VAR
@) (M) UNHCR
NSO N\ 7 2

United Nations High Commissioner for Refugees
Haut Commissariat des Nations Unies pour les réfugiés

Simple Instructions for Creating a File Request Using
the UNHCR Archives Catalogue

Archives Search Portal

1. Search using
ﬂ?’ UNHCR Keywords ‘
The UN Refuges Rgency & 3.Navigate to
v your selection
INTRODUCTION SEARCH RESULTS SELECTION SEARCH HISTORY HELP
2. Selectyour X
Actions files of interest A Archives Homepage.
4 e
Refine the search i 1of1 sh pgﬁﬁ‘j“ e
Searchinresults | | Research Application
Invert selection PP e 1171 6/1184) ~ Please note maximum 25 files can be form
(N 7 selected at one time, o multiple Document request
st it > e selactions may have to be made: form
Clear selection Re Central Registry e.g. for ordering 100 files, 4 selections Elation Rikes
By 55 C: esearch Room
Bax 155 ARC-2/A41 * Please only s can be downloaded. Feguation
Display views fles and not =
hwi Contact us
List displ, 10r1
S oketions sind Bk v Email:

Hierarchy display “ Please send your file selection in
list display. Hierarchy display is
useful to see the context of a
series of fonds.

Archives@unhcrorg
e: +4122

Switch database
Archives

1. Search Using Keywords (country, region, year etc.)

2. Select your files of interest. Please only send lists of files and not series or fonds. Files
will include locations and box numbers, which are needed for the retrieval process.

3. Navigate to your selection. (Please send your file selection only in List Display. The
Heirarchy Display view is useful to see the context of a series or fonds.)
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4. Download your selection as PDF and send it via email to archives@unhcr.org

Helpful Tips:

e There are a maximum 25 files per selection, so you may need to download multiple PDFs.

e For more help on the search page see: https.//adlib-ras.unhcr.org/static/help

o  We recommend 10 files per morning session (4 hours)
e Please note that some files may be closed as per the conditions listed in our Access Policy

e Be sure to send your list one month before your visit

e Contact our team if you have any questions; we’re happy to help!
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