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1. CONTRIBUTION TYPE 

NEW! Two levels for recording contributions are now available (instead of 
one) by including both the decisions and contracts in the database. A link is 
available to create a contract from a decision: 

For DG ECHO, decisions (or global commitments) are defined as a formal 
and binding contribution to a specific crisis, but for which the contracts with 
implementing organizations/agencies still need to be concluded. For 
DG ECHO, the funding decisions or the Humanitarian Implementation Plans 
(HIPs - for the new global decision as of 2011) will be registered as 
decisions. 

For DG ECHO's contracts with implementing agencies/organizations, these 
will be grant agreements signed with NGOs, International organizations or 
UN agencies 

Fields to be filled in when inserting a 
decision or a contract 

2. DATE 

The application uses this field as the first criteria when searching for 
contributions for a certain year. Therefore, this field is mandatory. The date 
of the decision will be used as the criteria and thus common criterion for all 
actors involved. 

Date of adoption of the decision or date of signature of the 
agreement/commitment. 

3. FINANCIAL YEAR 

Automatically inserted, according to the date entered in the previous field. 

4. STATUS 

Status "Proposed" is available when inserting a new report.  

The first step is inserting a report. When saving it, the "proposed" status is 
automatic.  

Once done, go to the main page. On the left part of the screen, you have an 
overview of all proposed reports you are working with. Pick it and on the 
right side of the report, you will find "confirm". Then, click on "publish". The 
report is now confirmed and can be viewed by everyone. In the same time, it 
has disappeared from the list of proposed reports. 
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5. VERSION NUMBER 

Once a report is confirmed, it is still possible to update or remove it from the 
system. Modification done and confirmed, you will see that the system now 
shows "version number 2". If you want to look at version number 1, scroll 
down the page to the bottom and click "history". The previous version opens. 

To know how to modify a report, refer to the quick guide on EDRIS. 

6. ORIGIN 

The origin is the contributor, being a Member State or DG ECHO. It is 
mandatory and automatically filled in when entering a report.  

7. DONOR 

Name of the Member State reporting a contribution once logged in. This is 
automatically encoded for each Member State. No encoding necessary. 

8. VALUE 

Cash or in-kind.  

The value could be entered in EUR or in another currency. The conversion 
into EUR is automatic. Enter value without dots or commas. Do not use 
cents. 

For in-kind contributions you only have to encode number 11 below 
(Description of relief items and services provided, quantity [field 5 when 
inserting a report]). 

NEW! Possibility to report on a cash and in-kind contribution in the same 
report has been cancelled but still possible in the "find" menu. 

9. CURRENCY 

NEW!  It is now possible encoding contributions in all currencies of EU 
Member States as well as in US$. Contributions registered in other 
currencies than the Euro will automatically be converted using the 'InforEuro' 
exchange rate of the last month available. The system will however, at the 
level of individual contracts/commitments, continue to visualize both the 
amount in the original currency and the corresponding Euro amount. This 
should facilitate the tracking of contributions and comparison with 
information in other databases or websites. 

10. RECIPIENT COUNTRY, WORLD REGION AND BREAKDOWN 

The precise country, countries or world regions where the aid is delivered 
should be identified. All the countries should be detailed on the form with the 
amount for each country (world region). Take special care in determining the 
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real value of in-kind contributions if any (see also point 8 - Value and 11 - 
Description of relief items and services provided, quantity). 

An indicative amount per country (or world region) should be given if no firm 
figures are available. 

If a decision covers operations of different kinds in different countries, as it 
almost always will, it will be necessary to encode separate EDRIS reports to 
give the full information (e.g. one form for refugee camps outside Rwanda, 
another for rehabilitation within). 

Enter one or more recipient countries using the grid. The country name and 
the aid amount per recipient country are mandatory. When a country name 
cannot be specified for example for core funding to UNCHR, ICRC etc, 
select ‘COUNTRY NOT SPECIFIED’. 

It is also possible to indicate a region (e.g. Middle East, South Africa, South 
East Asia etc). Where possible a specific country should be encoded. 

Ideally, contracts should refer to a unique country. They could be linked to 
a global commitment (decision). 

Finally, a crisis area/region could be specified. This allows for giving a more 
precise locality alongside the region. 

11. DESCRIPTION OF RELIEF ITEMS AND SERVICES PROVIDED, QUANTITY 

For in-kind contributions only, give a precise description of the goods, 
quantity provided and unit of measurement. The mode of transport and the 
cost of the transport alone should also be given. 

This field is required if and only if the contribution type is “In-kind”  

12. CRISIS, DISASTER, CAP 

Give information on the type of the disaster (earthquake in Armenia, floods 
in Bangladesh, war in Iraq etc). If there is no danger of ambiguity, it is 
sufficient to refer to well-known crises in an abbreviated way (e.g. "Great 
Lakes crisis"). But conversely, it is important to clarify the event being 
responded to in cases where different types of crisis/disaster might be going 
on in the same country at the same time. It should however be considered 
that the information encoded here will be visible in the main page, so it 
should be kept short.  

UN appeals (CAP): Here you should encode information on UN appeals. 
Please note that there can be several appeals at the time so please clearly 
indicate which appeal is referred to (e.g. UN appeal on Iraq, Sudan floods 
flash appeal etc or the appeal number. The country/region name(s) should 
always be included). 

Core funding: Here you should also encode information on core funding 
(e.g. core funding ICRC, core funding UNHCR etc). 
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NEW: the specific fields for introducing GLIDE numbers have been foreseen 
in the new application. Each disaster will have a unique number by using the 
GLIDE2 number of the disaster. They will only be come functional in a later 
stage as a number of modifications to the DG ECHO application for contract 
management (HOPE) still need to be implemented. Glide numbers can be 
consulted at http://www.glidenumber.net/glide/public/about.jsp 

The use of this code will enable to make a link/interface with the database 
on Civil Protection –CECIS- (see further) and facilitate the linking with other 
databases. 

13. PROJECT CODE 

The code used by the respective government/agency should be inserted. 

14. DESCRIPTION OF AID (SEE ALSO FIELDS TO FILL IN FOR CONTRACTS – UNDER 20) 

NEW The classifications of the aid by beneficiary group, aid sector and type 
of aid have been revised to align them with current classifications in 
DG ECHO and OCHA's FTS. Lists of information are available for each field. 

14.1. Objective 

Encoded as free text (e.g. assistance to refugees from Ivory Coast to 
Liberia; provide water for IDPs and local people in Sudan) 

15. DURATION (DURATION/START AND END OF OPERATION) 

Indicate the duration of the action and (1) the date on which the contribution 
is effectively available and (2) its expiry date. 

16. BUDGETARY SOURCE 

Indicate budgetary line or department responsible. 

This information will be automatically filled in with data contained in the 
personal information of the encoder. However, the text is free to be 
changed, according Member States' needs. 

17. NAME AND TEL NUMBER OF CONTACT 

The contact person is automatically inserted according the personal 
information of the encoder. However, the text could be changed.  

This field is mandatory at confirmation time and will not be made public.  

                                                 
2  The specific fields for introducing GLIDE numbers have been foreseen in the new application. They 

will only be come functional in a later stage as a number of modifications to the DG ECHO application 
for contract management (HOPE) still need to be implemented. Glide numbers can be consulted at 
http://www.glidenumber.net/glide/public/about.jsp 
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Specific fields to be filled in when 
inserting a contract 

18. LINKED DECISION 

NEW! As two levels of contributions are now available in the system, it is 
possible to link a contract with a decision. A scrolling menu giving the 
Member State decisions already reported in the system is available. 

19. IMPLEMENTING AGENCY (CHANNEL) 

It is of vital importance to identify channels (i.e. implementing organisations) 
precisely and unambiguously. Use the “Pick Implementing agency” button to 
choose the pre-defined partners. Should the relevant implementing agency 
not be in the list you should type it using the official, full denomination of the 
organisation in question in the language used by that organisation at its HQ, 
with a reference between brackets where appropriate to any parent 
organisation (e.g. "Artsen zonder Grenzen-NL (MSF-NL)"; "Red Barnet 
(Save the Children-DK)"). The exact denomination of related organisations 
should be used ("Cruz Roja Española (Spanish Red Cross)" not just "Red 
Cross"). On the other hand, unitary organisations should not be 
accompanied by additional information not relevant to their legal status 
("UNHCR" not "UNHCR-Belgium"). 

Certain implementing agencies are not categorised as humanitarian aid 
implementing partners by DG ECHO and as defined in the Regulation: 
contributions to domestic authority for domestic refugees; bilateral 
contributions to MS authorities at home or abroad (e.g. MS embassy in Iraq, 
MS ministry of X). Such bilateral donations should have a bilateral party in 
the recipient country (e.g. Jordanian embassy in Iraq, Afghan Ministry of X). 

It may often be necessary to mention more than one implementing agency if 
a decision covers different implementing partners. In this case the amount 
per partner should be clearly indicated, and the total amount should match 
that given in point 3. 

Rolling menus have been added, proposing implementing agencies (NGOs) 
related to the Member State's nationality. 

20. DESCRIPTION OF AID (SEE ALSO FIELDS TO FILL IN FOR DECISIONS/CONTRACTS – 
UNDER 14) 

20.1. Beneficiary group 

Choose amongst the options given in the form. Where possible, the size of 
the beneficiary population should also be given. This field is not obligatory 
but should be filled in as far as possible. 
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20.2. Aid sector 

Choose amongst those listed in the form. For multi sectoral contributions, 
indicate the estimated value for each input.  

Enter one or more sectors using the grid. Only the sector name is 
mandatory. The sector description is required if and only if the sector name 
is “Other (describe)”. 

20.3. Type of aid 

Enter one or more type of aid using the grid. This field is important since it 
responds to the need of at least approximate definitions of humanitarian aid 
between DG ECHO, MS and third countries. In DG ECHO, the two most 
important categories of aid which ECHO does not consider as humanitarian, 
but others may, are structural food aid operations and refugee operations 
with a long-term focus. 

Aid should be given as "core humanitarian" according to DG ECHO's 
definition as contained in the Council Regulation. Otherwise, one of the 
other categories should be chosen. 

Enter one or more types of aid using the grid. Only the type of aid name is 
mandatory. 

The type of aid description is required if and only if the type of aid name is 
“Other (describe)”. 


