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1.Introduction

The onlineASR application

The onlineAnnualStatistical Report application was developed as part of the online Population Statistics Report applications
whichalso offes Planning Figures andid-Year Statistical Repoapplications.

The online Population Statics [iret can be accessed at:

http://popdata.unhcr.org

This documenprovidesguidancefor ASR users with a data entry or data review role to collect and review information using
the online tools.

Further instructions, AQs and an introduoty @A RS2 OFy 68 F2dzyR Ay (KS WeagaalsoldzO i
refer to the ASR Guidelinedocument.

The 205 ASR collection process is taking pléwen 1%of Januarythrough to 31* of March, 2015 with the ability to request

for exceptionalextensions.The Annual Statistical Report form is a wdiased template. In the event that a country or an
operation has a weak internet connection that cannot supportlioe completion of theASR figures, focaloints of such
countries/operations are kindly requested to contact the Field Information and Coordination Support Section (FICSS) in DPSN
( email:hqcs00@unhcr.orgnd/or webportal@unhcr.ory

The ASR form should é submitted no later tharthe specified deadlineln 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 o
submission.

ASRfigures collection procss

Access the : Select the § Select the F'". the Save ASR Submit all
o Log in applicable country
application country report type forms data data

During the wholeASRcollection process, users will be able to access country pages, modify data and save ghaspaften
as needed ASR Tables are saved independer@nce all data is properly saved, users can submitcthentry report for
review.

Once thereport is submitted users will still be able to access the saved data in-gegdf & Y2 RS o6dzi 62y Qi 0o
any further modifications.

ASR UseBuide Page4 AM / DPSMFICSS
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2.Access to thenline PSR application

ThePSRapplication is available ahttp://popdata.unhcr.org/

Population Statistics Reference

Fosse Hontt e satisne e prvecun ears dsta
05 o . 140 VoM 1operting Flease D07 10 JEees [Ty tpRcfic 00N

o

Tha wabime @hows for the comediedanon of Fopdaton S for the prp

Annual Statistical Report 2014 © Pinse rte Pt e U113 A28 ot b e At 0

[T ERre—

99%

Login

Only authorized users can modify or administer #h8Rinformation. Authorized userswill then need to go through the

online authentication process in order to access secttbey are entitled to.

The PSR application is using the UNHCR common credentials system that allows access to humerous applications includi
Global Focus, BlueWall internet access or the HQ wireless access.

I tA01 2y GKS af 23Ayé K dLdeNiphihgnt side Bl #l inlite Sllowiglidrmyusily yimr GNHGE
credentials:You may need to sign up lattps://signup.unhcr.org/in order to generate your credentials.

Please sign in
Usermname

mohamemey

Password

What are my credentials?
The PSR apphation 15 using the UNHCR common credentials system that SIows access
10 BUMENoUSs APPICANONS INCILONG GIoDM Focus. BlueWall mtemet access of 1he MO

0 SIGN up At NEPS IWGIUP LON n order 1o generate of reset

hyOS e2dz Of A0l 2y (KS Wieidifed anyg iQ cadedaiitiiogzgd>youdndll deNdireRtEditd thef ASR & 7
Pages described in this guidelines. In case the verification failed you will be informed the status through @wpr
messagesrad advised to create youd at https://signup.unhcr.orgfin order to generate or reset credentials.
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Logout

You may logout from the online application by clickingioK S W hypeRigkdaith@ menu baat the fa right end.

Signed in as mohammea | ® Logout

3.Access to theASRPages

Once logged isuccessfully, the user will lgganted acces® the Country selection pagehich is displayed below.

"!“)UHHE_F‘I PSR Online | o Select country

The UN Rebugis

# HOME [ REPORTS ~ ADMINISTRATION ~

Select a country Your roles
Please select a country you want to view from the list Country Name
below

Depending on the Roles assigned to your account you
may gain read-only access to the country report Myanmar

Afghanistan v

© UNHCR 2014 | Contact

Role Name

Administrator

ASR data entry

Signed in as mohammea | @ Logout

Main Menu Bar

The CountrySelection page has menu bar with greefbackground at the topvhich provides basic informationThis menu
bar offers the followingoptions:

il

f
f
f
f
f

Home:to goback to the Home Page of BS#ere you may access instructions

Reports: dsplays available Report optign®verview, ASR, Planning figures, Mighr Statistical Reports

Administration: only for Admiristrators for Admin tasks

Select Country: the activeountrywill be displayed if already selected.

User: tie logged in User name

Logout to logout

ASR UseBuide Pageb
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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 pdircountries are displayed even if only a speciiontry is linked to

your a&count You may also gainregdy f & | O0Saa (2 lyeé 2G0KSNJ ftAaiSR O2dzy i NE?>
the country.

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

Select a country

Please select a country you want to view from the list
below

Depending on the Roles assigned to your account you
may gain read-only access to the country report

Afghanistan v

© UNHCR 2014 | Contact

Assigned Roles

TheRoles assigned to the logged in user are displayed in the second portion of thisAlatiee countries assigned to the
active user will be displayed,the user is responsible for more than one country. The Roles are in the domain of Data Entry,
Reviewer and Administratorestricted only for Systemdministrators.The corresponding righbased on the roleassigned

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 rolekimg the name
of the country.

Your roles
Country Name Role Name
Administrator

Myanmar ASR data entry

Contact Link

All ASR pages are provided with a link to contact RPngject Team in charge of the System development aty time by
clicking the contact link at the bottom of the pagad send an email

© UNHCR 2014 | Contact
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4.Annual StatistalReport(ASR}election Page

Report Selection Form

Once you have selected the country you want to work on, you will be presentedivétReport selection page. From this
Report section scree® f A OAnnual Btatigtial Reporé. The current status @ OK NB L2 NI SESNDAA&AS oy
WCAYIlIf Qs W t2a8SRQ0 A4 RAALXFTeSR ySEG (2 GKS NBLRNI yI YSd

&= Reports

Select an open report

Annual Statistical Report
2014

=i’ Open

Mid-Year Statistical Report

2014

a Final

Planning Figures

PF 2015

& Closed

/It A01 2y (KS W! yy doatcess the ABR tepitsOF £ wSLR2 NI Q f Ay
Report Selection Menu

You may alternatively access ti&Rentry screens usg the top Menu bar. Once you log in the following Menu bar is
displayed on top of all pages throughout the application:

MWUNHCR PSR Online | Afghanistan

The UN Refugee Agency

# HOME B REPORTS ~ ADMINISTRATION ~
Overview
SeIeCt Annual Statistical Report
Please selec  Planning figures ‘'om the ||
below Mid-year Statistical Report

Nanmandinsa An tha Dalae accinnand $Aa vanir ansasniing

TheMain Menu barwill berefreshed with the active courny you selected and working on.

F__'_“LL!FHE.E PSR Online | Afghanistan  Change country Signed in as mohammea | & Logout

ASR UseBuide Page8 AM / DPSMFICSS
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5.Annual Statistical Report

After selectingthe 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.

Q! Det RSD IDPs Returnees Stateless Others of Concermn Comments
&= Annual Statistical Report - Afghanistan
Year Covered 2014
Status =« Open
Latest version 4
Last updated January 9, 2015 15:53
Last updated by Aziza Mohammed
Name of focal point © Add focal point
#  Type of population Data element Source Start year End of year
Refugees Total refugee population + peopie In refugee-like situatons Tavble il 16,863 (]
2 Asylum seekers Total pending appiicatons Table v 0 [}
3 Refugee Returnees Total returns during the year (refugees + refugee-like situations) Table VIA+B = 110
4 Internally displaced persons (IDPs) Total IDPs protectedsassisted by UNHCR + people in IDP-like situations Table VA+B 631,286 0
Returned IDPs Total IDP (+ IDP-like) returns (protected/assisted by UNHCR) during the year Table V.A+B . 0
Stateless persons Total persons of concern under UNHCR's statelessness mandate TableViC 0 [}
7 Others of concern Total Others of concern to UNHCR Table VID 275,486 275,486
Total population of concern - 275,596
[3 Export to Excel Validale ASR data Submil country report
© UNHCR 2014 | Contact

ASR Status Summary

The Header component in the ASR pdgplayssummary mformation whichincludes; the Year, Statusgén, Review, Final,
Closed, the lastVersion last update date, the persampdated,Name of theFocal Poirdnd a link to Edit Focal poirttetails
(Focal Pmts Administration.

& Annual Statistical Report - Afghanistan
Year Covered: 2014
Status o' Open
Latest version: 1
Last updated: January 8, 2015 22:04
Last updated by: Matthew Smawfield
Name of focal point: © Add focal point

ASR UseBuide Page9 AM / DPSMFICSS
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Focal Points Administration

The Focal &int Administrationfor the specified country iaccessed through the header compon@fitASR here. To Create or
Edit Focal Point detailglick oni KS TR @A L2 AYy (1 iR $é dbave &isHow Be Lid8oddhgbop-Uip window
will then appearfor data entryas intended After entering the required fielddf A O1 2y (GKS Wiols®&& / Kl y 3

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

@ Add focal point details

Focal point name|

Focal point email

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

1 Focal point name
1 Focal point email addres®nly a UNHCR email address is permitted

' FOGSNI SYGSNAy3 GKS F20Ff LRAYy(OG @2dz oAttt KI @TFhed theoplion@S (i K
' RR F20It LRAYG RSGF AT &-&pwhdodvwif change R Editfocal goist détadolimayfclose k&  LJ2 |
Focal points windovthrough the Window close buttah ~ én tige top left of the popup orusethed / £ 284 Sé¢ odzi G2y
here. This will bring you back to the ASR Selection Page.

Note: Only oneFocal Pointssigned for oneountry.

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

Overview ofASRRepors

The second part shows an overview of all existing reports with summary data. It is this part of thewbobrtis used for
Data entry andcompletion of ASR. The individual reports and their corresponding data entry and administration are
explained in thdollowing pages ofyuidelines.

#  Type of population Data element Source Startyear End of year
Refugees Total refugee population + people in refugee-like situations Table !l 16,863 0
2 Asylum-seekers Total pending applications Table v 0 0
3 Refugee Returnees Total returns during the year (refugees + refugee-like situations) Table VIA+B . 110
4 Internally displaced persons (IDPs) Total IDPs protected/assisted by UNHCR + people in IDP-like situations Table VA+B 631,286 0
5 Returned IDPs Total IDP (+ IDP-like) retumns (protected/assisted by UNHCR) during the year Table VA+B . 0
6 Stateless persons Total persons of concem under UNHCR's statelessness mandate TableVIC 0 0
T Others of concern Total Others of concern to UNHCR TableVID 275,486 275,486
Total population of concern - 275,596
[ Export to Excel Submit country report

ASR UseBuide Pagel0 AM / DPSMFICSS
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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 usingthe three buttons at the bottom right of the overview report page.

[@ Export to Excel Submit country report

Export to Excel
This option exports all Tables to Eximemat.

Validate ASR data

Checks the integrity of all tables and verifies all the requirements are fulfilled. It is necesgenfdion 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 fuli#tl and the check passed the user cbmitthe Reports. After submitting, the
status of the ASk the Header windowvill change to Review and an automatierail will be sent to the reviewer assigned
for the particular country.

Note: Auser with Reaanly right is granted only the Export to Excel optiwre and a User with Administrator right is allowed to change
the status of the Repoiih addition to Validate ASR Data.

() Export to Excel Validate ASR data Change Status «

ASR UseBuide Pagell AM / DPSMFICSS
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6.Guidelines for the completion &SR

The webbasedASRtemplate hagwo mainparts; the Header anthe Overview table

The overview table listthe summary information of alhvailable reportsfor different Population by default. The same
Summary list of tables would be accessed by clicking the first tab n&mednaryfrom anyother pages

Refugees RSD IDPs Retumees Stateless Cthers of Concem Comments

Demegraphics

2 Type of population Data element Source Startyear End of year
1 Refugees Total refugee population + people in refugee-like situations Table Il 20 3851

2 Asylum-seekers Total pending applications Table IV 0 0

3 Refugee Returnees Total retums duning the year (refugees + refugee-like situations) Table VIA+B - 1000

4 Intemally displaced persons (IDPs) Total IDPs protected/assisted by UNHCR + people in IDP-like situations TableVA#B 631298 0

5 Retumned IDPs Total IDP (+ IDP-fike) retums (protected/assisted by UNHCR) during the year TableVA+B - 0

6 Stateless persons Total persons of concem under UNHCR's statelessness mandate Table VI.C 3 0

7 Others of concern Total Others of concemn to UNHCR Table VID 275486 0

Total population of concem - 4851

The Overview table consistd nine main tabs:Summary(default page) /Refugees Demographics/RSD, Refugee Status
Determination / IDPs, Internally Displaced Persori®eturnees/ Stateless /Others of Concerrand an additional tab for
comments.

An authorized Focal Perspmwith a Data Entry Role for the countwill havefull access to administer (Add, Edit, Delete
records)all reportswhile other users without a specified role to the countmave a Read Only Rigltall reports.

Data entry page for each report type can be accessed by selecting the report type through tladtatethe 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.

ASR UseBuide Pagel2 AM / DPSMFICSS
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a.Refugee Populatioand Changes: ASHable Il

The second Tab from the aboweerview pagelirects you to theRefugee Report Page whealt RefugeeData for ASR is

maintained.

Statistics on persons of contepertaining to the end of the previous year (2058¢ automatically populated frorthe 2013
Mid-Year StatisticaReport (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 pppriate role.

Data Administration

The authorize user or Focal person for the selected country may add additional records, edit existing figures, save and expor
the data of Refugee table. In order to provide these functionalities the above three buttons are provided below the table.

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