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I.  Introduction 

This basic guidance is designed for field users of Humanitarian Insight and is intended to support the 
creation of public pages on Humanitarian Insight for humanitarian operations where accepted national or 
regional strategic planning documents (i.e. Humanitarian Response Plans1 (HRPs) or other Regional 
Response plans) are being developed and implemented.  Specifically, this guidance is geared towards 
those staff that will act as focal points either for the document in its entirety (Plan Leads) or those staff 
that are supporting individual humanitarian Clusters (Cluster Leads). 
 
OCHA, as overall manager of the Humanitarian Insight platform, has editorial oversight at the field level 
and thus can ensure those designated staff from UN Agencies, NGOs and/or the Clusters are granted 
permission to edit their respective Humanitarian Insight cluster pages. 

 

II. What is Humanitarian Insight? 

 

Relationship to Humanitarian Programme Cycle (HPC) Applications 

Humanitarian Insight is the publication platform for HPC data, designed to provide a sophisticated out-of-
the-box solution for publishing the data generated and managed with the HPC.tools suite of applications.  
These are as follows:  

• Response Planning and Monitoring Module (RPM);  

• HPC Projects Module (PM);  

• The Financial Tracking Service (FTS); and 

• Humanitarian Insight 
 
These critical tools are all constituent and supporting elements of in-country HRP’s and are developed for 
those countries/regions impacted by protracted, or sudden onset, emergencies that require 
international humanitarian assistance.  As you are aware, HRPs articulate the shared vision of how to 
respond to the assessed and expressed needs of the affected population2:  As the principle tool that 
guidance an in-country or regional response, an HRP is, first and foremost, a strategic plan; however, is 
also used as a fundraising tool to generate resources to support humanitarian response efforts.   
 
As with all HPC.tool platforms, there are many different layers of editorial possibilities within Hum-Insight. 
As such, this guidance is geared towards the key components of the document and thus does not delve 
into the great depths of possibilities that Humanitarian Insight offers to tailor your country’s product.  
This guidance should, however, get you started in the right direction.  
 

Humanitarian Insight Publication Control 

As noted, in RPM, roles granted to in-country actors as either Plan or Cluster Lead grant equivalent Editor 
privileges in Hum-Insight, so that OCHA and cluster staff responsible for managing the data are also 

empowered to determine how their data is presented. 
 

 
1 Also referred to as ‘Plans’ 
2 Humanitarian Response Plans, Humanitarian Response.info 

https://www.humanitarianresponse.info/en/programme-cycle/space/hpc-tools-overview
https://www.humanitarianresponse.info/en/operations/nigeria/humanitarian-response-plan#:~:text=The%20Humanitarian%20Response%20Plan%20(HRP,needs%20of%20the%20affected%20population.
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The Humanitarian Insight is highly customizable and the information that is displayed on the 
Humanitarian Insight webpage is pulled from data that is available on the HPC PM, RPM, and FTS. 
 
NOTE:  All login and role management is handled using the same permissions granted to a given user's 
Humanitarian ID3 (HID) for the HPC.tools suite of apps. 

 

III.  Terminology: The Basics 

To be able to customize country pages in Humanitarian Insight, some familiarity with key terms is 
required. Information used on HPC.Tools can be broken down into two different categories: 

• Plan Entity (PEs) refers to information that provides the strategic foundation of any response 
plans.  Specifically, this refers to the Humanitarian Conditions, Strategic Objectives, Specific 
Objectives, Cluster Objectives or Cluster Activity.  Key elements such as caseloads (i.e. Population, 
People affected, People in Need or People Targeted), indicators etc. are called attachments and 
used to populate the PEs. 
Governing Entity (GVEs) are the building blocks that provide the substance to a response plan.  

Thus GVEs pertain to the specific clusters/sectors themselves and their details.  As with PEs, the 

main element attachment is the caseload (i.e. Population, People affected, People in Need or 

People Targeted), which populates the GVEs. 

 

 

Image:  This displays what the user will see in the RPM when a country page has been accessed from the homepage. 

 

IV.  Navigating around Humanitarian Insight 

 
Humanitarian Insight is an easy and intuitive tool to use. Before laying out how to populate your country’s page with 
content, the following provides you a snapshot of the limited number of banners and pull down menus which you are 
likely to encounter as you build you country’s Humanitarian Insight page. 
 

Overview Tab: While generally standardized, not all plans will have precisely the same 
number of tabs under the heading banner.  Like all aspects of 
Humanitarian Insight, it is customizable.  The ‘Overview Tab’ is essentially 
the homepage and will thus take you back to your country page should 
you find yourself in another part of your country’s online document.  

 

 
3 Humanitarian ID is a contact information management system used by responders during crises or disasters. Being able to use your HID 

account to log into ReliefWeb not only means that you have one less account to remember, but it also allows you to move seamlessly across 
OCHA's range of humanitarian community websites. 

https://humanitarian.id/
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Strategic Objectives Tab:  
 

Plan Strategic information can be added under this tab including Strategic 
Objectives, Specific Objectives and indicators attachments.  (You will note from the 
Democratic Repulblic  of Congo 2020 example used above that there are four 
Strategic Objectives for this plan.) 
 

Clusters/Sectors Tab: Each cluster can have its own page that can be configured and managed 
separately by either the Plan leads or by the cluster leads which can be 
different from one cluster to the other.   
 

LogFrame Tab: All plan and cluster frameworks created in RPM can be displayed in this 
tab.  Although it is possible to display the whole plan framework from this 
tab, it is recommended to break down the information in the other 
available tabs for readability purpose and also for performance 
considerations. 
 

 

Plan Structure 

You access ‘Plan Structure’ by clicking on the cog  at the far right of your page and clicking on ‘Settings 
Structure’. 
 

  
 
This will take you to a page that provides you with a great degree of flexibility to edit the content of your 
page once you have the basics in place. 
 

 

Each plan can be configured through specialized configuration page and each page has different tabs 
based on the configuration that is needed to be set and these are: 

View Tab: Takes you directly to the plan overview page. 
 

Edit Tab: Provides descriptive information about the plan and its content and settings: 
 

 Plan Managers:  The staff assigned to manage the plan 

https://hum-insight.info/plan/919
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 Display Settings: • Describes which pages and elements are displayed 
 Date and Year: • Displays the plan start and end dates 
 Entities: • Displays the Plan and Governing Entities 
 Locations: • Displays the Catchment area(s) of the plan 
 Footnotes: • Shows any text or supporting information associated 

with the main figures 
 Debug: • Displays what data has been published and imported to feed 

into Hum-Insight. (Useful to know which numbers will be 
displayed.) 

 Global Plan: • Describe if a plan is a global plan (shouldn’t be used for single 
field operation) 

Plan Structure Tab: Displays you to where you can configure specific elements of your plan pages 
including controlling the publish/unpublish top level plan entities such as 
Humanitarian Conditions, pages for each cluster (below the overview). 
 

Global Plan Tab: If the plan is a global plan (e.g. for the COVID-19 Global Humanitarian 
Response Plan) then it allows adding country plans under it (This will not need 
to be used for single field operation). 
 

Plan Leads Tab: Displays the names of staff granted Plan Lead access 
Plan Settings Tab: Data: Provides the plan name and the version being accessed 
 Display: 

 
 Enabled Navigation: • Toggles pages on/off for entities (Humanitarian Conditions, 

Strategic Objectives, Clusters and Logframe). If entities are 
selected to be available but not published this should be 
done manually by switching off these entities from Plan 
structure tab. 

 Plan  
 

• Can be used to match the name used in the GHO, useful at 
GHO launch (for example) 

 Plan Level 
attachement ID: 

• Allow for latest figures to be used without having to publish 
the plan in RPM. 

 Prevent link to FTS: • Prevents the plan requirements and coverage from being 
published to FTS 

 Maximum admin 
level: 

• Decide on the level of disaggregation model used. 

 Decimal Format: • English or French 
 Footnotes: • Footnote for In Need, Target, or Requirements so these will 

be displayed on the insight homepage list of plans and also 
wherever these values are used i.e. footnote from GHO 
document can be added. 

Banner message Tab: Adding banner for the plan overview page to override the default applied 
banner to the whole site. 
 

Logframe Tab: pulls in all objectives and indicators for the whole plan – cluster levels data and 
higher levels might not yet be displayed i.e. Humanitarian Consequences 
(pressing rebuild button) 
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Plan elements Tab: an overview tab that shows for each of the plan tabs which plan page has been 
configured and who can see them. 
 

Customize Display Tab: Used if the display order of the page elements needs to be adjusted or 
changed.  
 

Publish Plan Tab: where the plan page is published and then will be enabled in the main 
Humanitarian Insight page list of plans with clickable link to it. Page elements can 
then be added to plan pages or a page template can be applied. 
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V.  Getting Started 
 
To display information on Humanitarian Insight, you must have first uploaded all of your strategic and 
clusters data on the Response Planning and Monitoring (RPM)4 platform as the two platforms are 
interlinked.  Once this has been completed, follow the proceeding steps to gain access to your plan. 
 
a) Login to Humanitarian Insight  with your HID. 
b) Once logged in, click on your name icon at the top right of the banner page and ‘My Account’ ‘from 

the banner at the top of the Hum-Insight. 
 

 
 

c) Under your account, you will see a section titled Associated plans which will list the plans to which 
you have been granted access.  (Note:  You will have to have been granted access to this plan either 
as Plan Lead or Cluster Lead thus you will only be allowed to access the plans for which you have 
been granted permission.)  For example: 

 

 
 
d) Click on the plan that you wish to edit.  You will be taken to homepage for that Plan. 
 

 

 
4 For information regarding uploading data on RPM, please refer to the RPM Guidance. 

https://hum-insight.info/
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e) Click ‘Customize this page’ (which you will find at the very bottom of the page) – this action allows 
you to customize various segments within the country HRP overview page. 

  

f) Remember that all of the country pages displayed on Humanitarian Insight are standardized: they will 
all [generally] look the same.  (There may be some unique differences between country pages given 
that the information that you display will ultimately rely heavily on the data that you have available to 
upload on to the RPM – however, the general information displayed will all be the same). 

 
g) To make things simpler, formats have been made available to assist you in building your page (this is 

available at the bottom of the page as is the third button along ‘Apply page template’. Generally, the 
page will be divided into the following sections, which you can then tailor/update based on the 
information you have available to you via the RPM. At a minimum, you should aim to populate your 
Humanitarian Insight page with the following data (Note:  the method via which you add this material 
is explored in more detailed throughout this guidance): 

 
 Content 

 
Description 

1 Plan Webcontent File:  This allows you to add a banner image to your page; 
 

2 Plan Headline Figures:   
 

These are the key operational figures-at-a-glance and can include up to six of the 
following: 

• People in Need; 

• People Targeted; 

• People Reached; 

• Current Requirements ($); 

• Funding Coverage (%); and 

• Funding Gap ($). 
 

3 Strategic Objectives:   
 

The key strategic objectives that are linked to all Cluster/Sector plans within the plan. 
 

4 Plan Attachment Map:   
 

This element display geographically disaggregated caseload or indicator data, 
including search by location and (optionally) by pcode.  Though not always integrated 
into every plan, the Humanitarian Profile is a key graphic that allows you how to 
provide a visual snapshot of your Headline Figures such as: 

• People in Need; 

• People Targeted; and 

• People Reached when monitoring data are reported and populated in RPM. 

 
5 Humanitarian profile by Sector: This provides similar information to the overall Humanitarian Profile but at the 

Cluster/Sector Level 
 

6 Sector Overview and Funding 
Status: 

As you would imagine, this displays the funding: 

• Requested; 

• Provided; and 

• [Still] Required. 
 

7 Humanitarian Programme Cycle 
documents:  

This displays, and provides links to, the key operational documents for your country. 
Specifically, this most likely will include: 
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• Humanitarian Needs Overview; and the 

• Humanitarian Response Plan. 

 

As we are now aware, Humanitarian Insight pages are structured in a standardized manner.  To that end, 
this section will take us through each of the eight [8(a)-(h)] sections outlined in the section ‘Getting 
Started’ that comprise a humanitarian insight page and provide you guidance on how to structure each of 
the elements appropriate and correctly.   
 
Two final points with regards to your Humanitarian Insight page: 
a) Structure:  A reminder that this one is important.  It is critical, that when you lay your page out 

according to the formats that you leave the blue ‘Content’ box as positioned in the screenshot below.  
If you do not do this, it will impact the publishing of the page (and thus cause headaches for those 
providing oversight to all country pages in HQ). 

 

 
 

Reordering the page elements 

Moving the various components of your Humanitarian Insight page around is simple.   
 
1. Click ‘Customize this page’ (which you will find at the very bottom of the page) – this action allows 

you to customize various segments within the country HRP overview page. 

  

2. To reorder the page elements, click on the icon in the upper right corner of the element, drag it to 
the desired position and drop it there. 
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b) COVID-19:  As you know, caseload information is critical for your Humanitarian Insight homepage as it 
provides the foundation upon with all other data is reported against.  2020 was a unique year given 
the impact of COVID-19 and the roll on impact that this has had on HRPs (and other plans) given that 
country teams have had to revise their caseload figures to include people impacted by COVID not 
necessarily included in their original planning.  To that end, most – if not all plans – have three 
different caseload figures:  (a) their original caseload total; (b) those impacted by COVID-19 which 
could be separate or overlap from the original caseload figure; and, (c) the total caseload (the sum of 
COVID-19 and non-COVID-19 affected people).  Humanitarian Insight has a feature that allows you to 
select which figure(s) you wish to display on your home page. 

 
To choose which caseload information you display on your homepage, please follow steps below.  
1. Login to Humanitarian Insight with your HID. 

 
2. Once logged in, click on your name icon at the top right of the banner page and ‘My Account’ 

‘from the banner at the top of the Hum-Insight. 
 

 
 

3. Under your account, you will see a section titled Associated plans which will list the plans to 

which you have been granted access.  For example: 

 

 
 
4. Select the plan you wish to update. 
 
5. You will be taken to the homepage of your country’s Humanitarian Insight page.  To the right of 

your country’s plan name, you will see the ‘Plan control’ icon . Click on this button and select 
‘Settings Structure’. 

 
6. From the menu banner under your country’s plan title, select Plan settings then Display.  Look for 

the section that is ü and says  ‘Show on Homepage’ Plan level attachment ID.  This drop down 
menu will enable you to select the: 

▪ Automatic which selects automatically the first caseload selected; 
▪ Non-COVID Caseload;  
▪ COVID Caseload; or the 
▪ National Total Caseload. 
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7. Once you have selected your preference, press and you will be taken back to your 
homepage where your updated selection will be displayed. 

 
To refresh your memory, this is layout in which a Humanitarian Insight page is constructed and thus is the 
order by which we will tackle the various stages to complete your country’s page. 

1. Plan Webcontent File 
2. Plan Headline Figures 
3. Strategic Objectives 

4. Plan Attachment Map 
5. Humanitarian Profile by Sector 
6. Sector Overview and Funding Status 
7. Humanitarian Programme Cycle Documents 

 
Note:  When ‘Sector’ is used, this can also relate to those countries that have activated the Cluster 
Approach. 
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VI.  Key Subject Tabs: Develop your Humanitarian Insight Page 

 

(1) Plan Webcontent File:  Adding an Image 

You will note that on each country home page in Hum-insight, there is a country-specific image that has 
been placed there. This is all adds to the presentation of your page.  Please follow the following 
instructions to post a picture (Remember:  The RPM and Humanitarian Insight are closely interconnected.  
Thus much of data/information you upload on that platform will directly impact your Humanitarian 
Insight page.) 
 
Page elements such as images, maps, caseload tables and overview tables are the components that can 
be customized to bring country HRPs in Humanitarian Insight to life.  They are created by drawing on 
PE/GVE variables that are synchronized and imported from the RPM, PM and FTS. 
 
Adding page elements can be added under one of the available navigation tabs. Therefore adding page 
elements needs to be selected in a way that is expected to provide useful information under selected 
navigation tab. 
  
1. On RPM there are two ways to upload an image.  On your country page, click the ‘Plan’ button.  When 

you hold the cursor over ‘Plan’ you will notice a drop-down menu appears.  Click on ‘Plan 
Attachment’. 

 

 

2. Similarly, when on the main HPC.tools overview page, when you have identified your country hold the 
cursor over ‘Planner’ and click on ‘Plan Attachment’ from the drop down menu.  
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3. Either way will get you to the ‘Plan Attachments’ page.  From here you may choose to upload an 
image which will then appear on the cover page of your Humanitarian Insight page.  Scroll down to 
the bottom of the page and under the ‘File Credit’ section, click ‘Upload File’ and the image will be 
uploaded. 

 

 

Note:  The image size and resolution should be (≤ 1MB in .jpg format) and 1400 x 600 pixels. Also 
providing the “File credit” is important using this format ((c) + organization name + "/” + photographer).  

 
4. Once this is complete on the RPM, move to your Humanitarian Insight page and click on “Customize 

this page” 
 

 
5. Scroll up and head to the section marked ‘Content’ and click on the plus sign “+ “. 
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6. A pop-up window will appear.  Select:  
a. The ‘HPC Plan Widgets’ button;    
b. The ‘Plan Webcontent file’ button; and 
c. Press ‘Add’. 
 

 

7. In the displayed window, check the box before the picture’s name and press ‘Finish’. 
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(2) Plan Headline Figures 

Located immediately under your country’s home page image, this window displays critical information (a 
snapshot) pertaining to your country’s response operation.  (Remember:  RPM and Humanitarian Insight 
are indistinctly connected thus your headline banner is pulled directly from the RPM.)  The information you 
choose to display is customizable using the following steps. 
 

 
 

1. From the Humanitarian Insight page, click on “Customize this page”  

 

 

2. Scroll up and head to the section marked ‘Content’ and click on the plus sign “+ “. 
 

 
3. A pop-up window will appear.  Select: 

a. The ‘HPC Plan Widget’ button;   
b. The ‘Plan Headlines Figures’ button; and  
c. Press ‘Add’. 

 

 
 

4. In the displayed window, press ‘Add item’. 



17 | P a g e  
 

 
 

5. You will see from the drop down menu that there are a number of different options you can choose 

to display.  For example, let’s display the ‘Current Funding’ contributed to the response operation.   

1. Click on ‘Current Funding’; 
2. Enter the label you wish to assign (i.e. ‘Current Funding’); and 
3. Click ‘Add to the list’. 

 
6. Repeat this process with each item you wish to display then click ‘Finish’.  (Note:  Given that your 

home page will be displayed on a common platform, OCHA Geneva prefer each country to display the 
same information so they are all standardized.  Specifically, this includes: 

• People in Need; 

• People Targeted; 

• People Reached (by a specific date);  

• Overall funding requirements; 

• Percentage of funding covered (to-date); and 

• The unmet financial requirements (in a USD figure. 
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(3) Strategic Objectives 
 
1. From the Humanitarian Insight page, scroll down to the bottom of the page and click on “Customize 

this page”  
 

 

2. Go to “Content” pane and click on the “+ “sign  
 

 
 
3. Select “HPC Plan Widget” in the left side.  Then in the right pane, select “Plan Entity Type” and press 

“Add”.  
 

 
 
4. From the displayed window, select the entity type, in this case ‘Strategic Objectives” 

select the display in “ID Type” box (sort the data if needed).  
 

 
 
5. Select the objectives you wish to display.  Click ‘Finish’. 
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Your strategic objectives will now appear under your headlines and home page image and will reflect the 
image depicted here. 
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(4) Plan Attachment Map 

Different sorts of maps will greatly contribute to the richness through which you display your operational 
information.  Maps can be highly impactful in terms of relaying critical information at a glance. In order to 
display a map with information from the RPM, follow the steps below.  (Remember:  RPM and 
Humanitarian Insight are indistinctly connected thus your headline banner is pulled directly from the 
RPM.)   
 
In this particular example, we will generate a map that will look at the caseload (estimated affected and 
reached) in those areas where the Logistics Cluster is undertaking its response support role. 
 
1. From the Humanitarian Insight page, scroll down to the bottom of the page and click on “Customize 

this page”.  
 

 
 
2. Go to “Content”, Click on the “+ “sign. 

  

 
 

3. From the left hand side select: 
a. Select “HPC Plan Widget”; 
b. Select “Plan Attachment Map”; and 
c. Press “Add”.  
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4. In the pop-up window:  
a. Enter the “Widget Title” (e.g. Data by Location); 
b. Select the desired components as the foundation for your map from the ‘Select the available 

entities for this widget’ section (‘plan caseload’); 
c. Click on the entities you wish to include (if it is all of those, click on the box at the top next to 

ID; and  
d. Press “Use Selected Entities”  

 

 
Note: to be able to add a map in the Insight page, caseload data need to be disaggregated. 

 

Configuring the Map:  
 
5. Click on “Basic configuration” 
 

 
 
6. Under “Map style”, select “Donut style” 
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7. Under ‘Donut configuration’: 

a. Select ‘In Need’ under both ‘Whole segments data points’ and ‘Default data point for the full 
segment’.  

b. Select ‘Target’ under both ‘Partial segments data points’ and ‘Default data point for the partial 
segment’.   

 

 
 
8. Under ‘Monitoring periods’: 

a. Select the monitoring period information to display on the map.  
b. Under ‘Display value for the donut center’, select ‘Proportion of partial vs. full segment’.  
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9. Go down and check the box ‘Enable pcodes’. 
 

 
 
10. Finally, go to “Metric labels”  

 
11. In ‘Preview’, type the label for “In need” and “Target” then press “Update basic configuration” 
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Note: Choose from two map styles with: 

• Relatively-sized spots for each location, with tabs for each disaggregated metric, or 

• Display relatively-sized donuts for each location, allowing the Editor to select several metrics for 
the user to choose between 

 

To add sidebar slots (you can add up to five slots):  
 
12. Click on “Add item”  

 

 
 

13. Select from the options what want to display; Data point generic, data point single value or data 
point calculated progress bar for any of these options selected, specify the label set the content as 
desired.  
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14. Then press “Finish” 
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(5) Plan Operational Presence Map 

For project costed plans, it might be interesting to get the planned operational presence interactive map 
in their insight page. This thematic map will require to have the administrative boundaries imported in 
the system before being able to create it. To achieve this we: 

1. Go to “Content”, Click on the “+ “sign 
  

 
 

2. From the left hand side select: 
a. Select “HPC Plan Widget”; 
b. Select “Plan Operational Presence Map”; and 
c. Press “Add” 

 

3. In the pop window:  
a. Enter the “Widget Title” (e.g. Operational presence by admin area); 
b. Select all organizations by checking the box before their ID you can read the number of 

projects submitted by the organization under which cluster; 
c. Click on the entities you wish to include (if it is all of those, click on the box at the top next to 

ID; and  
d. Press “Use Selected Organizations” 
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4. In the pop window:  
a. Under “Available views”(check the desired option (e.g. View by Organization); 
b. Always KEEP the Map disclaimer; 
c. Check the box “Enable pcodes”; and  
d. Press “Finish” 
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5. The operational presence of organization could then be displayed by Admin1, 2, 3 ... 
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(6) Humanitarian Profile by Sector 
Portraying data visually often maximizes the impact of the work being implemented in the field by quickly 
and attractively displaying work undertaken to support people in need.  Using monitoring (Note: a Plan 
Entity) data uploaded from the field, please follow these steps to quickly create a visual guide to 
achievements of Cluster/Sectors in a given country. 
 
While this can be used to display a variety of different charts, in this particular table we will use the 
example of displaying monitoring data from a Cluster using s ‘Spark Line’. Also note that when using this 
approach, it is important to check the frequency of monitoring periods for a specific plan as the more 
regularly the monitoring reporting during the year, the more interest the visual will be! 
 
For this particular example – and using the monitoring data collected by a Cluster – we wish to display the 
impact of programmes in a cluster against a six-month timeframe or ‘Reach Over Time’. 
 
1. From the Humanitarian Insight page, scroll down to the bottom of the page and click on “Customize 

this page”.  
 

 
2. Go to ‘Content’, Click on the ‘+’ sign. 

 
 

3. Click on:  
a. ‘HPC Plan Widgets; 
b. Select ‘Plan Entity Attachments Table’ widget; and  
c. Click add. 

 

 
4. You will find yourself at the Configure new Plan Entity Attachments Table screen. 
5. Under ‘Widget Title’ type in ‘Monitoring: Cluster Objectives Indicator Overview’. 
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6. Under the NAME column, as you scroll down you will see the ‘Select the available entities for this 

widget’.  Select the Cluster/Sector you wish to display.  (In this instance, we have selected the Early 
Recovery and Livelihoods Cluster.)  As we want to ensure that we get a reflection of 

 

 
 
7. Then select ‘Use Select Entities’ at the bottom right of your screen. 
 
8. You will find yourself on the ‘Configure Plan Entity Attachments Table’ Page.  
 
9. Under ‘Select the relevant indicator attachment for this widget’, click on the box to the left of ‘ID’ 

(this will highlight all of the lines you wish to work with rather than checking each individually). 
 

10. Click on the ‘Use Selected Attachments’ tab at the bottom right of your screen. 
 

11. Back on the Configure Plan Entity Attachments Table’ Page, under ELEMENT TYPE we want to change 
the ‘Name of the indicator’.  Click ‘Edit’. 

 
12. Towards the bottom of the page, under ‘Configured columns’ change the Label from ‘Indicator’ to 

‘Indicators:  Cluster Objectives’. 
 

13. Then click ‘Update Item’. 
 

14. Once again, you will find yourself on the ‘Configure Plan Entity Attachments Table’ Page. Please click 
on the ‘Add item’ button. 

 
15. On the ‘Configure Plan Entity Attachments Table’ Page, under ‘Element*’ select the ‘Data point: 

chart’ from the drop down menu. 
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16. Please give the Chart a ‘Label’ – ‘Reach Over Time (Monthly)’. 
 
17. The ‘Chart Type’ should be selected as ‘Spark line’ from the drop down menu. 

 
18. Click ‘Add to the list’ 
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19. On the ‘Configure Plan Entity Attachments Table’ Page, you will now be shown a Preview of what 
your visualization looks like. To complete this task, click ‘Finish’. 

 

 
 

The chart will now appear on your country’s homepage.  To keep it, be sure to click ‘Save’ at the bottom 
of the screen. 
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(7) Sector Overview and Funding Status 

The purpose of creating element is to display the cluster overview and funding status, and this table will 
be only for non-COVID-19 clusters, here is the steps: 
 
1. From the Humanitarian Insight page, scroll down to the bottom of the page and click on “Customize 

this page”  
 

 
2. Go to “Content”, Click on the “+ “sign 

  

 
 

3. Click on:  
a. ‘HPC Plan Widgets’; 
b. Select ‘Governing Entities Overview Table’ widget; and  
c. Click add. 

 

 
 
4. You will get the following screen, enter the Widget Title as “Cluster Overview and Funding Status”: 
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5. To ensure that the Governing Entity Overview Table reflects whether ‘Clusters’ or ‘Sectors’ are used 

in-country, once you have confirmed this, under ‘Configured columns’ and “ELEMENT TYPE’, you may 
reflect this by pressing ‘Edit’ under OPERATIONS and change it according to what is used in the 
country as illustrated below. 

 

 
 

6. Click Update Item. 
 
In order to populate the Governing Entities Overview Table, we must now add the following components 
to the Table: 

a) ‘Partners counter’: 
b) ‘Projects counter’: 
c) ‘Funding currently attributed’: 
d) ‘Funding coverage progress bar’; and 
e) ‘Current requirements’. 

 
For all those elements, we achieve this in the following manner: 
7. Press ‘Add item’. 
 
8. Under ‘Element’, press ‘Please select’ and a drop down menu will appear outlining the options 

above.  You will need to add each individually.  For example, for (a) ‘Partners counter’: 
a) Select ‘Partners counter’; 
b) Under ‘Label’ type ‘Partners’; and 
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c) Click ‘Add to the list’. 
 

 
 
9. Add the elements a) - e) to the Table and remember to provide a ‘label’ for Element Type when 

provided the option to do so.  
 
10. Once complete, you will end up with the following table. 
 

 
 

11. In 2020, many Country Offices integrated COVID-19 programmes to their HRPs.  For Hum-Insight, it is 
important to distinguish between the two.  As such, to start, let’s ensure non-COVID-19 information is 
included.  To that end, click on the ‘Basic Configuration’ tab to filter the clusters/sectors by non-
COVID-19.  
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11. Check ‘Exclude tag’. 
 
12. Select ‘COVID-19’; and  

 
13. Press ‘Update basic configuration’.  

 

 
 
14. To ensure that this table is visible to all, at the bottom of the page, press ‘OPTIONS: VISIBLE TO PLAN 

LEADS OF THIS PLAN OR TO ADMINISTRATORS, NO COMMENT’.  
 
15. Under Visibility options press ‘Visible for all users’. 

 
16. Press ‘Update’. 
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Note: displayed page elements that has white background is publicly visible while those in pink are only 
available for cluster leads (their clusters), plan leads and administrators depending on the visibility 
settings. 

 
Visibility for all plan elements can be configured together as described below.  This can be accessed from 
plan settings and plan elements.  
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17. Click ‘FINISH’ to have the final element created on the page.  Your page should look like the 
following: 

 

 
 
18. For those plans that need to include COVID-19 cluster information, we will need to include another 

table.  This can be achieved another way.  There is a feature that can be used to clone the same page 
element which is called ‘Import element’, it appears at the bottom of the page next to “Customize 
page” button.   

 
(Note:  If it does not appear, please ask the administrator to give you the right access permissions.) 

 

 
 

19. As we want to clone the ‘Cluster overview and funding status’ – and to ensure that this is made as 
easy as possible:  

a. In your browser, open another Humanitarian Insight window (e.g. Nigeria) and go to the 
Cluster overview and funding status (non-COVID-19) table;  

b. Click on the following icon; 
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c. A pop-up window will appear; 
 

 
 

d. Using your mouse, right click on the highlight blue text and copy the text; 
e. As noted above, click ‘Import element’, select ‘Content’ and paste the script inside the 

Configuration text area as illustrated below: 
 

 
 

f. Under ‘Visibility’, select ‘Visibility for all users’; 
g. Click ‘Continue’;  
h. Wait until the system creates the new cloned element, when the element preview is ready, 

click ‘Continue’.  The new element will be added to your page; 
i. If you want to filter the cluster/sector to COVID-19 in the overview table, Click basic 

configuration, include the tag, select ‘COVID-19’ tag and click update configuration, then 
“Finish”; and  

j. Now you have a newly cloned item filtered by COVID-19 Clusters/Sectors. 
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Editing out Zero Values in a Governing Entities caseloads Table page element 

The use of charts, diagrams, pictures and tables all contribute to making your Humanitarian Insight page 
not just appealing to the eye, but also make your information much easier to consumer for the reader.  As 
with the example above, there are times when you will have developed your GE table (i.e. Governing 
Entities Caseload Table or Governing Entities Overview Table) and, unfortunately, data may not have been 
collected against a specific cluster thus indicating a zero value.  Clearly, this is misleading and thus does 
not necessarily reflect the work that is being undertaken.  To that end, you may wish to hide these null 
values until such time as data is available to reflect the reality on the ground.   
 
As noted, in this example we will be editing the GE Caseload Tables and will be aiming to edit out, or hide, 
data that has a zero value (or has not had any information collected against it at this juncture).   To that 
end, please follow the steps below. 
 
1. From the Humanitarian Insight page, scroll down to the bottom of the page and click on “Customize 

this page”. 
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2. Scroll down the page until you identify the Governing Entities Caseload Table.  
 

 
 

3. Click on the ‘Settings’ tab.  
 
4. You will find yourself on the Configuring Governing Entities Caseloads Table page which will give you 

an overview of all of the content displayed on this specific table on your Humanitarian Insight page 
and you will see under the Preview section the Sectors that have a ‘0’ value.  In this example, we note 
that the Coordination and Support Services Sector (non-COVID-19) has 0% under TARGETED thus to 
strengthen this table, we will hide this sector until such time as information becomes available.  You 
will note that under Configured Columns section under OPERATIONS, there is a Configure filter tab. 

 

 
 
5. As we know we want to manipulate the date around TARGETED %, we look down the ELEMENT TYPE 

column until we see Targeted % under COLUMN NAME.  Click on Configure filter. 
 

 
 
6. On the Configure Governing Entities Caseloads Table page, we look down until we see the section 

titled Operation.  We click on the drop down menu and select ‘Empty’ (meaning that the section, 
clearly, had no value against it).   
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7. Click on the Update item button. 
 
8. You will now note that non-COVID-19 Coordination and Support Services data has been removed from 

the table. 
 

9. To complete this work, click on the FINISH button at the bottom right of the screen. 
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(8) Humanitarian Programme Cycle documents   

Link to external document can be done in three different ways: 
 
Using “Document links element” 

 

1. To add document links element, click the  + on the ‘Content’ section. 
 

 
2. A pop-up window will appear.  Select: 

a) The ‘HPC Common’ button;   
b) The ‘Generic Document links’ button; and  
c) Press ‘Add’. 



44 | P a g e  
 

 

6. In the pop window, a maximum of 3 documents can be added:  
a. Enter the “Widget Title” (e.g. Humanitarian Programme Cycle documents); 
b. Then for the first document, under “Title”, enter the document title(e.g. 2020 Humanitarian 

Needs Overview) 
c. Under “Target URL” copy-paste the URL link to the document 
d. Set the “Date” the document has been published 
e. “Select” the image to be displayed for the document and click on “upload”. 
f. Repeat the same steps for the second and the third document and  
g. Press “Finish” 
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Using “HTML Content element” 

This will proceed in two major steps: Add images first and then add the title for each document. 

 

1. To add HTML Content element, click the  + on the ‘Content’ section. 
 

 

2. A pop-up window will appear.  Select: 
d) The ‘HPC Common’ button;   
e) The ‘Generic HTML Content’ button; and  
f) Press ‘Add’. 
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7. In the pop window:  
a. Enter the “Widget Title” (e.g. Humanitarian Programme Cycle documents); 
b. Under “HTML Content”, Click on the “Media browser” button to add the image to be 

displayed for each document  
 

 
 
8. In the pop window:  

a. Under “Upload a new file” click on “Choose File” and go to the file, select it and hit “Upload” 
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b. Then click on “next” 

 
c. In this step, under “destination” select one option ( e.g. “Public local files served by the 

webserver” or “Private local files served by Drupal” and click “Next” 

 
d. In this step, enter the “alternative text” and the “title text” and click “Save” 

 

b. In this final step, under “Display as”, select “Thumbnail” and click on “Submit”. The image is 
added. 
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c. Repeat the same steps as needed 

To add a “Title” under each image, the steps are the following 

1. Under “HTML Content”, type the document title and select it. Then click on “Link to content” 
button to attach an URL link to the title. 

 

 
2. In the pop window: 

a. Under “Link URL”, copy-paste the URL link to the document  
b. Click on “Insert link”. 
c. Repeat the same steps for the second and the third document title and  
d. Press “Finish” 
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Using “Plan External Site Content element” 

 

1. To add Plan External Site element, click the  + on the ‘Content’ section. 
 

 
2. A pop-up window will appear.  Select: 

a) The ‘HPC Plan Widgets’ button;   
b) The ‘Plan External Site’ button; and  
c) Press ‘Add’. 
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3. In the pop window, a maximum of three documents can be added:  
a) Enter the “Widget Title” (e.g. External link); 
b) Under “Select the number of links that you want to add” make your selection. Remember 

the maximum of 3 lines is allowed 
c) Under “Site title”, enter the name of the website (e.g. Niger on humanitarianresponse.info) 
d) Under “URL” copy-paste the URL link to the document 
e) Under “Select image” choose the image to be displayed for the document and click on 

“upload”. 
f) Repeat the same steps for the second and the third document and  
g) Press “Finish” 
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(9) Plan Organizational Table  

The ‘Plan Organizational Table’ element is used to display the projects that were accepted/published on 
Project Module (PM) per appealing organization. In addition to the tabulated format that shows the 
appealing organizations, its published projects, and related clusters, it shows the financial data that is 
linked. And more features will be demonstrated below: 
 
Note:  This element will not display an organization if the plan was not published as a major version at least once on the RPM.  

 
Steps to add to add “Plan Organizational Table” element to any plan page  

 
1. To add document links element, click the + on the ‘Content’ section. 
 

 
 
2. A pop-up window will appear.  Select: 

a) The ‘HPC Plan Widgets’ button   
b) The ‘Plan Organizational Table’ button; and  
c) Press ‘Add’ 
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Steps to configure “Plan Organizational Table” element 

 
1. Select the list of organization from the table as shown below and click ‘Use Selected Organizations’.  If 

the list is empty, it means the plan is activity-based, or it is not published as a major version. 
 

 
 
2. In this step, many fields could be added to the Organizations Table. By default, the name of the 

organization will be in the list, and other fields like: project count, cluster, current requirements, 
current funding, current coverage and other fields could also be added.  For example, here are the 
steps to add to “Projects Count”: 

a)  Click on “Add item” as shown below; 
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b) Select “Project” form the list, and click “Add to the list”; 
 

 
 

c) As you will want to further populate the table, you may also add other details such as 
i. Projects (example below); 

ii. Cluster; 
iii. Current requirements; 
iv. Funding requirements; 
v. Current coverage; and  

vi. Others elements as required. 
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d) To control who may view this, you can control the visibility of this element.  You can change 
this by: 

i. Clicking on “Options: Visible only to plan leads of this plan or to administrators, no 
comment”;   

ii. Then select ‘Visible for all users’; and  
iii. Click ‘Finish’: 

 

 
 

e) Once all required fields added, click ‘Finish’. The table will look like the one shown below: 
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Checking the Projects Submitted by Organization 

 
The above screenshot shows the fields grouped by the appealing organization in terms of the number 
Projects submitted and accepted by this organization.   
 
1. To better understand how many projects have been submitted per organization, under the column 

headed Projects, find the organization you wish to check (e.g. ACT Alliance / Norwegian Church Aid) 
and click on the ‘3’.  You will now be provided with the list of the three projects submitted and 
accepted.  

 

 
 

2. Click on the Project Code of any project in the pop up, it will show the detailed view of the project on 
the PM as shown below: 

 

 


