.

@ You can also create a new collection to add the post to from these two pages. Simply click on
Create New from within this dropdown as described in the Creating new collections
(section 7.3.1)of this manual

7.3.3 Adding notifications to collections

As a registered and logged in user, you can set up notifications on Collections. This means
that any time a post is added to a collection, you will receive an email or phone notification.
To add a notification,

@ Click on the collection you’d like to receive notifications from.
@® Click onthe three dots button, right next to the Editbutton

QA deployment >

iit Botched
inoculations

Timeline

Christchurch chosen for 100RC!

Unsanitized needles, shut
W down by gov't, etc.

Nice Springs
Three years ago, Christchurch experienced
a sequence of earthquakes, which included
an aftershock that produced the highest
peak ground accelerations on...

New aton
Zealand
Christchurely

Activity o

o ¢ EDIT
Settings

QA deployment >

::: Botched
== inoculations

Timeline =

Q Search

Uneanitised necdiestenut Christchurch chosen for 100RC!

M down by gov't, etc. ; ;
donel] Three years ago, Christchurch experienced

Activity o a sequence of earthquakes, which included
an aftershock that produced the highest
peak ground accelerations on...

¢

a ¢ EDIT
Settings f
A Get notifications

@® You can turn off natifications for this collection using the same process described above.
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7.3.4 Editing Collections

To edit a Collection,

@ Click on the collection you would like to edit
@® Clickon Edit as shown below

QA deployment > Q Search

inoculations

Timeline

Unsanitized needles, shut ‘ Christchurch chosen for 100RC!

M down by gov't, etc. Ao Spiings
fasa

I Three years ago, Christchurch experienced
a sequence of earthquakes, which included
an aftershock that produced the highest
peak ground accelerations on...

Activity o

o ¢ EDIT

Settings Doumne

New ton
ot Zealand
asTania Christchureh

:2: Collections
Botched inoculations

DESCRIPTION

Unsanitized needles, shut down by gov't, etc.

Featured @

DEFAULT VIEWING MODE

Map WV

Everyone Vv | can see this

CANCEL SAVE & CLOSE
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7.3.5 Deleting Collections

To delete a collection,

@ Click on the collection you would like to delete
@ Click onthe three dots button. right next to the

QA deployment

iit Botched
= inoculations

Timeline

Map

Christchurch chosen for 100RC!

Unsanitized needles, shut
M down by gov't, etc.

Alice Springs
Three years ago, Christchurch experienced
a sequence of earthquakes, which included
an aftershock that produced the highest
peak ground accelerations on...

New qton
Zealand
Christchurch

Activity o

o ¢ EDIT

Settings

QA deployment >

::: Botched
= inoculations

Timeline

Q Search

et g Christchurch chosen for 100RC!

M down by gov't, etc. 3 5 5
donel Three years ago, Christchurch experienced

Activity o a sequence of earthquakes, which included
an aftershock that produced the highest
peak ground accelerations on...

¢

o ¢ EDIT

Settings
A Get notifications

@® A black pop up box will appear on the top of the page, prompting you to confirm whether

Are you sure you want to delete this collection?

CANCEL

O Click on OKto delete your collection
O If you'd like to cancel the collection deletion process, click on Cancel
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8. Additional Links

These additional links are available on the mode bar to the left of your deployment

Link{to

This link redirects you to our website’ssupport section for access to documentation
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https://ushahidi.com/support

8.2 Report a bug

Ushahidi Support

Features
ee what Ushal

This link redirects you to ourgithubisstuespage toreportabug

8.3 Features

Ushahidi Support

Document tation

Features *—

This link redirects you to the Ushahiti-website’s-feature-breakdownpage—
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https://github.com/ushahidi/platform/issues/new
http://ushahidi.com/features

