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1. Introduction 

The online ASR application 

The online Annual Statistical Report application was developed as part of the online Population Statistics Report applications, 

which also offers Planning Figures and Mid-Year Statistical Report applications. 

The online Population Statics Report can be accessed at: 

http://popdata.unhcr.org 

This document provides guidance for ASR users with a data entry or data review role to collect and review information using 

the online tools. 

Further instructions, FAQs and an introductory ǾƛŘŜƻ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ ΨLƴǎǘǊǳŎǘƛƻƴǎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǿŜōǎƛǘŜΦ Please also 

refer to the ASR Guidelines document. 

The 2015 ASR collection process is taking place from 1
st
of January through to 31

st
 of March, 2015, with the ability to request 

for exceptional extensions. The Annual Statistical Report form is a web-based template. In the event that a country or an 

operation has a weak internet connection that cannot support on-line completion of the ASR figures, focal points of such 

countries/operations are kindly requested to contact the Field Information and Coordination Support Section (FICSS) in DPSM 

( email: hqcs00@unhcr.org and/or webportal@unhcr.org). 

The ASR form should be submitted no later than the specified deadline. In case country offices cannot meet this deadline 

they should inform Headquarters (FICSS in DPSM) by email about the reason for the delay and the expected date of 

submission.  

 

 

ASR figures collection process 

 

During the whole ASR collection process, users will be able to access country pages, modify data and save the pages as often 

as needed. ASR Tables are saved independently. Once all data is properly saved, users can submit the country report for 

review.  

Once the report is submitted, users will still be able to access the saved data in read-ƻƴƭȅ ƳƻŘŜ ōǳǘ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ǇǊƻǾƛŘŜ 

any further modifications. 

  

Access the 
application 

Log in 
Select the 
country 

Select the 
report type 

Fill the 
applicable 

forms  

Save ASR 
data  

Submit all 
country 

data 

http://popdata.unhcr.org/
mailto:HQCS00@UNHCR.ORG
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2. Access to the online PSR application  

The PSR application is available at:  http://popdata.unhcr.org/ 

 

Login 

Only authorized users can modify or administer the ASR information. Authorized users will then need to go through the 

online authentication process in order to access sections they are entitled to. 

The PSR application is using the UNHCR common credentials system that allows access to numerous applications including 

Global Focus, BlueWall internet access or the HQ wireless access. 

/ƭƛŎƪ ƻƴ ǘƘŜ άƭƻƎƛƴέ ƘȅǇŜǊƭƛƴƪ ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊΣ on the right-hand side and fill in the following form with your UNHCR 

credentials: You may need to sign up at https://signup.unhcr.org/ in order to generate your credentials.  

 

 

hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨǎƛƎƴ ƛƴΩ ōǳǘǘƻƴΣ ȅƻǳǊ ŘŜǘŀƛƭǎ ǿƛƭƭ be verified and in case authorized you will be directed to the ASR 

Pages described in this guidelines. In case the verification failed you will be informed the status through pop-up error 

messages and advised to create your Id at https://signup.unhcr.org/ in order to generate or reset credentials. 

http://popdata.unhcr.org/
https://signup.unhcr.org/
https://signup.unhcr.org/
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Logout 

You may logout from the online application by clicking on ǘƘŜ ΨƭƻƎƻǳǘΩ hyperlink in the menu bar at the far right end. 

 

3. Access to the ASR Pages 

Once logged in successfully, the user will be granted access to the Country selection page which is displayed below. 

 

Main Menu Bar 

The Country Selection page has a menu bar with green background at the top which provides basic information. This menu 

bar offers the following options: 

¶ Home: to go back to the Home Page of PSR, where you may access instructions 

¶ Reports: displays available Report options; Overview, ASR, Planning figures, Mid-Year Statistical Reports 

¶ Administration: only for Administrators for Admin tasks 

¶ Select Country: the active Country will be displayed if already selected.  

¶ User: the logged in User name 

¶ Logout: to logout 
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Country Selection 

The Country Selection page has two components in addition to the Main Menu described above. A dropdown list of all 

countries eligible to use ASR is displayed in the first part. All countries are displayed even if only a specific country is linked to 

your account. You may also gain read-ƻƴƭȅ ŀŎŎŜǎǎ ǘƻ ŀƴȅ ƻǘƘŜǊ ƭƛǎǘŜŘ ŎƻǳƴǘǊȅΣ ŜǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ !{w Řŀǘŀ ŜƴǘǊȅ ǊƻƭŜ ŦƻǊ 

the country. 

By default the first country in the list is pointed at and the user can select a country to work on. 

 

 

Assigned Roles 

The Roles assigned to the logged in user are displayed in the second portion of this page. All the countries assigned to the 

active user will be displayed, if the user is responsible for more than one country. The Roles are in the domain of Data Entry, 

Reviewer, and Administrator restricted only for System Administrators. The corresponding right based on the roles assigned 

will then be granted to the user. 

The user may select the country to work on from the list of the countries displayed here under the roles by clicking the name 

of the country. 

 

Contact Link 

All ASR pages are provided with a link to contact the Project Team in charge of the System development at any time by 

clicking the contact link at the bottom of the page and send an email. 
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4. Annual Statistical Report (ASR) Selection Page 

Report Selection Form 

Once you have selected the country you want to work on, you will be presented with the Report selection page. From this 

Report section screen, ŎƭƛŎƪ ƻƴ άAnnual Statistical Reportέ. The current status of ŜŀŎƘ ǊŜǇƻǊǘ ŜȄŜǊŎƛǎŜ όΨ9ƴǘǊȅΩΣ Ψ¦ƴŘŜǊ wŜǾƛŜǿΩΣ 

ΨCƛƴŀƭΩΣ Ψ/ƭƻǎŜŘΩύ ƛǎ ŘƛǎǇƭŀȅŜŘ ƴŜȄǘ ǘƻ ǘƘŜ ǊŜǇƻǊǘ ƴŀƳŜΦ 

 

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ!ƴƴǳŀƭ {ǘŀǘƛǎǘƛŎŀƭ wŜǇƻǊǘΩ ƭƛƴƪ to access the ASR reports. 

Report Selection Menu 

You may alternatively access the ASR entry screens using the top Menu bar. Once you log in the following Menu bar is 

displayed on top of all pages throughout the application: 

 

The Main Menu bar will be refreshed with the active country you selected and working on.  
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5. Annual Statistical Report 

After selecting the Annual Statistical Report, ASR for the specified country, the next main ASR page will be displayed. This 

page has two main components; the Header and the Overview of Reports. 

 

ASR Status Summary 

The Header component in the ASR page displays summary information which includes; the Year, Status (Open, Review, Final, 

Closed), the last Version,  last update date, the person updated, Name of the Focal Pointand a link to Edit Focal point details 

(Focal Points Administration).   
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Focal Points Administration 

The Focal Point Administration for the specified country is accessed through the header component of ASR here. To Create or 

Edit Focal Point details, click on ǘƘŜ Ψ9Řƛǘ ŦƻŎŀƭ Ǉƻƛƴǘ ŘŜǘŀƛƭǎΩ ƘȅǇŜǊƭƛƴƪ in the above window. The following pop-up window 

will then appear for data entry as intended. After entering the required fields ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ /ƘŀƴƎŜǎΩ ōǳǘǘƻƴ to save. 

Note: This link is active only for authorized users, who are assigned the Data Entry Role of the country. 

 

 

The two fields required to create a Focal point for the active country are: 

¶ Focal point name 

¶ Focal point email address. Only a UNHCR email address is permitted 

 

!ŦǘŜǊ ŜƴǘŜǊƛƴƎ ǘƘŜ ŦƻŎŀƭ Ǉƻƛƴǘ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ǎŀǾŜ ǘƘŜ ǊŜŎƻǊŘ ǳǎƛƴƎ ǘƘŜ ά{ŀǾŜ /ƘŀƴƎŜǎέ ōǳǘǘƻƴ ǇǊƻǾƛŘŜŘΦ Then the option ά+ 

!ŘŘ ŦƻŎŀƭ Ǉƻƛƴǘ ŘŜǘŀƛƭǎέ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǇƻǇ-up window will change to Edit focal point details. You may close the 

Focal points window through the Window close buttonΣ ά·έ on the top left of the pop-up or use the ά/ƭƻǎŜέ ōǳǘǘƻƴ ǇǊƻǾƛŘŜŘ 

here. This will bring you back to the ASR Selection Page. 

Note: Only one Focal Point assigned for one country.   

   

The second part displays the overview of Reports which is further explained below. 

Overview of ASR Reports  

The second part shows an overview of all existing reports with summary data. It is this part of the report which is used for 

Data entry and completion of ASR. The individual reports and their corresponding data entry and administration are 

explained in the following pages of guidelines.  
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Data Administration 

After completion of the data entry the authorized user of the focal person has the options to Export, Validate or Submit the 

report using the three buttons at the bottom right of the overview report page.  

 

Export to Excel  
This option exports all Tables to Excel format. 

Validate ASR data 
Checks the integrity of all tables and verifies all the requirements are fulfilled. It is necessary to perform this function before 

submitting the country ASR. The Validate ASR data function is available only to the authorized users having right to edit the 

country data with assigned roles.  

Submit Country report  

After all the requirement of data is fulfilled and the check passed the user can submit the Reports. After submitting, the 

status of the ASR in the Header window will change to Review and an automatic e-mail will be sent to the reviewer assigned 

for the particular country.   

 

Note: A user with Read only right is granted only the Export to Excel option here and a User with Administrator right is allowed to change 

the status of the Report in addition to Validate ASR Data. 
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6. Guidelines for the completion of ASR 

The web-based ASR template has two main parts; the Header and the Overview table. 

The overview table lists the summary information of all available reports for different Population by default. The same 

Summary list of tables would be accessed by clicking the first tab named Summary from any other pages. 

  

 

The Overview table consists of nine main tabs: Summary (default page) / Refugees / Demographics, /RSD, Refugee Status 

Determination / IDPs, Internally Displaced Persons / Returnees / Stateless / Others of Concern and an additional tab for 

comments.  

An authorized Focal Person, with a Data Entry Role for the country will have full access to administer (Add, Edit, Delete 

records) all reports while other users without a specified role to the country  have a Read Only Right to all reports. 

Data entry page for each report type can be accessed by selecting the report type through the tabs above the overview table. 

When the selected tab is clicked the corresponding report page will be displayed allowing Data entry to the authorized user 

with the appropriate role assigned to the particular country.  

In the following pages the Individual Report Page, with the associated Tables and the available functions are explained.  
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a. Refugee Population and Changes: ASR - Table II 

The second Tab from the above overview page directs you to the Refugee Report Page where all Refugee Data for ASR is 

maintained. 

 

 

 

 

 

Statistics on persons of concern pertaining to the end of the previous year (2013) are automatically populated from the 2013 

Mid-Year Statistical Report (MYSR). The Origin and Type of Population for the automatically populated ASR cannot be 

changed and these two fields are disabled. They are greyed out in the data entry table. However, the figures could be 

modified by the authorized user with the appropriate role.  

Data Administration 

 

The authorize user or Focal person for the selected country may add additional records, edit existing figures, save and export 

the data of Refugee table. In order to provide these functionalities the above three buttons are provided below the table.   

For Users without assigned role, the only active options are the Export to Excel and Print. 

 


































































