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1. Introduction 

This guide provides technical and procedural instruction on how to use the Fuel Relief 

Fund (FRF) digital data collection apps while on an emergency mission. We encourage you 

to read and reread this document to ensure that you are prepared to use our digital tools 

when the time comes. 

This is a “living document”, continuously updated as FRF implements lessons learned in 

the field. When you are selected to join an FRF Response Team, you will be sent the most 

recent iteration along with other deployment materials, though an up-to-date guide is 

always available to our volunteers on our website at www.fuelrelieffund.org/training. 

2. Pre-Deployment 

2.1 App Installation 

FRF responders use four primary mobile application when on deployment: 

1. ArcGIS Survey123 

2. Dropbox 

3. what3words 

4. Counter (For Androids, download Counter by UX Apps) 

Download these apps onto your mobile device from the Apple App Store or Google Play. It 

is a good idea to create a folder for the apps on your home screen so they are easy to 

locate. 

2.2 Location Services 

“Location Services” allow apps and websites (Maps, Camera, Weather, etc.) to use 

information from cellular, Wi-Fi, Global Positioning System (GPS), networks, and Bluetooth 

to determine your approximate location. Many apps—including most of FRF’s deployment 

apps—depend on accessing this information. For this reason, all FRF Response Team 

members are asked to turn on Location Services before deploying. 

http://www.fuelrelieffund.org/training
https://apps.apple.com/us/app/survey123-for-arcgis/id993015031
https://apps.apple.com/us/app/dropbox/id327630330
https://apps.apple.com/us/app/what3words/id657878530
https://apps.apple.com/us/app/counter-tally-counter/id1144352844
https://play.google.com/store/apps/details?id=ru.uxapps.counter&hl=en_US&gl=US
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Follow the below steps to allow your mobile device’s apps to use your location: 

 

Photos taken through the camera feature in the Survey123 app are linked to the surveys to 

which they are attached and will therefore automatically appear on the deployment map 

in the location identified in the surveys. Photos taken using your mobile device’s native 

camera app require Location Services to “geotag” their location (meaning that they 

maintain their location data no matter where they are being viewed). Enabling Location 

Services ensures that FRF will always be able to pinpoint the location where photos were 

taken. 

NOTE: All photos, including those taken using your native camera app, should be uploaded 

to Survey123. More information on this here. 

2.3 Airplane Mode 

It is likely that your mobile device will not have service for at least part of the time you 

are on deployment. It is recommended that you put your device on “airplane mode” to 

save battery and pre-empt potential connectivity issues. (This will not impact your ability 

to use the device with Wi-Fi). 

For iPhones: 

1. Go to Settings  

2. Go to Privacy  

3. Click on Location Services  
4. Click on Camera and select While Using 

 

For Androids: 

1. Open Settings icon  

2. Go to Location  

3. Click on Camera (you may have to click on App permission to find it) 

 

4. Select Allow only while using the app  

https://fuelrelieffund.org/survey123-tutorial-photo/
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To turn on airplane mode, follow the instructions below: 

 

 

COMMON CONNECTIVITY ISSUES 

Based on previous deployments, we have identified some common connectivity issues. 

Here are two specific examples of what you may encounter in the field: 

1. Survey123 may log you out of your account as you go in and out of connectivity. 

If you get logged off, make sure to log in again. Make a note of the log-in details before 

deploying so that you are able to log back in, and check that you are logged in before 

opening a survey. 

2. iPhones, in particular, can struggle to function without connectivity. When you go 

from not having a connection to having one, restarting your iPhone can inadvertently 

cause the device to restore factory settings, which will result in a loss of data. 

Putting your mobile device on airplane mode before you depart on your deployment 

reduces the likelihood of having this problem. While in the field, keep airplane mode on 

whenever possible. 

 

For iPhones: 

1. Go to Settings or swipe up from the bottom of your screen  
2. Toggle Airplane Mode or click on the Airplane icon 

   

For Androids: 

1. Go to Settings and click on Wireless & Networks or swipe down from the top of 

your screen  

2. Toggle Airplane Mode or click on the Airplane icon 

   

NOTE: Survey123 will still work in airplane mode, however, you will have to click 

“Send Later” when submitting a survey (more on this in Submitting a Survey section). 

To send surveys while on airplane mode, connect to a mobile hotspot or Wi-Fi 

connection. 
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2.4 Offline Google Maps 

If you have ever tried to use Google Maps on a hike in the woods, you know that the app 

does not work well when you do not have an internet connection. With Google Maps 

Offline Maps you can download a map of the area you are going to before you lose service, 

enabling you to navigate that map once you are out-of-range. 

Responders should download offline maps in Google Maps before deploying so Google 

Maps remains functional in the field. If you are selected for a mission, do this right after 

you find out where the team will be operating so you do not forget to do it later. 

 

Save Offline Maps with Google Maps 

DOWNLOADING OFFLINE MAPS 

1. Open Google Maps on the device you plan to use in the field 

2. Click on your Account Icon (top right corner) and click Offline maps in the menu 

that appears. 

3. Click SELECT YOUR OWN MAP 

4. Zoom out and pan to the location where you will be operating (remember – the 

bigger the area, the more mapping you can see offline) 

5. Click DOWNLOAD to download that map selection 

When you get to the field, use Google Maps as normal. The app will automatically display 

any offline maps you have previously downloaded. 

https://support.google.com/maps/answer/6291838?co=GENIE.Platform%3DiOS&hl=en&oco=0
https://support.google.com/maps/answer/6291838?co=GENIE.Platform%3DiOS&hl=en&oco=0
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3. On Mission 

3.1 Mobile Hotspot 

If your mobile device has service but another team member’s device does not, you can 

turn on your Mobile Hotspot and your fellow responders can connect to it like a regular Wi-

Fi network. Remember to turn this feature off when it is no longer needed as it drains the 

device’s battery and uses your data. If your service provider charges a fee for using your 

hotspot, submit the receipt in a survey and FRF will reimburse you for the expense. 

Follow the steps below to enable Mobile Hotspot: 

 

For iPhones: 

1. Go to Settings  

2. Go to Personal Hotspot  
3. Create a password if there isn’t one set already 
4. Turn on personal hotspot by allowing others to join

 
5. Give others the name of your hotspot and set password
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3.2 Tablet Settings 

FRF will send at least one tablet on each deployment to aid in the data collection and 

information sharing process. Though FRF tablets are Androids, anyone should be able to 

use them. The deployment apps look and function the same way on both iPhones and 

Androids. 

The following are basic instructions for how to navigate the tablet. 

BASIC FUNCTIONS 

Turn on/off tablet 

1. Hold down the power button (button on the right hand side): 

a. (to turn on) Hold the button until you see the Samsung logo 

b. (to turn off) The tablet will either power down or a menu will appear with 

an option to “Power Off” – select “Power Off” 

 

 

For Androids: 

1. Open the Settings app/pull down and tap the Mobile Hotspot option 

2. Select the Network & Internet option/Connections 

3. Select Mobile Hotspot & Tethering 

4. Tap on Mobile Hotspot 

5. Follow instructions to customize the hotspot to your liking (change network 

name, security type, password, etc.) 
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Unlock tablet 

1. Click on the main button at the bottom of the device 

2. Swipe the screen to unlock 

Downloading Apps 

If you have the tablet and are preparing it for deployment, ensure that 1) all necessary 

apps are on the device, and that 2) you are logged in within each app. If the apps are not 

on the device, go to Google Play Store on the main screen and select/download the apps 

as discussed in this section. 

If you do not see all the apps on the main screen after downloading, click on the Apps icon 

 at the bottom right of the screen. This will bring up a menu of all the apps on the 

device (similar to how iPhone’s pages of apps work). To move the apps to the main screen, 

press and swipe the app into the correct place. 

TABLET SETTINGS 

Turn on/off Wi-Fi 

Tablets are Wi-Fi only, meaning they connect through Wi-Fi and not cellular signal. NOTE: 

To save battery, it is best to turn off Wi-Fi when you are out in the field so that the tablet 

is not trying to constantly find a Wi-Fi connection. 

1. Swipe down from the top of the screen and a quick settings menu will appear at 

the top (see image to the right) 

2. Click on the Wi-Fi button (grey when off, green when on) 

 

Quick Settings Menu on Tablet - wifi 
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Connect to a specific Wi-Fi network 

1. Swipe up to get rid of the settings at the top of the screen and return to the main 

screen 

2. Click on the Apps icon at the bottom right and find the Settings icon  

3. Click on Wi-Fi on the left panel and find the network you want to connect to on 

the right panel (see below) 

 

Settings Menu on Tablet 

Turn on Location Services 

Before going on deployment, ensure that the Location button is set to “on”. 

1. Swipe down from the top of the screen for the quick settings menu (see image to 

the right) 

2. Click on the Location button (grey when off, green when on) 

 

Quick Settings Menu on Tablet – Location 
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Test GPS 

Because the FRF tablets are Wi-Fi only, the GPS can be slower to load when not connected 

to Wi-Fi. Therefore, once you arrive at the deployment location and can connect to Wi-Fi, 

you should ensure the GPS is working correctly. Note: You may have to be outside to check 

if location services work offline. 

1. Turn on the tablet and connect to Wi-Fi 

2. Open the Google Maps app on the main screen and allow the tablet GPS to update 

3. Once the map of your current location has loaded, open Survey123. Click on the 

Deployment Survey and check that the survey map loads. Make a note of the 

coordinates displayed above the map. Exit the survey. 

4. Turn off Wi-Fi 

5. Open Survey123 and check that the same coordinates are displayed instead of the 

map 

4. Survey123 

4.1 Logging In 

1. Open Survey123  on your device and you will be prompted to allow it to access 

your location, select Okay/Accept. 

If you aren’t prompted to sign in, click on the Menu button  at the top right of your 

screen and click Sign in. 

2. Use the following log-in details to sign in: 

Username: FRF_Deploy1 

Password: fuelrelief1 

*usernames and passwords are case sensitive 

4.2 Downloading Surveys 

FRF is always working to improve our operations, both in the field and at headquarters 

(HQ). Part of this process is continuously refining our Survey123 surveys to reflect lessons 

learned on mission and better capture the information needed. Therefore, to ensure that 

responders have the most up-to-date templates, we ask all FRF Response Team members 

“refresh” the surveys – i.e. download updated versions of the surveys on their devices 

– before each deployment. 
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Follow the below steps to download the required surveys onto your device: 

1. Open the Survey123 app on your mobile device (Android users must complete the 

below steps before opening the app): 

(ANDROID USERS: If you have an Android, Survey123 needs permission to access 

the storage of your mobile device.) 

a. Go to Apps > Manage Apps > Survey123 > App Permissions 

b. Under App Permissions, enable Storage 

c. Uninstall and reinstall Survey123 

d. Open the app and when prompted to enable Survey123 to access photos, 

media and files, click ALLOW 

2. Click on a survey on your device (represented by the logos below) and press the 

Menu button    at the top right of your screen and select Delete Survey. Do 

this step for all the surveys on your device. 

 

3. On the main page, click the SK icon  at the top right of the screen, then 

select Download Surveys. Download the following surveys:  

 FRF Deployment Survey 

 FRF Individual Beneficiary Survey  

 FRF Real-Time Locator 

4. When you click on the Back arrow  at the top left of your screen, your main 

screen should now look like this: 
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Main Screen in Survey123 

4.3 Survey Overview 

There are two surveys that are used to record fuel distribution and other deployment-

related activities: the Deployment Survey and the Individual Beneficiary Survey. While the 

latter is a simple single survey, used the same way each time, the Deployment Survey has 

eight different “survey types” to help categorize information. Think of the survey types as 

thematic sub-surveys within the broader Deployment Survey. Like all Survey123 surveys, 

every survey-type listed here is location based. Therefore, it is important that you submit 

the surveys in the locations that they’re in reference to (if you know you will need to 

submit a survey retroactively, make sure to remember where you were at that time). The 

table below provides a overview of these surveys. 

FRF SURVEYS SCENARIOS 

FRF 

Deployment 

Survey 

This survey has eight different “survey types” to help categorize the 

information you are recording. Think of the survey types as smaller 

thematic surveys within the broader Deployment Survey. Like all 

Survey123 surveys, the survey type surveys are location-based. 
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FRF SURVEYS SCENARIOS 

Therefore, it is important that you submit the survey types where 

you are, or if you need to do it retroactively, to remember where 

you were when you come to submit the survey. 

Complaint If you are ever approached with, or made aware of, a complaint, 

please ensure that a Complaint Survey Type is filled out as soon as 

possible. 

Contact Complete the Contact Survey Type to store contact information. The 

contact information could be for someone with whom FRF engaged 

during the deployment (e.g. humanitarian aid workers, local 

government officials, etc.), or anyone who might serve as a valuable 

resource for FRF in the future, such as a fuel industry representative. 

Delivery Use the Delivery Survey Type when you are physically delivering fuel 

to beneficiaries (other than Individual Beneficiaries), rather than 

distributing to beneficiaries at a singular distribution location (i.e. 

beneficiaries lining up to receive fuel).  

For example: when you deliver fuel to the Emergency Operations 

Center (EOC) to fill their generator. 

Distribution Use this Survey Type when beneficiaries (other than Individual 

Beneficiaries) are coming to you for fuel (i.e. when beneficiaries line 

up to receive fuel).  

For example: when there is a line of first responders’ vehicles 

waiting for fuel. 

Donated 

Equipment 

Use the Donated Equipment Survey Type when you donate any of the 

equipment you used during the deployment. 

For example: when the team donates a fuel bladder to Team 

Rubicon. 

Photo Use the Photo Survey Type to upload photos. These could be photos 

of the distribution site, the devastation caused by the hazard, the 
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FRF SURVEYS SCENARIOS 

FRF Response Team, partner organizations, even beneficiaries (if 

they give permission to be photographed). 

Receipt Use the Receipt Survey Type to submit any receipts you collect 

during the deployment. These include receipts for accommodation, 

fuel, food, equipment, etc. Anything that is purchased with FRF 

donor funds or your own funds (which you can reasonably expect to 

be reimbursed for), should be logged in this survey. 

Other Activity Use the Other Activity Survey Type to record any additional 

information that doesn’t go into any of the other Survey Types. We 

want you to use the Survey123 app to record everything you are 

doing in relation to a disaster deployment so that we can understand 

where the team is and what the team is doing. Include photos as 

much as possible. 

Examples of what to record: your basecamp’s location; your 

accommodation on the way to, or back from, the disaster location; 

if the tanker breaks down; where you sourced the fuel; when you 

are at the airport going to the deployment. 

FRF Individual 

Beneficiary 

Survey 

While the Deployment Survey is key to understanding FRF’s reach in 

terms of fuel distribution, it provides only basic information about 

the recipients of our assistance. To get a more complete picture of 

FRF’s overall impact, FRF tracks more detailed information on who 

we serve through the FRF Individual Beneficiary Survey. 

Use this survey when you give fuel to an Individual Beneficiary. 

For example: when there is a line of Individual Beneficiaries waiting 

for fuel or when you deliver fuel to Individual Beneficiaries. 
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4.4 FRF Deployment Survey 

1. On your main home screen, select FRF Deployment Survey and click Collect: 

 

2. All questions with an asterisk (*) are required. You will not be able to submit the survey 

without answering them. 

3. There is an option to change the language if needed (for example, you have asked a 

local volunteer to help and they would find it easier to complete the survey in their 

native language). When you have the survey open, click the menu button  at the 

top right and select the appropriate language. 

4. To make it easier and more efficient, once you click on your name in the dropdown list 

for Volunteer First Name, the Volunteer Last Name will auto-populate. If your name 

isn’t there, you can click Other and enter your name into the responding fields that 

appear. 

5. If the team splits up, it is important for headquarters to know how the team has split. If 

the team has split, click yes and a new question will appear where you can select who 

is with you from a dropdown list. 

6. Time and Date update automatically. If you need to change this information (for 

example, you are filling out and submitting the survey after the fact) you can do so by 

clicking on the appropriate fields and entering the information in manually. 

7. Select the type of survey you want to submit. More details about each survey type will 

be explained in the next section. 

8. Location also updates automatically. If you need to change this information (for 

example, if you are filling out and submitting the survey after the fact and the app’s 

GPS is recording your current location, which isn’t the distribution location) you can do 

so if you have internet connection. 

a. Click on the map, drag the pin with one finger to navigate, pinch with two fingers 

to zoom. You will see the red pin move with you. Place the red pin where you 

want the location to be and press the checkmark  at the bottom right of the 

screen. This will take you back to the main page of the survey. 

b. If your device is offline (no internet connection), which is likely to be the case, 

the location map preview won’t be available. This means that you won’t be able 
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to change the location and will need to use your device’s GPS. Therefore, it’s 

good practice to submit surveys at the location.  

The location question will look like this (online vs offline): 

 

 
Location – When you are online 

Location – When you are offline 

 

9. In Survey123, there are two options to upload photos:   

a. Clicking the camera icon will open the camera on your device enabling you to 

take a photo.  

b. Clicking the folder icon will open the device’s photo gallery and you can upload a 

photo you have already taken (this takes a few seconds to open your gallery). 

c. When you take/upload a photo, additional options will appear underneath the 

photo (see below). 

 

d. Photos options - left to right: 

i. Take an additional photo 

ii. Choose an additional photo from the device’s gallery 

iii. Delete the photo 

iv. By clicking on the 3 dots, you can either rotate the photo 90 degrees to the 

left or 90 degrees to the right 

e. If the photo is at the wrong orientation, please rotate the photo using the above 

icons to correct it before submitting the survey. 
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The most important thing to remember when working with Survey123 is to fill out each 

survey with as much information as possible. More comprehensive records make it easier 

to understand the successes and shortcomings of our field operations and implement 

lessons learned. This information also helps us to better inform others about our work and 

raise funds for current and future missions. 

Within every survey type in the Deployment Survey, there are repeats. Repeats allow you 

to input multiple answers to the same question in a single survey. For example, if you 

have multiple beneficiaries (e.g. one person from the World Food Programme and another 

from the Red Cross) within the same beneficiary type category (e.g. “Responders”) and 

you want to record them both in the same survey rather than having to submit an 

individual survey for each organization. These Repeat sections are indicated in a survey by 

a yellow block of questions. More information about repeats and individual survey types 

will be explained below. 

COMPLAINT SURVEY TYPE 

Feedback is very important to Fuel Relief Fund. If someone—beneficiary, partner, or 

anyone else—complains about us or our work, we take that seriously and want to make 

sure we respond accordingly. That is why we have created a specific Complaint Survey 

Type. If you are ever approached with, or made aware of, a complaint, please ensure that 

a Complaint Survey Type is filled out as soon as possible. 

There are multiple ways this can be done: 

i. If the person filing the complaint is comfortable doing so in person, you can offer 

to file it for them in Survey123. To do this, open a survey, enter all the information 

above Survey Type, select Complaint as the Survey Type, and then type in the 

complaint as they dictate it. 

ii. If they are not comfortable with you filling the survey in for them, you can hand 

over the mobile device (preferably a tablet) and have them fill it out themselves. 

iii. If they would prefer to log the complaint at a later time, you can direct them to 

our website (www.fuelrelieffund.org), ask them to click on the Take Action menu 

tab, and them submit a complaint survey there themselves. 

Do not just pass the complaint along to the Team Leader or another team member. Even if 

the complaint is dealt with on the spot, a Complaint Survey Type should be submitted so 

that FRF has a record of it. 

http://www.fuelrelieffund.org/
https://survey123.arcgis.com/share/894a8c4f272a44ca85e38ef80588510b


Fuel Relief Fund Written Guide 
How to Guide for the Data Collection Apps 

  

18 | P a g e  
 

 

Complaint Survey Type in Survey123 

 

 
CONTACT SURVEY TYPE 

Complete the Contact Survey Type to store deployment-related contact information in 

Survey123. The contact could be someone who FRF engaged with in the field (e.g. 

humanitarian aid workers, local government officials, etc.), or anyone else who might 

serve as a valuable resource for FRF in the future, such as a fuel industry representative 

that the team spoke to on the phone. 

Like all Survey123 surveys, Contact Surveys are location-based, meaning any contact you 

enter into the system will be associated with a particular location. The survey’s default 

location is where you are while you are entering the information, therefore, if you are 

entering contact information on the spot, you can leave the location where it is. If you are 

NOTE: The Complaint Survey is also available to FRF Response Team members should 

a volunteer feel the need to raise an issue with HQ. 
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filling out the survey retroactively or are given the actual work address of the contact, you 

should manually set the location to where you encountered that contact or to their place 

of work (respectively). If you have contact information for more than one person at the 

same location, you can click the Plus icon  at the bottom of the Repeat to add 

another Repeat section. 

 

Contact Survey Type Repeat Section 
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If the contact’s address is not the same as 

the location where the survey is being 

completed: 

1. Click No (see image to the right); 

and 

2. Fill in the address in the field that 

appears. Be as specific as possible 

when entering their address. 

 

Contact Address Field 

DELIVERY SURVEY TYPE 

Use the Delivery Survey Type when you are physically delivering fuel to beneficiaries, 

rather than distributing to beneficiaries at a singular distribution location (i.e. 

beneficiaries lining up to receive fuel). 

1. After selecting the Delivery Survey Type, the first two questions are Distribution 

Start Time and Distribution End Time. This will help us understand how long you 

were delivering fuel that day. 

2. In this case, each Repeat represents what you delivered to each beneficiary (other 

than an Individual Beneficiary). For example, if you are delivering to multiple 

humanitarian organization tents within one location. Once you have completed the 

Repeat section and you delivered fuel to another beneficiary, click the Plus icon 

 to add another section of questions to include this additional information. 
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Example of a Delivery Survey Type Repeat Section 

3. If you serve a beneficiary type that is not on the list in the survey, 

select Other and use the field that appears to state what the beneficiary type is. 
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4. Submit the complete Delivery Survey Type once you have finished delivering fuel 

for that day. If you are making more deliveries over the course of the deployment, 

submit a complete Delivery Survey Type per day. 

Beneficiary Types 

When you deliver fuel to beneficiaries or distribute fuel at a central location, the survey 

questions will differ slightly between beneficiary types. More information about these 

beneficiary type-specific questions can be found below. 

First Responder & Humanitarian Organization 

1. If you select “First Responders/Humanitarian Organizations” as your beneficiary type, 

two follow-up questions will appear in the distribution survey: 

a. Name of organization/unit — for example, “United Nations World Food 

Programme, Logistics Cluster” 

b. How many people does the organization/unit serve? — This question is very 

important. In order to truly understand our impact in a given deployment, we have 

to know not only how much fuel FRF distributed directly to individual beneficiaries, 

but also how many people we were able to reach indirectly from fuel given to 

other humanitarian aid agencies participating in the response. An exact number is 

nearly impossible to get, but most organizations will have some idea of how many 

people they are serving per day and, if asked, can estimate the number of people 

benefiting from the fuel FRF has provided. 

2. To know exactly how much fuel went to each type of responder (World Health 

Organization, Firefighter, Red Cross, Police, etc.) keep count of: 

a. The number of each type of vehicle/individual; and 

b. How much fuel was provided to each type 

When inputting this information into the survey, each responder type will have their own 

Repeat section. Click here to see an example of this. 

Critical Infrastructure 

When delivering or distributing fuel to critical infrastructure (e.g. hospital generators, 

etc.), four additional questions will appear in the survey that need to be answered before 

you can proceed with the rest of the survey: 

i. How many individual generators/units? 

ii. What’s the capacity size of the generators/units? 

iii. How many people do the generators/units serve? 

https://youtu.be/9dL63fF1Oi0
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iv. How many hours will the fuel last? 

The answers to these four questions provide critical insight needed to calculate FRF’s 

overall impact. You may need to find someone onsite to answer these questions for you. 

DISTRIBUTION SURVEY TYPE 

Use the Distribution Survey Type when beneficiaries are coming to you for fuel (i.e. when 

beneficiaries line up to receive fuel). Complete the survey once your team has finished 

distributing fuel to beneficiaries at a singular location. If the team distributes fuel at 

multiple locations in one day, a Distribution Survey Type must be filled out at each 

individual location once the team concludes distribution there.  

1. After selecting the Distribution Survey Type, the first two questions are 

Distribution Start Time and Distribution End Time. This will help us understand 

how long you were distributing fuel at that location on that day.  

2. If you distributed multiple types of fuel or to multiple beneficiary types at that one 

location, you will need to fill out a Repeat for each fuel/beneficiary type. To do 

this, click the Plus icon  . 

NOTE: To further clarify, question iii above references the number of people who 

will benefit from the power that a given generator provides (for example, the 

number of patients in a field hospital run on generators fueled by FRF). 
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Distribution Survey Type Repeat Section Example 

3. If you serve a beneficiary type that is not on the list in the survey, 

select Other and use the field that appears to state what the beneficiary type is. 
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4. You can add as many photos are you want for this distribution location. Once you 

have taken or uploaded a photo, a plus icon against the camera or folder appears 

(see below). Click on either of these to add more photos. 

 

Add Multiple Photos 

DONATED EQUIPMENT SURVEY TYPE 

Use the Donated Equipment Survey Type when you donate any FRF equipment—fuel 

bladders, pumps, batteries, etc.—to another response organization or government agency. 

 

Complete the Repeat (see below) with what the equipment was, the quantity and who you 

gave it to. If you gave away more than one item at one location, click the Plus icon  

to add another section of questions to include this additional information. 

 

Donated Equipment Survey Type Repeat Section 

 

NOTE: Decisions on donating equipment are made only by the Team Leader or FRF 

HQ. If an organization has expressed a need for a particular piece of equipment, 

please notify the Team Leader so they can take the appropriate steps. 
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PHOTO SURVEY TYPE 

Use the Photo Survey Type to submit “photo-only” surveys (i.e. surveys that contain only 

photos and descriptive information about those photos). Examples of photo subjects 

include the devastation caused by the hazard, the FRF distribution site, the FRF Response 

Team at work, partner organizations, or beneficiaries receiving fuel. The best photos are 

those that include several of the subjects listed above, for example, an FRF responder 

handing a full fuel can to a beneficiary in front of their hurricane-damaged home. 

There are two ways to take photos for a Photo Survey in Survey123: 

1. Photos can be taken using your mobile device’s native camera app and then 

uploaded to a Survey 123 Photo Survey; or 

2. Photos can be taken through the Survey123 app itself  

To take a photo with the Survey123 app, open the Deployment Survey, select “Photo” 

under “Survey Type”, and then click on the camera icon . The app’s screen will 

then change to a typical camera screen where you can view what is in your camera’s 

frame. 

To upload a photo to Survey123 which you have taken using your device’s native camera 

app, follow the same steps, but select the folder icon  instead of the camera icon. 

This will enable you to select a photo from the device’s library. 

Either way, you can add as many photos in a single survey as you like. Once you have 

taken or uploaded a photo, a plus icon on the camera or folder appears (see below). Click 

on either of these to add more photos. 

 

Add Multiple Photos 
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Regardless of how you take them, it is important to submit all photos through Survey123 

rather than sharing them via text or photo sharing apps. This is not just because it is 

easier for HQ to locate photos this way, it is because photos submitted through Survey123 

have location data (the place where the photo was taken) whereas those shared through 

other apps may be stripped of their geotags. Therefore, to ensure that photo location data 

is available and correct, 1) submit all photos through Survey123 and, if you are submitting 

those surveys retroactively, 2) manually adjust the location of the survey to the location 

where the photo was taken. 

 

RECEIPT SURVEY TYPE 

Use the Receipt Survey Type to submit expense information for purchases made in 

preparation for or during a deployment. Anything that is purchased with FRF donor funds 

or any reimbursable deployment-related item/service that is purchased by a volunteer 

using their own funds should be logged in this survey type. 

Reimbursable expenses include: 

 Approved travel and lodging 

 Deployment-related equipment, supplies, and services 

 All volunteer meals, snacks, and beverages (excluding alcohol) 

Personal expenses such as drinks at a bar or souvenirs, do not need to be logged in 

Survey123. If you have a question about whether something is reimbursable, please ask 

HQ.  

In addition to completing all survey questions, a photo of the hard-copy receipt should be 

uploaded to each Receipt Survey submitted. If you do not have a hard-copy of a particular 

receipt, a Receipt Survey should still be submitted detailing the expense. FRF will not 

reimburse expenses which are not recorded in Survey123. 

You can upload multiple photos of one receipt if, for example, an invoice is multiple pages 

in length. You can also add multiple receipts at one location by clicking the Plus icon  

at the bottom of the Repeat section (see below). 

Reminder: you should always ask for permission when photographing people, 

especially beneficiaries. 



Fuel Relief Fund Written Guide 
How to Guide for the Data Collection Apps 

  

28 | P a g e  
 

 

Receipt Survey Type Repeat Section 

Any purchases made for things/services that are not expressly listed above or directly 

approved via text/email by HQ should be marked as “maybe reimbursable” and the details 

of the expense should be described. See below. 

 
Maybe Reimbursable 

Purchases made using an FRF credit card or purchases that have already been reimbursed 

by FRF (for example, you pay for something using your own money and the FRF Team 
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Leader pays you back in FRF cash) should still be recorded in Survey123, but should be 

marked as “not reimbursable”. See below. 

 
Reason Why It Is Not Reimbursable 

OTHER ACTIVITY SURVEY TYPE 

Use the Other Activity Survey Type to record any additional information that does not go 

into any of the other survey types. Some examples of instances when you would submit an 

Other Activity Survey Type are: 

1. To record your departure location when you arrive at the airport 

2. To record your accommodation on the way to, or back from, the disaster location 

3. To record the team’s basecamp location 

4. To record a place where you are sourcing fuel 

5. To record your location in the event of a fuel tanker/vehicle breakdown  

SUBMITTING THE SURVEY 

Once you have completed all the required fields, press the checkmark  in the bottom 

right corner of the screen to submit the survey. 
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1. If you have internet connection, you will get 

these options  

 

 

Submit Survey Menu (Online) 

 

a. Click Send Now and you will then see the Sent option under Collect: 

 

Survey Main Screen Options After Selecting “Send Now” 

b. If you select Sent, you can see all the surveys you have submitted. If you click on 

one of the surveys, you will get the option to edit the survey and resubmit. For 

example, if you received additional information that you wanted to include in a 

survey you’ve already submitted, you can go back into the survey and add it. 

 

2. If you don’t have internet connection, you will 

get these options  

a. In order to send a survey, you will need 

internet/data connection. When you 

don’t have internet, click Save this 

survey in the Outbox.  

 

  

Submit Survey Menu (Offline) 
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b. You will now see Outbox under Collect: 

 

Survey Main Screen Options After Selecting “Save this survey in the Outbox” 

c. To access your submitted surveys, click Outbox and all the surveys you have 

submitted will be displayed. To find a specific survey that you’ve submitted, you 

can look at the time and location in the list.  

 

Surveys in Outbox Folder 

d. You have a choice of deleting the surveys, by pressing the Trash button  or 

you can submit all your surveys at once by pressing the Send button  

at the bottom right corner. 

SAVING A SURVEY 

If you are distributing to different types of beneficiaries at the same location, you can log 

numbers in the survey and save it as a draft until you have finished distributing the fuel, 

to help you keep a track of who you are distributing fuel to and how much: 

1. When you are in the survey and want to save it, click the X  in the top left corner. 
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a. A menu will appear (see image to the 

right). Click Save this survey in Drafts. If 

you clicked on this icon by mistake, you 

can select Continue this survey to get 

back into it. 

 

 

Close Menu in Survey123 

b. There will then be another folder under “Collect”, called “Drafts”. 

 

Drafts Folders under Collect 

c. When you want to add more information into the saved survey, click Drafts and 

you will see your save survey(s) listed. 

 

List of Saved Surveys in Drafts Folder 

d. Click on the survey you want to add information to and it will open the survey 

where you left off. 
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4.5 FRF Individual Beneficiary Survey 

While the Deployment Survey is key to understanding FRF’s fuel distribution reach, it 

provides only basic information about the recipients of our assistance. To get a more 

complete picture of our overall impact, FRF collects detailed information on those we 

serve through the FRF Individual Beneficiary Survey. For survey purposes, an “Individual 

Beneficiary” is defined as any individual that is not affiliated with an organization (i.e. a 

civilian/member of the public). 

To protect individual beneficiaries’ privacy, this survey has been designed specifically for 

them to fill out themselves. It includes a variety of language options and images which 

make it easier to understand for those who are illiterate or non-native English speakers. 

Though it can be challenging to do given the rapid pace of distribution, this survey should 

be given to every household that receives FRF fuel. 

At each distribution location, at least one FRF team member (usually the EIM focal point 

and maybe one other person) will be designated the role(s) of assisting individual 

beneficiaries with completing the survey. Depending on what is most comfortable for the 

beneficiary, the survey can be completed by filling it out for themselves or by listening to 

it read aloud while the volunteer types. For ease of use, if you are handing a device over 

to a beneficiary, it is recommended that a tablet is used rather than a mobile phone. 

 

If a beneficiary does not want to complete the survey onsite at that time, they should be 

offered the opportunity to fill it out on their own by visiting our website and leaving us 

feedback on the “Take Action” section of the FRF website (www.fuelrelieffund.org). 

1. On your main Survey123 screen, select FRF Individual Beneficiary Survey and click 

Collect to open the survey on your device. 

 

Tip: Use a FRF tablet for the Individual Beneficiary Survey so that you are able to 

hand over the device to a member of the public and have your personal device for the 

Deployment Survey. This way you can easily access the Deployment Survey for First 

Responders & Humanitarian Organizations, Government and Critical Infrastructure 

and you don’t have to continuously change between the two surveys on one device. 

http://www.fuelrelieffund.org/
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2. There is an option to change the language if needed. Click the Menu button  at 

the top right and select the appropriate language. If they would rather you 

complete the survey for them, you can do that as well. 

3. At the end of the survey, there are three default questions in red (see below). 

Ensure these default answers are correct before allowing the beneficiary or 

yourself submit the survey.  

 

Required Questions at the End of the Individual Beneficiary Survey 

4. To submit the survey, you will probably have to click Save this survey to the 

Outbox as you are likely to not have connection in the field. Once you click Save 

this survey to the Outbox, you will come back to the collect page. You will need 

to press Collect every time you want to start a new survey. 

5. Once you have internet connection, remember to go into the Outbox folder and 

click Send to send all the beneficiary surveys.  

DISTRIBUTION LINE OF INDIVIDUAL BENEFICIARIES 

It is up to the team to decide what works best in terms of the data collection process. The 

survey is short and only takes a few minutes to complete if done efficiently, so it should 

not hold up the line. However, when there is a long distribution line, those conducting the 

survey will usually stand at the front of the line, alongside–but out of the way of–the team 

members handling the fuel. Volunteers should be close enough to the beneficiaries that 

they can speak at a normal volume and should briefly explain what the survey is and why 
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we conduct it to each household. Remember to let everyone know that no personally 

identifying information (e.g. name, email, etc.) will EVER be shared. 

Individual Beneficiary Survey Fuel Summary 

If the team has used fuel meters, the total amount of fuel given to individual beneficiaries 

will be available immediately after fueling is finished. This information should be logged in 

its own Individual Beneficiary survey even though surveys were submitted for each 

household. To do this, open a new survey and select ‘yes’ to the top question which will 

allow you to put in the total amount of fuel provided (see below). For this summary 

survey, there is no need to answer the rest of the questions (conversely, when you are 

completing this survey for a specific household, that first question can be ignored while 

the rest should be answered). 

 
End of Distribution Line of Individual Beneficiaries 

5. Real-Time Locator 

The FRF Real-Time Locator (RTL) is a custom mapping tool within the Survey123 app. 

Much as the other surveys allow HQ to track the FRF Response Team, the RTL’s purpose is 

to enable humanitarian organizations or other disaster response actors to track FRF’s 

location and fueling activity. This helps these organizations seek out and receive fuel 

assistance more easily and rapidly. 

The information in the RTL map is populated through the submission of RTL surveys by 

team members in the field. It displays: 

 FRF's location in "real-time"; 

 Pertinent information about the fuel being distributed (what types of fuel, how 

much of each type is available, etc.); and 

 Contact information for the FRF team 
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Graphic Showing the Order of RTL 

This survey requires internet/data connection. If you are in charge of submitting RTL 

surveys and you do not have connectivity, use another team member’s phone who has a 

connection or utilize their mobile hotspot. Alternatively, plan ahead and go to a location 

where you know your phone will have a connection and submit the survey before arriving 

on site.  

1. On the main Survey123 screen, select FRF Real-Time Locator and click Collect to 

open the survey on your device. 

 

2. Time, Date and Location are the same for FRF Deployment Survey, recap this section 

if need be. 

3. As a general rule, fill out as much Information as possible and provide a contact 

number so any humanitarian organization can get in contact with you (again, this 

won’t be given to the public). 

4. Set the Deployment Status to Active and submit using the checkmark button  and 

press Send Now. 

5. Before you leave the site, go back and edit this survey, see this section, and change 

the Deployment Status to Inactive. It is essential that you do this so that other 

organizations are aware that they can no longer receive fuel at this location. 

Regardless of whether or not the team leaves the distribution location, once you have 

finished distributing fuel at that location, you should always edit the RTL survey status to 

Inactive. If you do not have connectivity at the location, try to contact HQ so they change 

the survey. 
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6. Best Practice Tips 

6.1 Survey Completion & Submission 

ACCURATELY RECORDING DATA LOCATIONS 

To ensure that the GPS is accurate, it is best to submit Survey123 surveys in the location 

where the data was/is being collected. If you are completing a survey for data collected in 

a different location than where you are submitting it, remember to adjust the coordinates 

in the map so that they accurately represent the data location. You will only be able to 

adjust the map when you are connected to Wi-Fi/service. 

TRACKING BENEFICIARIES USING THE DEPLOYMENT SURVEY 

A deployment survey should be submitted at each location where fuel is distributed. If you 

are giving fuel to multiple “beneficiary types” at a single location, you can use the 

deployment survey to keep track of the different beneficiary types and the amount of fuel 

being distributed. Simply open a survey, select the appropriate beneficiary types, input 

the amount you have given to each one up to that point, and save the survey as a draft. 

Then, periodically revisit the draft survey to update the beneficiary types and/or amount 

of fuel distributed. For more on this, see the Survey123 tutorial. 

TIMELY SURVEY SUBMISSIONS 

To make sure that headquarters (HQ) remains up-to-date on the team’s activities and to 

keep important constituents informed, FRF strongly urges responders to send photo 

surveys and upload videos at every distribution location. This represents best practice in 

data collection. However, if this is not possible, all surveys must be submitted no later 

than the end of each day. 

SURVEY SUBMISSION CHECKLIST 

For survey submissions, the bottom line is this: All content should be in HQ’s hands by the 

end of the deployment. So, once the team has completed the mission and ideally before 

arriving back home, responders should: 

– Open Survey123 and make sure there are no surveys remaining in your “Outbox” 

folder. If there are surveys in your outbox, click SEND to upload them all at once. 

– Check the native photo/contacts apps on the tablet(s) and your phone for any 

photos or contacts that you may not have shared—check pockets for business 

cards!—and submit any remaining content in surveys. 



Fuel Relief Fund Written Guide 
How to Guide for the Data Collection Apps 

  

38 | P a g e  
 

– Review your receipts and ensure that you have submitted Receipt Surveys for all 

expenditures. This is necessary for reimbursement. 

6.2 Video Content 

ORIENTATION 

When taking videos on a mobile device, hold the device horizontally so that the video’s 

orientation is landscape rather than portrait. This ensures that the recording is full screen 

when viewed on other devices or through other platforms such as Vimeo, YouTube, and 

the FRF website. 

 

FRAMING 

For videos and photos of the disaster landscape, long or “wide” shots are best. They set 

the scene for viewers, giving them a more comprehensive understanding of the context. 

 When taking a video of people, and especially in the case of Video Testimonials, zoom in 

for a medium or close shot to better frame the subjects. But, be conscious of zooming in 

too much – if only the subject’s head or face is visible in your shot, you are too close. 
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LIGHT 

If you are filming in natural light, try to position the device so that the subject is in softer 

or filtered light and not in direct sunlight which can cast shadows that make the subject 

(especially any details) hard to see. 

If you can avoid it, never backlight a subject. In other words, do not position your device 

so that the sun or light is directed towards the camera lens from behind the subject. This 

can create shadows and obscure the shot. 

 


