
Access to the Asylum Capacity Self-Assessment Form in Kobo - EXTERNAL USERS 
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1. Create an account on kobo.unhcr.org  

- In your Internet browser, navigate to hƩps://kobo.unhcr.org/accounts/login/  

- Click on “ Create an account” 

 
- Fill in the required metadata fields, including Name, Username (must consist of only lowercase 

leƩers or numbers), Email, Country, Sector, OrganizaƟon Name, and Password. Agree to the 

Kobo Terms of Service and Privacy NoƟce, before clicking on “Create Account”. 

 



- AŌer clicking on “Create Account”, you will receive an automated email with your account 

acƟvaƟon link. Click on the link to complete your account setup. 

 
- 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. 

 

2. Access and fill the Self-Assessment Tool 

- AŌer you have received confirmaƟon that the Asylum Capacity Self-Assessment form has been 

shared with your newly created account, log into your account here: 

hƩps://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) 

 
- To start filling the form, click on “Form” in the top menu, and then on “Open”, in the boƩom 

right corner. 

 
- 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 confirmaƟon, and the link to the assessment dashboard. 



 
 

3. Save a dra  

- Kobo has a “Save draŌ” opƟon for incomplete submissions. To save a draŌ, navigate to the 

boƩom of the form and click on “Save draŌ”. 

 
- Click on “Save & Close” in the “Save as draŌ” pop-up window. 

 
- Your form is now saved as a draŌ. You can close the form to conƟnue later.  

- Note: The “Save draŌ” funcƟon will store the draŌ locally in your browser. Your draŌ 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 draŌ.   

 

- To conƟnue on your draŌ, log into your account and open the form. Once again, click on “Form” 

and “Open”. 



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

the pop-up window. 

 
- Click on the “1” on the leŌ-hand side (indicaƟng that there is one saved draŌ – depending on 

number of draŌs saved, a different number may show).  

 
- This will open the list of saved draŌs. Click on your draŌ to load it.  

 
- You can now conƟnue filling the form. 

 



4. Submit an assessment 

- Once you have completed the assessment form, click on “Submit” at the boƩom of the form: 

 
- You may be prompted to re-enter your credenƟals. Click on “Log in now” and re-enter your 

account credenƟals. 

 

 
- Note: Submission of the form may take a few seconds due to its size and depending on 

connecƟvity. Do not close the browser window before the submission has been confirmed by a 

yellow bar temporarily appearing at the top of the screen: 

 
 

- If you are in doubt whether your submission was successfully made, you can confirm this by 

viewing the “Data” secƟon in your Kobo account (instrucƟons further down) 

- If your submission was successful, you will also receive an automated confirmaƟon email. 

 

5. View / edit / delete a submission 

 



- To view your submission(s), click on “Data“ in the top menu. By default, the data appears in a 

table format, with each row being one submission. To view a specific submission, click on the 

“eye” symbol on the leŌ-hand side of the submission. To make edits, click on the “pen” symbol. 

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

re-submit the edited form. 

 
- Wait for confirmaƟon before closing the window: 

 
 

- To delete a submission, select it, and click on “Delete” 

 
 

- Note: Once deleted, a submission cannot be recovered! 

 

6. Download your data 

- To download the data in xls format, click on “Download” in the leŌ-hand menu. Click the blue 

“Export” buƩon to generate a data export, which you can then download to your computer.  



 
 

 

With further quesƟons or for technical assistance, please contact your UNHCR focal point.  


