Access to the Asylum Capacity Self-Assessment Form in Kobo - EXTERNAL USERS
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1. Create an account on kobo.unhcr.org
- Inyour Internet browser, navigate to https://kobo.unhcr.org/accounts/login/
- Click on “ Create an account”

Password

Forgot password?

Log in using SSO

If you set up Single Sign On in your account settings, you will
only be able 1o log in through this method.

- Fillin the required metadata fields, including Name, Username (must consist of only lowercase
letters or numbers), Email, Country, Sector, Organization Name, and Password. Agree to the
Kobo Terms of Service and Privacy Notice, before clicking on “Create Account”.

Create an account
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ind speci
Inot be similar to your name,
usemame, o email address.

Password

mation
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After clicking on “Create Account”, you will receive an automated email with your account
activation link. Click on the link to complete your account setup.

Activate your KoboToolbox Account

€ Reply % Reply All —> Forward
do-not-reply@kobo.unhcr.org ©| O FRepy | © Reply & L
To CE— Mon 12/16/2024 3:10 PM
Thanks for signing up with KoboToolbox!
Confirming your account will give you access to KoboToolbox applications. Please visit the following URL to finish activation of your new account.
felinks tecti itlook.com/?url F%2Fkobo.unher. JSzCpOSIoSjaV-
SI7Kd! 202%7Cweiher%40unhcr.orgX C324743cbc75adelb 9%7Ce5¢c37981666441348a0c6543d2af80be C0%
7C0%7C 7%7CUnknown%7CTV J1hcGKIONRydWUsIIYiQilwLjAuUMDAWMCISIIAIO] -OljoITWFpbClslidUljoyfQ%3D%3D%
7C0%7C%7C%TC =
Your username is: your_username
For help getting started, check out the user felinks.protection.outlook.com/2url=https%3A%2F%: omd
02%7C\ 324 e5¢37981666441. f20be 0%7C0%7C!
7CUnk CTWi J1hcGKIONRYAWUSIIYiOilwL 1sIIAIO -OljoITWFpbCIslidUljoyfQ%3D%3D%7C0%7C%7C =KY%
You can also join the KoboToolbox community forum to ask questions, share solutions, and chat with thousands of users: afelinks. protection.outlook.com/?
org%7C324743chc75ade1b; 295
7Ce5¢37981666441. 0%7C0%7C638699549869443377%7CUnknown
7cn J1hcGkiOnRYdWUsIIYiOilwLAUMDAWMCISIIAIO 0ljoi TWFpbCislidUljoyfQ%3D% 0%7C%7C%
7C&sdata=11 JCvg43Q%3D!

Best,
KoboToolbox

Once you have successfully created your account, kindly share the username (sharing of the
password is not necessary) with your UNHCR focal point who will make the Asylum Capacity Self-
Assessment Tool available in your newly created account.

Access and fill the Self-Assessment Tool

After you have received confirmation that the Asylum Capacity Self-Assessment form has been
shared with your newly created account, log into your account here:
https://kobo.unhcr.org/accounts/login/

You will see the Asylum Capacity Self-Assessment in the list of available projects. Click on the
form (highlighted in yellow below image)

Q Search.
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To start filling the form, click on “Form” in the top menu, and then on “Open”, in the bottom
right corner.

— [ Asyium Capacity Seit-Assessment Y

SUMMARY FORM DATA
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The form will open in a separate browser window, and you can proceed to fill it.
Note: Ensure to fill the field “assessment coordinator email address” correctly. This email will
receive a submission confirmation, and the link to the assessment dashboard.
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W 5 Assessment coordinator details

Name, Surname

Your Name

Organization / department

Organization

Position / title
Title

Email address

ceive an email providing access to an interactive PowerB| dashboard with the

o

yourname@organization.org

Save a draft
Kobo has a “Save draft” option for incomplete submissions. To save a draft, navigate to the
bottom of the form and click on “Save draft”.

within their own budgets

5. Asylum entities plan for and undertake the ‘ ®
replacement of vehicles within their own
budgets (when necessary)

Comments and notes to inform about priority areas

Observation on the overall module and related capacity areas
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Click on “Save & Close” in the “Save as draft” pop-up window.

Save as Draft

Record Name

|Asylum Capacity Self-Assessment - 5

CANCEL SAVE & CLOSE

Your form is now saved as a draft. You can close the form to continue later.

Note: The “Save draft” function will store the draft locally in your browser. Your draft will not be
accessible from a different computer or a different browser. Also, ensure that you do not clear
your browsing history / cache, as doing so would result in the loss of your draft.

To continue on your draft, log into your account and open the form. Once again, click on “Form”
and “Open”.



Asylum Capacity Self-Assessment

& “ SUMMARY FORM DATA
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& Archived 0

Languages: This project has no languages defined yet

SHOW FULL HISTORY

Colect data

Oniine-Offine (multpie submission) v copy OPEN

This allows online and offine submissions and is the best option for collecting data in the field

If a saved draft is available, A pop-up window will allow you to load it. Click on “Load record” in
the pop-up window.

Unsaved Record Found

Enketo has found an unsaved record. Would you like to load this
record or discard it?

DISCARD LOAD RECORD

Click on the “1” on the left-hand side (indicating that there is one saved draft — depending on
number of drafts saved, a different number may show).
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Asylum Capacity Sel

About the Asylum Capacity

The Asylum Capacity Self-Assessment Qu
analyzing their normative framework, asy
context. It should be utilized whenever cc

The Questionnaire is designed with the fi
should then select from the other option:
statement with the most suitable option.
Questionnaire available at THIS URL.

THis will open the list of saved drafts. Click on your draft to load it.

Queue

Records are stored inside your
browser until they have been
uploaded (even if you turn off
your computer or go offline).

Asylum Capacity Self- >
Assessment - 1

Upload

[ Export

Queued records, except those
marked as draft #, are uploaded
automatically, in the
background, every 5 minutes
when the web page is open and
an Internet connection is
available.

To force an upload in between
automatic attempts, click
Upload.

You can now continue filling the form.
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Submit an assessment
Once you have completed the assessment form, click on “Submit” at the bottom of the form:

G i s, Sty
within their own budgets
5. Asylum entities plan for and undertake the * 0 e ®

replacement of vehicles within their own
budgets (when necessary)

Comments and notes to inform about priority areas

Observation on the overall module and related capacity areas

7 savebrt
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You may be prompted to re-enter your credentials. Click on “Log in now” and re-enter your
account credentials.

Login Required

Record queued for submission. In order to submit your queued
data, you need to login

Would you like to login now or later?

LOG IN NOW

Enter your KoboToolbox credentials

your_usemame

Password

Remember on this computer

Note: Submission of the form may take a few seconds due to its size and depending on
connectivity. Do not close the browser window before the submission has been confirmed by a
yellow bar temporarily appearing at the top of the screen:

o Asylum Capacity Self-Assessment - 3 was successfully submitted
1

For detailed instructions on the Questionnaire, please refer to THIS URL. ‘

N.B. Throughout the Questionnaire, the term "personnel” relates to all personnel involved in the asylum procedures, regardless of contract type.

Mandatory modules

The Asylum Capacity Self- consists of four y modules, and five optional modules: ‘

* Module 1- Enabling Environment

If you are in doubt whether your submission was successfully made, you can confirm this by
viewing the “Data” section in your Kobo account (instructions further down)
If your submission was successful, you will also receive an automated confirmation email.

View / edit / delete a submission



To view your submission(s), click on “Data“ in the top menu. By default, the data appearsin a
table format, with each row being one submission. To view a specific submission, click on the
“eye” symbol on the left-hand side of the submission. To make edits, click on the “pen” symbol.

L Asylum Capacity Self-Assessment

SUMMARY FORM DATA SETTINGS
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Q Map

The submission will open in a separate browser window. Make the edit and click on “Submit” to
re-submit the edited form.

5. The appeal entity takes appropriate action LA - ( O y ®
against cases of serious misconduct (including - ~ - -

fraud, corruption, sexual harassment, sexual

exploitation, sexual abuse and other serious acts

of misconduct) such as dismissal and referral to

law enforcement authorities

Comments and notes to inform about priority areas
Test comment Module 9.4

Observation on the overall module and related capacity areas
Test comment Module 9

+ Submit

Wait for confirmation before closing the window:

Submission Successful

You will now be redirected

‘ j Asylum Capacity Self-Assessment
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Note: Once deleted, a submission cannot be recovered!

Download your data
To download the data in xlIs format, click on “Download” in the left-hand menu. Click the blue
“Export” button to generate a data export, which you can then download to your computer.
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With further questions or for technical assistance, please contact your UNHCR focal point.



