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1. Purpose 

The purpose of this Standard Operating Procedure (SOP) is to establish a standardized 

process for uploading data to RespiMart1. RespiMart, updated from FluMart, serves as 

a unified platform for sharing aggregated and case-based data from various 

applications and data sources. The platform facilitates reporting and analysis, as well 

as the exchange, harmonization, consolidation, and storage of surveillance data for 

respiratory viruses with epidemic and pandemic potential such as influenza, respiratory 

syncytial virus (RSV), and SARS-CoV-2. 

2. Scope 

The current SOP applies to all registered users or collaborators involved in the data 

upload process to RespiMart, including Data Managers, IT Support, and Supervisors. It 

covers the preparation, uploading, verification, and documentation of data. This SOP 

aims to ensure that all data are uploaded consistently, accurately, and securely. It does 

not cover data analysis or interpretation. 

3. Responsibilities 

Data Managers/Users/Collaborators: 

• Ensure data accuracy and completeness before uploading. 

• Prepare data in the correct format (e.g., CSV, Excel) using the confirmed 

reporting template. 

• Validate data to remove any sensitive or personally identifiable information. 

• Document the upload process, including date, time, and any issues 

encountered. 

• Follow the SOP guidelines for data preparation and upload. 

• Communicate any issues or discrepancies to Data Managers or IT Support. 

IT Support: 

• Provide technical assistance during the data upload process. 

• Troubleshoot any technical issues that arise during the upload. 

• Ensure the RespiMart platform is functioning correctly and securely. 

 
1 https://www.who.int/tools/RespiMart 
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Supervisors: 

• Review and approve data before it is uploaded to RespiMart. 

• Ensure that the data meets all necessary quality and compliance standards. 

• Oversee the overall data upload process to ensure it is performed consistently 

and accurately. 

• Ensure that any data shared with external users is properly vetted and 

approved. 

4. Pre-requisite and Data Preparation 

• Familiarize yourself with the data dictionary and explanation for the reporting 

data fields. 

Identify key data and mandatory data: 

• Key Data: Prevents duplicate entries and is used for editing/updating 

when needed. It may consist of a combination of multiple data fields or 

single fields. Key data may or may not be mandatory for reporting. 

• Mandatory Data: The primary objective of data reporting is to facilitate 

analysis and outcomes. Mandatory data may consist of multiple fields or 

a single field of reporting. Uploading cannot be completed without 

mandatory data. 

• Review data type, range, and valid values for uploading. 

• Finalize the dataset for uploading it in the agreed reporting template. The 

dataset can be in .xlsx, .csv files, or API links. 

5. Reporting Template and Origin Name 

• The uploading template is a data file with a tabular presentation of data values 

agreed upon for reporting/uploading in the specific dataset within RespiMart. 

This template file can be in various formats, such as .xlsx, .csv, JSON, or APIs, 

and any other format supported in RespiMart. 

• Single or multiple cases (rows), or line lists, can be entered in a template and 

uploaded as a single batch. 

• The uploading template file may contain reporting data either in a single sheet 

or across multiple sheets according to the need for reporting information. 
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• A country or collaborating institute can be assigned multiple origin names to 

report data in different datasets with independent uploading template files 

according to data uploading preferences. 

• The data reporting template can be customized according to the reporting 

preferences of the country by contacting respimart@who.int. 

6. Accessing RespiMart and Configuration 

• Register email accounts: To gain access to RespiMart, please share your email 

accounts with respimart@who.int. Note that the password you use for 

RespiMart will be the same as your email account password. For security 

reasons, never share your password with anyone. 

• Azure authentication: Activate email accounts in the WHO authentication 

system. If not already done, an invitation will be sent to the registered email 

accounts. 

• Configuration setup: Configuration setup will be done according to the final 

agreed dataset (.csv, .xlsx, or API links) by the RespiMart team. If any further 

modification is needed in the agreed final data template, pre-inform the 

RespiMart team for any modifications or updates. 

7. RespiMart Preview 

Log in to RespiMart using your registered credentials. 

 
 

  

mailto:respimart@who.int
mailto:respimart@who.int
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Type your email address 

 
 

Type your password 
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Navigate through the RespiMart home page and functionality. 
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Access the RespiMart data load page and functionality. 

 
 

8. Uploading Data 

Data Upload with Drag or Browse Process: 
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Data Upload Using an Origin Name: 
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RespiMart Batch Preview Window and Functionality: 

• Review the uploading summary and preview window before clicking the 

commit button. 

 
 

Complete the Uploading Batch: 

• Click the commit button if there is no major issue in the recent batch 

uploading. 
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Investigate Issues if Any (Red Highlighted): 

• If there is any red highlighted information in the upload summary table, click 

on the issues button for further investigation. You may ignore the yellow 

highlighted information if any. 

 

9. Email Notification Setup (One-Time Setup) 

• Within RespiMart, users can set up batch notifications to monitor the outcome 

of the batch uploading and committing process for the assigned origin names. 
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10. Data Access (for Registered Users) 

• Within RespiMart, registered users can access, filter, and download the data 

for further analysis and interpretation. 
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11. Global Data Access and Output Links for Surveillance Data (for All 
Users) 

All users worldwide can access the RespiMart data and reports (where applicable) 

using the following URLs. These data and reports are made publicly available with the 

permission of the data-sharing collaborators: 

• Influenza Surveillance Outputs 

• Pandemic Influenza Severity Assessment 

• Global Respiratory Syncytial Virus Surveillance 

https://worldhealthorg-my.sharepoint.com/personal/maharjanb_who_int/Documents/o%09https:/www.who.int/teams/global-influenza-programme/surveillance-and-monitoring/influenza-surveillance-outputs
https://worldhealthorg-my.sharepoint.com/personal/maharjanb_who_int/Documents/o%09https:/www.who.int/teams/global-influenza-programme/surveillance-and-monitoring/pandemic-influenza-severity-assessment
https://worldhealthorg-my.sharepoint.com/personal/maharjanb_who_int/Documents/o%09https:/www.who.int/teams/global-influenza-programme/global-respiratory-syncytial-virus-surveillance
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12. Challenges 

Uploading data in RespiMart can be challenging and lead to some errors due to 

several factors: 

• Inconsistent data variable names (column) in the data reporting template. 

• Invalid data or invalid data types of submission. 

• All zero or blank in reporting cases or rows. 

• Inconsistent sheet names in the data file (for the .xlsx format). 

• Forget to click on the “Commit” button to complete the upload. 

• Using an unregistered email address to sign-in to RespiMart. 

• Not reporting within the defined time frame. 

13. Compliance 

Before registering and using data from RespiMart, users must adhere to the 

following: 

• Adherence to WHO data policy and guidelines2. 

• Compliance with relevant local and national regulations governing data 

handling and sharing. 

• Implementation of data security measures to protect data from unauthorized 

access and breaches. 

• Regular audits and inspections to ensure compliance. 

• Training and awareness programs for personnel involved in the data upload 

process. 

• Incident reporting protocols for compliance-related issues. 

14. Training 

To help new and existing users to familiarize themselves with the functionality of 

RespiMart, GIP team will develop and provide trainings to cover SOP overview, data 

preparation, uploading, verification, documentation, and compliance. Different 

formats of training are envisioned (workshops, webinars, PowerPoint…) aiming to 

ensure that all personnel understand the SOP and their roles, and a continuous 

improvement based on updates, new functionality, and feedback. 

 
2 https://www.who.int/about/policies/publishing/data-policy 


