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INTRODUCTION

The Defenders’ Database (DiDi) is an easy-to-use IT tool created by Civil Rights Defenders (CRD) to
facilitate the recording by human rights defenders and human rights organizations of information on
human rights violations and human rights abuses, in particular those committed against human
rights defenders.

DiDi allows participating users to systematise and make the information they own on human rights
violations and abuses (including old information only available on paper) safe - while also allowing
them to decide which parts of that information to make available for public knowledge,
dissemination and use by third parties.

DiDi can be used online and offline to upload events that led to the violation of rights through the use
of a state-of-the-art format; and to quickly import information in formats previously used by
organisations, such as Word, Excel, PDF, etc. so that it can be systematized and used together with
new information to elaborate trends, statistics, etc. in report, maps or charts formats.

Civil Rights Defenders understands that the level of security is of high importance to human rights
defenders and have therefore created a very secure database. It is constantly backed up and the
storage is completely cloud-based. Our users will be requested to use a secure and difficult password
when logging in and can at any time log out and thereby immediately close the session.

Once an application is processed, a contract is signed between Civil Rights Defenders and the
organisation/individual. Users will then receive a username that will allow them to access the online
version of the database as well as downloading the offline version that will be synchronized with their
online space whenever they are able to go online.!

An individual space for your organization will be created in the “Defenders’ Database”, for which you
will be able to select tailored settings such as languages, countries, etc. You will be able to open up
that space for as many users from the organisation as you wish, with different roles (users allowed to
upload and edit data, to upload only, to view only, to submit, etc.).

Access to this space is administered by Civil Rights Defenders and applications to be part of it should
be sent to the organisation by sending an email to database@crd.org.

If you encounter any problems when using DiDi and need our help, feel free to
drop us an email at: database@crd.org

1 This ensures that information collected in areas where internet connections are not available can nevertheless immediately be uploaded.
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GOOD TO KNOW
DEFENDERS

You will find some fields with this symbol next to them. That means that the field is
* compulsory and has to be filled in before you are able to continue. If you do not

have the information you can write “unknown”, a nickname or “anonymous”.

‘ This arrow is used in this user guide and means that you should either click the
button or type in the field the arrow is pointing at.

You will find a button at the bottom of each page to the right that will take
you one step back. It will always be marked with an arrow pointing to the
left.

When clicking your way through the database you will always find features to make your
progress through DiDi more user friendly. When you reporting on a new incident, you will
always have the tabs below shown at the top of the page. As you move your way through each
step the tabs will turn orange. That means that you can click on the tab and edit the
information on that page. The tab will only turn orange once you havefilled in all the necessary
information and continued to the next step.

CONSENT

When making reports on human rights abuses/violations the importance of consent is crucial.
Whether you will be using the report template in Excel, uploading a batch of reports or using
the step by step tool, it is imperative that the rule of consent always is applied. By default, the
level of consent will always be set to “it was not possible to get consent” for both the source
of information, the victims and the witnesses. If you as a user were not able to get consent
from any of these or are unsure on the level of consent, you should ALWAYS choose “it was
not possible to get consent”.

REGISTERED USER

This user guide is for registered users only. That means that you or your organisations has
signed a contract with Civil Rights Defenders that allows you to use all the features of the
database. If you are a journalist or want to use the database for research you are welcome to



access our public database at XXX. If you are unsure on what kind of user you are, you are
welcome to drop us an email at database@crd.org.

1. ACCESSING THE SYSTEM

To enter to DiDi please visit http://database.civilrightsdefenders.org

This is where you sign in to the database.

T e, |

RIGHTS
DEFENDERS

Civil Rights Defenders es una organizacién experta independiente fundada en Estocolmo en
1982 con el objetivo de defender los derechos humanos, civiles y politicos. También apoyamos a

los defensores de derechos humanos en riesgo en cuatro continentes.

Usted puede utilizar este sitio web para registrar infomacién que ha recogido sobre eventos durante

los cuales ocurrieron violaciones o abusos de derechos humanos.

Nombre - I

Contrasefia B

'

In “Name” you write the username that you have been given by CRD.
In “Password” you write the one-time password that has been sent to your phone or given to
you. When you are done, click on the orange button that says “Sign in”.



2. USER OPTIONS

REGISTERED USER

Once you have logged in you will be presented with the page below and have several
options to choose from.

, gwu. Usuarios  AcercadeRD  Contacto  Josefin -
DEFENDERS
fnformes precefinices ——
« Noviembre 2017 R - Descar aplicacion
* Octubre 2017 Enviar (Max. 20MB) =

Septiembre 2017

e

 Junio 2017

- 8 & 8 8 8 8 3

» Upload a file
> Write a report
» Create a custom report

On the upper right corner, you will find four other user options.

Inicio Acerca de CRD Contacto Cerrar sesion

Start — Current page

Visit CRD — Click on this if you want to visit the official homepage of CRD
Contact — Click on this if you want to get in contact with CRD

Log out — Click on this if you want to log out and thereby close the session

Y V V V



2.1 UPLOADING A FILE

REGISTERED USER

If you have a large amount of reports on violations and abuses of human rights against human
rights defenders in one document, it is possible to upload this straight into DiDi. You can either
use the CRD Excel template that can be downloaded at XXX or use a format that has been
approved by CRD. If you are unsure if you have an approved format, drop us an email at:
database@crd.org.

Click on “Upload file”.

Subir archivo

Enviar

You will then be asked to select the file that you want to upload from your source of choice.

b < > = =) =m- EEsicer ° o) Qssk
o Hamtade filer ' Gemensam...- genvig.Ink
it (192.168...- genvag.Ink
Enheter : [3 Photos 2015/2016 >
Fiarrskiva = = 79 Photos 2017 b
192.168.14.3 [ Picture Archive >
Delat Ansluten som: josefin.eker... = Staff CRD r
| R — Videos >
192.168... = ( wopplaned )
app01 [ Archive >
crddator10
= .
crddator11 B Gemensam "
[#8 Hemkataloger >
[ ~rddatar12 B tnnrallatianafilar wlll Il
Format:  Alla filer
Alternativ Avbryt Oppna

Click on the button “send”.

Once you have selected the file that you want to upload you click on “open”.




DiDi will then take you to the next page and tell you that your file(s) have been received
correctly and that it/they are currently being processed.

Los archivos se han recibido correctamente y se estan
procesando en este momento.

Le enviaremos un correo de confirmacion cuando el archivo se
haya cargado.

From here you can choose to upload another file or use the online format by clicking on
“start”, or finalise your session by clicking on “log out”.



2.2 NEW INCIDENT

REGISTERED USER

If you want to directly upload a report on violations or abuses of human rights against a human
rights defender you can use the online form that DiDi provides.

Click on “New incident”.

= I




2.2.1 EVENT

Here you will add the information on what, when and where the act of violation or abuse

happened.

Evento

Fecha del evento Fecha del evento

Fecha del informe  17/02/2017

Tipo de evento

Lugar del evento

Pais = Cuba
Region = Desconocido
Municipio = Desconocido

Direccion | Nombre y nimero de la calle (ej. C/. De las Rosas, 15)

<

<>

<«

<>
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You will first fill in the date of the event. Remember, fields with the blue button and white star

are compulsory.

Click on the empty field next to “Date of the event”

Fecha del informe ||

« Februari 2017 »
Tipo de evento D M& Ti On To Fr L6 Sb
1 2 3 4 5

6 7 8 9 10 11 12
13 14 15 16

Lugar del ew

Pais Cuba

Daninn Nacrannci An

<>

DiDi will then show you a calendar. Please choose the date that the event occurred.

If the event is further back in time you can go back by clicking on the two small double arrows
next to the month and year (February 2017), you will then be able to go back one month at a

time.

If the event occurred further back in time you can instead click on the month and year
(February 2017). You will then be able to choose the year of the event by clicking backwards
on the two small double arrows or choose the correct month and date straight away.

« ebruari 2017 »
M To Fr Lo So

3 4 5
6 7 8 9 10 11 12

13 14 15 16

nte

m_
« 2017 >

Jan Feb

11



Once you have chosen the date of the event you can choose the date the event was reported
to you. If the date is the date you are making the report you don’t have to change anything
and can proceed to the next step. Otherwise, enter the correct date.

By clicking on the white space next to “date of report”, the exact same calendar will pop up
as the one you saw for the date of the event. Follow the same procedures as you did then.

Fecha del informe

Once you have done that you will choose what type of event occurred.

Click on the white space next to the words “type of event”

Tipo de evento
Acoso
Acto de repudio

Actos vandalicos
Allanamiento de morada

Pais Cuba Ataque fisico
' Despido del trabajo / Expulsién de la escuela

Discriminacion

Ejecucion extrajudicial

Encarcelamiento politico / Detencidn politica

Juicio injusto

Restricciones a la libertad de movimiento

Municipio =~ Descono¢  Tortura y otros tratos crueles, inhumanos o degradantes
'+ Otro

Amenaza
Lugar del eve| Aarresto, detencién
. Asesinato I

Region = Desconocid

|

oar

You will then be presented with a dropdown where you can choose the event that best
corresponds to what happened.

Choose the event.

Depending on what event you chose, you will get a different selection of rights that may have
been violated during the event.

These are the possibly violated rights presented under “threat”.

12



<

Tipo de evento Amenaza

Derechos violados

‘ Derecho a no ser discriminado

Derecho a la libertad de asociacion

‘ Derecho a la libertad de expresion

Derecho a la seguridad personal

You will be able to click on several rights that were violated.

Once you click on the violated right it will turn dark blue, that means that you have chosen
that right. You can choose all of them or just one.

If you click on a right by mistake you can click on it again and it will turn white.
If none of the available events corresponds to what happened, you can choose “other”. You

will then be presented with an empty text field named “specify”. Here you can write the name
of the event in your own words, along with choosing one or several violated rights below.

Tipo de evento Otro

Especificar

:

<>

Once you have chosen the violated right(s), you can add information on where the event took
place.

13



Lugar del evento

Pais Cuba

<«

Region La Habana —

Municipio = La Habana Vieja

<«

Direccion  Calle 54 / Cuarteles y Pefia Pobre, al lado de la Hostal San Miguel B

The country is already linked to you as a user and is thereby not changeable.
Once you have chosen the “Region” the list of relevant municipalities will become available in
the next dropdown. You have to choose region before municipality.

If you know the address where the event took place you can write this in the free text next to
“Address”. If you are not sure of the exact address you can describe the place, for example,
any signs, nearby shops, offices or restaurants.

If you feel satisfied with your inputs you can continue to the next step by clicking on the orange
button “Source of information”.

Fuentes de informacion »

14



2.2.2 SOURCE OF INFORMATION

Here you will put down the information about the person that received the information on
the event.

Fuente de informacién

Nombre Nombre completo (ej. Jose Maria) B
Apellido 1° Primer apellido (ej. Valdés)

Apellido 2° | Segundo apellido (gj. Perez)

<>

Género  Desconocido

Profesion | Profesion (ej. Camarero)

Organizacién | Organizacién del informador (ej. Damas de Blanco)

Relacion con la victima = Relacién con la victima

Lugar de residencia de la fuente de informacién

Pais Cuba

<«

<«

Region = Desconocido

<>

Municipio  Desconocido

Direccidn | Nombre y nlimero de la calle (ej. C/. De las Rosas, 15)

<«

Consentimiento de la fuente de informacion No se pudo obtener consentimiento
También es testigo £ | Afiadir otra fuente + Victimas »

15



You will start by filling in the information on the name and surname. If you don’t know the

n u

names you can write “unknown”, “anonymous” or use a nickname in both fields. Click on the
white field next to name or surname to type the names. If you know the second surname you
can write that too. Remember, fields with the blue button and white star are compulsory.

See an example of this below.

Fuente de informacion

Nombre n Fernanda
Apellido 1° n Gomez

Apellido 2°  Carrasco

Once you have typed in the names you can proceed to choose the sex of the person by clicking
on the white field next to “gender”. You will then be presented with a dropdown with three
alternatives.

(el )1l1e) v Desconocido ‘
Hombre r
Mujer

Profesic ﬁOtro

T e ——————

After you have chosen sex you can choose profession and the organisation that the person is
affiliated with. Simply click on the white field next to “Profession” or “Organisation”.

See an example of this below.

Profesion = Estudiante

Organizacion =~ Damas de Blanco

The next option you have is to write down the relationship that the source of information has
to the victim. You can do that by clicking on the white field next to “relationship with the
victim”.

Relacién con la victima =~ Novia

16



Once that has been filled in you can add information on where the source of information lives.
The country is already linked to you as a user and is thereby not changeable. Once you have
chosen the “Region” the list of relevant municipalities will become available in the next
dropdown. You have to choose region before municipality.

Lugar de residencia de la fuente de informacién

<«

Pais Cuba

Region La Habana

Municipio = Centro Habana v

Direccion  Lealtad, La Habana

The next field is mandatory and has to be selected before you can proceed to the next step.
Here you have to choose the public access to the information on the source of Information.

You will be presented with four options:

The information is public, including the data that identifies the individuals involved
The information is public, excluding the data that identifies the individuals involved
The information is only for the use of the organisation

It was not possible to get consent

YV V V V

Consentimiento de la fuente de informacion No se pudo obtener consentimiento

Choose the level of consent by clicking on the white field next to “consent from the source
of information”

Once you have clicked you will be presented with a dropdown.

Choose the level of consent.

Direccién - . v . R N L .
Se puede utilizar la informacién publicamente, incluidos datos que identifican a los individuos involucrados

Se puede utilizar la informacién publicamente, sin compartir datos que permitan identificar a los individuos involucrados

La informacion es solo para el uso interno de la organizacién

Consentimiento de la fuente de informacion ! v No se pudo obtener consentimiento

17



See an example of this below.

Consentimiento de la fuente de informacion La informacion es solo para el uso interno de la organiz ¥

By default, the level of consent will always be “It was not possible to get consent”, this
means that the information will only be for the use of the organisation.

At the bottom of the page you will be presented with four different features to make the
reporting more efficient for you as a user.

También es testigo £ | Afadir otra fuente +

“Event” means that you will be taken back to the previous page.

“Also a victim” means that the source of information” is also a victim.
“Also a witness” means that the source of information is also a witness.
“Add another source” allows you to add another source of information.

Click on “Also a witness” if you want to add the data on the “Source of Information” onto
the page about the “Witness”.

Click on “Add another witness” if you want to add another “Source of information”.

- T

If you click on “Add another source of information”, an empty form is presented. The

information on the first source will be compressed and put in a field further down on the page.

See an example of this below.

18



Fuente de informacién

Nombre Nombre completo (ej. Jose Maria) 8]
Apellido 1° Primer apellido (&j. Valdés)

Apellido 20 | Segundo apellido (ej. Perez)

Eld

Género  Desconocido

Profesién | Profesion (ej. Camarero)

Organizadbén | Organizacién del informador (ej. Damas de Blanco)

Relacidn con la victima ~ Relacidn con la victima

Lugar de residencia de la fuente de informacién

Pais = Cuba

<

Eld

Regién = Desconocido

<>

Municipio = Desconocido

Direccibn | Nombre y nimero de la calle (ej. C/. De las Rosas, 15)

<>

Consentimiento de la fuente de informacién No se pudo obtener consentimiento

2 Fuentes de informacion

Fuente de informacion 1 = Fernanada Gomez Carrasco

Fuente de informacion 2 =~ Nuevo/a Fuente de informacion

e

You can now fill in the information on the second source of information in the same way as
you did with the first one. You can have as many “sources of information” as you want.

The first source of information is now shown with a number and the person’s full name.

If you want to edit the information on the first source of information you can click on the
pencil in the yellow box.

Fuente de informacion 1 Fernanda Gomez Carrasco




You will then be presented with the form that you previously filled in on this person and can
proceed to edit the information.

If you want to delete the information on the first source of information you can click on the
red button with a white line on. You will then be asked if you are sure that you want to delete
the data.

Fuente de informacion 1 Fernanda Gomez Carrasco

See an image of this below.

d democrd.civilrightsdefenders.org sager:

¢Borrar Fernanda Gomez Carrasco?

: byt :

If you click on ok, the data will be permanently deleted. Click on cancel if you want to keep
the information.

If you are satisfied with your inputs and you want to proceed to the next step you can click

on “Victims”.
S victimas >

20



2.2.3 VICTIMS

On this page, you will add the information on the victim of the event.

Victima

Nombre Nombre completo (ej. Jose Maria) B

Apellido 1° Primer apellido (ej. Valdés)

Apellido 20 | Segundo apellido (gj. Perez)

<>

Género  Desconocido

En caso de no saber la fecha exacta, introduzca la edad aproximada

(") Fecha de nacimiento  Fecha de nacimiento (OEdad | Edad aproximada

Profesion | Profesién (ej. Camarero)

Organizaciéon | Organizacion de la victima (ej. Damas de Blanco)

Informacion adicional | Cualquier hecho relevante sobre la victima (ej. relaciones familiares, etc)

Lugar de residencia de la victima

<«

Pais Cuba

<«

Region = Desconocido

<

Municipio = Desconocido

Direccion | Nombre y nimero de la calle (ej. C/. De las Rosas, 15)

<«

Consentimiento de la victima No se pudo obtener consentimiento

e

See an example of this below.

21



You will start by filling in the information on the name and surname. If you don’t know the
names you can write “unknown”, “anonymous” or use a nickname in both fields. Click on the
white field next to name or surname to type the names. If you know the second surname you

can write that too. Remember, fields with the blue button and white star are compulsory.

Choose the sex of the victim by clicking on the white field next to “gender”.
Victima

Nombre Carlos
Apellido 1° Blanco

Apellido 2°  Estevez

Género | Hombre

When you are done, you can proceed to fill in additional information on the victim. This can
be very important for further investigation so any relationships to higher officials or foreign
relatives should be put down. You can add the exact date of birth or an approximate age, the
organisation that the person is affiliated with, profession and any other relevant information
that could be necessary for the report.

If you know the exact date of birth of the victim you can click on the white field next to “date
of birth”.

Fecha de nacimiento
You will then be presented with a calendar.

Fecha de nacimiento || ]

« Februari 2017 »

Profesion Ma& Ti On To Fr L5 Sé
1 2 3 4 5

Organizacion 6 7 8 9 10 11 12
13 14 15 16 17 18 19

Informacién adicional

Lugar de residencia d

Choose the date of birth. You can also type the date of birth using the format DD/MM/YY.
If you don’t know the exact date of birth you can give an approximate age. Write in the field
next to “Age”

22



Edad -

See an example of this below.
) Fecha de nacimiento  02/02/1985 Edad @ 32
Profesion = Estudiante
Organizaciéon -

Informacion adicional = Padre de una hija

You can then proceed to add information on where the victim lives.

Simply click on the white field next to “region” and then “municipality”. Write the address if
you have this information.

Lugar de residencia de la victima

<

Pais Cuba

Region = Desconocido

Municipio = Desconocido v

Direccion

You will also have to add the level of consent by the victim on the use of the information.
You will do this by clicking in the white field next to “Level of consent from the victim”.

See an example of this below.

23



Lugar de residencia de la victima

Pais = Cuba s
Region = La Habana :
Municipio = La Habana Vieja s

Direccion = Mercaderes nim.14, e/ Obispo y Obra Pia

Consentimiento de la victima Se puede utilizar la informacién publicamente, incluidos datos que ideL*

At the bottom of the page you will see three different buttons.

< Fuentes de informacion Anadir otra victima + Presuntos autores »

Click on “Source of information” if you want to go back one page.

‘ < Fuentes de informacién

Click on “Add another victim” if there were more than one victims at the event. You can
follow the guidelines for this on page 19.

‘ Afadir otra victima 4=

When you are satisfied with your inputs you can continue to the next page by clicking on the
button “Alleged perpetrator”

‘ Presuntos autores »

24



2.2.4 ALLEGED PERPETRATOR

On this page, you will add the information on the alleged perpetrator of the event.

Nombre Luis B

Apellido 1° Desconocido

Apellido 20 | Segundo apellido (ej. Perez)

Género = Desconocido

Rl

Agentes del estado / Actores no estatales Policia nacional

<>

Grado/titulo = Grado o titulo (ej. oficial)

Lugar de residencia del presunto autor

<>

Region | La Habana

<>

Municipio = Desconocido

Direccion | Nombre y nimero de la calle (ej. C/. De las Rosas, 15)

>

You will start by filling in the information on the name and surname. If you don’t know the

n u

names you can write “unknown”, “anonymous” or use a nickname in both fields. Click on the
white field next to name or surname to type the names. If you know the second surname you
can write that too. Remember, fields with the blue button and white star are compulsory.

Fill in the sex by clicking on the white field next to “gender”.

See an example of this below.

25



Nombre Luis B
Apellido 1° Desconocido

Apellido 20 | Segundo apellido (ej. Perez)

Género Hombre 2

Once you have filled in the names you will fill in the affiliation of the alleged perpetrator.

Simply click on the white field next to “State or non-state actor”.

You will be presented with a dropdown.

Agentes del estado / Actores no e v

Fuerzas armadas (ejército, marina, aerondutica)

Policfa local

Policfa nacional

Policfa militar

Seguridad nacional/policia secreta

Representantes del poder legislativo (parlamentarios y sus empleados)

Representantes del poder ejecutivo (ministros y sus empleados; autoridades civiles a nivel local — gobernadores,
Representantes del poder judicial (jueces, fiscales, procuradores, etc. y sus empleados)
Para-autoridades y paramilitares (colectivos, brigadas, etc.)

Grupos armados (guerrillas, etc.)

Desconocido

Municipio = Desconocido Otro

Grado/titulo ~ Grado o titulo (&j.

Lugar de residencia del pre¢

Region = Desconocido

Choose the affiliation.

See an example of this below.

<>

Agentes del estado / Actores no estatales Policia nacional

If none of the options fit, you can click on other and type in the white field next to “specify”.

Agentes del estado / Actores no estatales Otro v

Especificar | Agencia a la que pertenece el presunto autor

You can then add the information on either the rank or the title of the alleged perpetrator.

Simply click on the white field next to “Rank/Title” and type the information.

26



See an example of this below.

Grado/titulo  Capitan

You can then proceed to add any additional information on the alleged perpetrator by
clicking on the white field next to “additional information”.

You can then proceed to add information on where the alleged perpetrator lives. Simply
click on the white field next to “region” and then “municipality”. Write the address if you
have this information.

See an example of this below.

Lugar de residencia del presunto autor

Region = La Habana 3

<«

Municipio = Desconocido

Direccion | Nombre y niimero de la calle (ej. C/. De las Rosas, 15)

At the bottom of the page you will see three different buttons.

e

Click on “Victims” if you want to go back on step.

€ Victimas

Click on “Add another alleged perpetrator” if there was more than one perpetrator. You can
follow the guidelines on how to do this on page 19.

‘ Anadir otro presunto autor 4

27



Click on “Alleged perpetrator unknown” at the top only if you don’t have any information at
all on the alleged perpetrator.

- No se conoce el autor »

DiDi will then ask you if you want to continue without any “alleged perpetrator”.

democrd.civilrightsdefenders.org sdger:

¢Continuar sin autores? —

| Férhindra att den hér sidan 6ppnar ytterligare dialogrutor.

T

Click ok if you want to continue or cancel if you changed your mind.

Click on “Witnesses” if you are satisfied with your inputs and want to continue to the next

step.
‘ Testigos »

28



2.2.5 WITNESSES

On this page, you will add information on the witness(es) of the event.

Nombre Nombre completo (ej. Jose Maria) ]

Apellido 1° Primer apellido (ej. Valdés)

Apellido 2° | Segundo apellido (ej. Perez)

<>

Género  Desconocido

En caso de no saber la fecha exacta, introduzca la edad aproximada

() Fecha de nacimiento | Fecha de nacimiento © Edad | Edad aproximada

Profesion = Profesion (ej. Camarero)

Organizacion | Organizacion del testigo (ej. Damas de Blanco)

Lugar de residencia del testigo

<>

Region = Desconocido

<>

Municipio = Desconocido

Direccion | Nombre y nimero de la calle (&j. C/. De las Rosas, 15)

<>

Consentimiento del testigo No se pudo obtener consentimiento

<€ Presuntos autores | Afiadir otro testigo 4= Descripcién >

If there were no witnesses present you can click on “no witnesses” and proceed to the
next step and continue reading on page 35.
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Please note. If you for example clicked on “also a witness” on the page where you filled in

information on “Source of information”, the data will already be in place when you enter the

page.

See an example of this below.

Testigo

Nombre Fernanda
Apellido 1° Gomez

Apellido 2°  Carrasco

Género  Mujer

En caso de no saber la fecha exacta, introduzca la edad aproximada

Fecha de nacimiento Fecha de nacimiento

Profesion = Estudiante

Organizacion =~ Damas de Blanco

Lugar de residencia del testigo

Region La Habana
Municipio = La Habana Vieja

Direccion  Lealtad, La Habana

Consentimiento del testigo La informacion es solo para el uso interno de la organizacion

Edad

<«

Edad aproximada

<«

<«

<«

If this is the case you can add more information or continue to the next page by clicking on

the orange button “Description” or “add another witness”. Guidelines for this is found on page

19.




You will otherwise start by filling in the information on the name and surname. If you don’t
”, “anonymous” or use a nickname in both fields.
Click on the white field next to name or surname to type the names. If you know the second
surname you can write that too. Remember, fields with the blue button and white star are

compulsory.

know the names you can write “unknown

Fill in the sex by clicking on the white field next to “gender”.
See an example of this below.

Testigo

Nombre ’ Fernanda B

Gomez

Apellido 2°  Carrasco

Apellido 1°

Género  Mujer A

When you are done, you can proceed to fill in further information on the witness. You can add
the exact date of birth or approximate age, the organisation that the person is affiliated with
and the profession.

If you know the exact date of birth of the witness you can click on the white field next to

“date of birth”.
Fecha de nacimiento <:|

You will then be presented with a calendar.

Fecha de nacimiento || t

« Februari 2017 »
Profesién M& Ti On To Fr L5 Sb
1 2 3 4 5
Organizacion -6 7 8 9 10 11 12 |
13 14 15 16 17 18 19

Informacién adicional

Lugar de residencia d
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Choose the date of birth.

If you don’t know the exact date of birth you can give an approximate age. Write in the field

)Edad | Edad aproximada -

Continue filling in other information by clicking on the white field next to either “profession”
or “organisation”.

next to “Age”.

See an example of this below.

En caso de no saber la fecha exacta, introduzca la edad aproximada

Fecha de nacimiento  19/07/1985 Edad 31

Profesion = Estudiante

Organizacion =~ Damas de Blanco

You will proceed to add information on where the witness lives. Simply click on the white field
next to “Region” and then “Municipality”. Write the address if you have this information.

Choose the level of consent from the witness.

See below for an example of this.

Lugar de residencia del testigo

Region La Habana
Municipio = La Habana Vieja y
Direccion  Lealtad, La Habana

Consentimiento del testigo La informacion es solo para el uso interno de la organizacion

32



At the bottom of the page you will see three different buttons.

Click on “Alleged perpetrator” if you want to go back one step.

-

Click on “Add another witness” if another witness was present at the event. You can follow
the guidelines on how to do this on page 19.

-

Click on “No witnesses” at the top if there were no witnesses at the event.

— LIS

Click on “Description” to continue to the next step.

.
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2.2.6 DESCRIPTION

On this page, you can attach any relevant files or links and describe the event in your own
words.

Archivos adjuntos

Ingen fil har valts

Subir fichero

Enlaces

Nombre
Enlace

Anadir enlace

Descripcion de los hechos

BN I

400 palabras restantes

€ Testigos Vista previa >

If you have any photos, documents, notes, videos or any other files that are relevant to the
report you can attach them here. The limit is 20 mb total.

Click on “Choose file”.

‘ Ingen fil har valts
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You will then be asked to select the file that you want to upload.

D < 2 =) = Easider S CpiE= Q stk

Gemensam...- genvég.Ink

o Hamtade filer
- it (192.168...- genvég.Ink
Enheter [1 Photos 2015/2016

>
| Firrskiva [ Photos 2017 >
192.168.14.3 Picture Archive >
Delat Ansluten som: josefin.eker... Staff CRD "
— Videos >
192.168... 2 ( Kopplamed )
app01 [ Archive >
crddator10
crddator11 B Gemensam aild
Hemkataloger >
[ ~rddatar12 B innrallavianafilar alll Ll
Format: | Alla filer
Alternativ Avbryt Oppna

Choose the file.

Click on “Upload file”.

‘ Subir fichero

Once uploaded, the name of the file will appear to the left of the green button.

See an example of this below.
Archivos adjuntos

e actividades.pdf ¢ = Ingen fil har valts

You will also see an orange pencil and a short line next to the uploaded file. If you click on
the pencil you can change the name of the file.

Archivos adjuntos
e actividades.pdf ./ =

™~

. democrd.civilrightsdefenders.org sdger:

Nuevo nombre:

I actividades.pdf I




Change the name.
Click on ok if you want to save it.

Click on cancel if you changed your mind.

If you click on the short orange line DiDi will ask you if you want to delete the file.

Archivos adjuntos
e actividades.pdf .#° =

™

112

§ democrd.civilrightsdefenders.org sdger:

¢Eliminar archivo actividades.pdf?

| Férhindra att den hér sidan 6ppnar ytterligare dialogrutor.

Click on ok if you want to delete it.
Click on cancel if you changed your mind.

If you want to add a webpage with photos, document or videos relevant to the event you
can do so by adding a link. You can add as many as you want, one at a time.

Write the name or the content of the page in “Content”.

‘ Nombre

Enlace
Afadir enlace

Copy the link you wish to attach and paste it into the white field next to “Link”.

‘ Enlace
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Click on “Upload link”

‘ Anadir enlace

The attachment will be placed to the left of the green button.

See an example of this below.
Enlaces

e Video = e

Enlace

Anadir enlace

If you click on it the page will open in a different tab. If you want to delete the link you can
click on the short orange line.

In the next step, you have the option of describing the event in your own words. What
happened, who was involved, important details etc. There is a limit of 400 words. You can
type directly in the textbox or paste a text from another source.

See below for an example of this.

Descripciéon de los hechos

Detenida durante seis horas por la policia para ser amenazada por sus actividades

—

At the bottom of the page you will see two different buttons.

< Testigos Vista previa >

Click on “Witnesses” if you want to go back one step.
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-

Click on “Preview” if you want to proceed to the final page.

- X
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2.2.7 PREVIEW

Here you will see a preview of all the information that you have put in.

Evento

Fecha del evento: 2017-02-01
Fecha del informe: 2017-02-17
Tipo de evento: Amenaza

« Derecho a la libertad de asociacién
* Derecho a la seguridad personal

Lugar del evento: Calle 54 / Cuarteles y Pefia Pobre, al lado de la Hostal San Miguel, La Habana Vieja (La
Habana)

Archivos adjuntos

Enlaces
* Video

Descripciéon

Detenida durante seis horas por la policia para ser amenazada por sus actividades.

Fuentes de informacién

Fernanda Gomez Carrasco

Genero: Hombre

Profesion: Estudiante

Organizacién: Damas de Blanco

Relacidn con la victima: Novia

Consentimiento: La informacidn es solo para el uso interno de la organizacion

Lugar de residencia: Lealtad, La Habana, Centro Habana (La Habana)

Victimas

Carlos Blanco Estevez
Genero: Hombre

Profesion:

Fecha de nacimiento: 1985-02-02
Organizacion:

Consentimiento: Se puede utilizar la informacién publicamente, incluidos datos que identifican a los individuos
involucrados

Lugar de residencia: Mercaderes n(im 14, e/ obispo y Obra Pia , La Habana Vieja (La Habana)

Informacién adicional:

Presuntos autores

Luis Desconocido
Genero: Desconocido

Grado/titulo:

Agencia del estado: Policia nacional

Lugar de residencia: Desconocido (La Habana)

Testigos

Fernanda Gomez Carrasco

Genero: Hombre

Profesion: Estudiante

Fecha de nacimiento: 1985-07-19

Organizacién: Damas de Blanco

Consentimiento: La informacion es solo para el uso interno de la organizacién

Lugar de residencia: Lealtad, La Habana, Centro Habana (La Habana)

< Volver EnviarA
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At the bottom of the page you will see two different buttons.

Click on “Back” if you want to go back one step to change or delete any of the information
that you have putin.

< Volver

Click on “Send” if you are satisfied with the preview and wants DiDi to save the report.

Enviar-A

If you click on “Send” you will receive a message that says that the information has been saved.

WIS VE Ve

democrd.civilrightsdefenders.org sdger:

Incidente guardado

When you click on ok, DiDi will ask you if you want to write another report.

[LER R R Tl TR P B Vg

democrd.civilrightsdefenders.org sdger:
¢Afadir otro?

| Férhindra att den héar sidan dppnar ytterligare dialogrutor.

Click on cancel if you are done. You will then be taken back to the first page.
Click on ok if you want to make another report.
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3. CREATING A CUSTOM REPORT

One of the very good features with DiDi is that you can easily access your reports in the
system. You can filter the information in multiple ways in terms of specific dates, certain
regions, events etc. This means that your data will become visible in a completely new way
for you to analyse and share. Bellow you will find different suggestions on how to use it.

Once you have clicked on “create custom report” you will be presented with the page below.

CIVIL
RIGHTS
DEFENDERS

io  AcercadeCRD  Contacto

x m None selected « ¥ Fitering + Sorting - Fiter b
s
»
o
"

The menu bar will offer you several options.

Click on this button if you want to clear your selections and start from the
beginning.

#Columns Click on this button when you want to choose all

or specify the data you want to see.

Click on this if you want to filter the data in specific dates/years and/or

Y Filtering ~ - _ S
specific regions/municipalities.

G Click on this when you want prioritise the order of the presented data.

Click on this when you want to group the data.

Click on this when you have done your selections and want to see the data.

v ... . Click onthis if you want to download the data and convert it to an Excel file.
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For your consideration. There is no set instruction on how to create a custom report. It is up
to you as a user as it depends on the information that you are interested in. Below you will
find suggestions on how to retrieve different data but there is no specific order that you have
to follow. Remember, you can always clear your selections and start from the beginning by

clicking on the reset button.

== []

When you click on the text, “none selected” next to columns you will be presented with a

dropdown with several options.

If you click on “select al

I” you will be presented with all your data.

Report Month
Report Date
Event Month
Event Date
Description
Incident Type
Imported

Region
Municipality
Reporters
Victims

Victim's affiliation
Alleged Authors

Witnesses

See an example of the presented data below.

# Report
Month

#30277 2017-

01

#30278 2017-

01

Report Event Event Description

Date

2017-
01-29

2017-
01-29

Month Date
2017-  2017-
01 01-29
2017-  2017-
01 01-29

Detenida por la policia
politica durante dos horas
para impedirle que asistiera
a la misa dominical

Detenidas por la policia
politica durante dos horas
para impedirles que
asistieran a la misa
dominical

Incident Type Imported Region

Encarcelamiento  CCDHRM
politico /

Detencién

politica

Encarcelamiento CCDHRM
politico /

Detencién

politica

Municipality Reporters Victims

Guantanamo ~ Guantanamo

Granma

Bayamo

Berta Soler
Fernandez

Berta Soler
Ferndndez

Victim's Alleged Witnesess
affiliation Authors

Celina Claro Dama de
Osorio Blanco
Annia Olivera Damas de
Torres Blanco

Xiomara Montes
de Oca
Mediacejas

If you have a high number of reports in your database you can also find all of them at the

bottom of the page. You can click on any number.
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However, if you are interested in seeing specific information you can choose one or several
of the available options in the dropdown.

See an example of this below.

Description, Region, Victims ~
Select all

Report Month

Report Date

Event Month

Event Date
Incident Type

Imported

Municipality

Do, o,

Reporters

Victim's affiliation
Alleged Authors

Witnesses

Because we chose region, victims and description the data presented will only consist of the
regions where an event took place, the names of the victims and a description of the event.
If you clicked by mistake you can click on the specification again and it will turn white.

See an example of the presented data below.

# Description Region Victims

#30286  Allanamiento del domicilio como hostigamiento debido a sus actividades periodisticas.Posteriormente fue llevado a la unidad policial. Al Artemisa Roberto Marrero Rodriguez
cierre de esta informacion continua detenido

#30284 Detenido arbitrariamente por la policia politica durante tres horas debido a sus actividades opositoras Santiago de  Alexei Pécora Rabel

Cuba

If you want to find data from a specific region or from a certain date you can click on “filtering”.
You will then be presented with a dropdown.

Y Filtering ~ BoGrouping

Event Date \ Since Until  Until

Report Date  Since  Since Until  Until

Municipality =
Region

If you click on “Since” next to “Event date” you will be presented with data on events from a
specific date. If you are unsure on how to use this calendar please refer to page 11 in this user
guide. If you instead click on “Since” and “Until” next to “Report date”, you will be presented
with data from when the event was reported by the source of information. If you are
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interested in reports from a certain region or municipality you can click on the white field next
to “Municipality” or “Region”.

Se an example of this below.

Y Filtering ~ IoGrouping ) I1Sorting ~

Event Date Since  01/01/2016 Until  01/01/2016

Report Date =~ Since  Since Until  Until I

Municipality ‘ Aguada de Pasajeros (Cienfuegos)

<
e —

Region

<

When you are done, click on “filter”.

-

If you want to sort the information in a specific order, for example by date in falling order or
by region in alphabetical order you can do so by clicking on “Sorting”.

Event Month

Event Date

Report Month

Report Date

Incident Type

Region

Municipality

As you can see every event has a specification number. If you click on the number you will
enter the report in a new tab and be able to read all the information on the event.

See an example of this below.

‘ #30286
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Evento
Fecha del evento: 20170131
Fecha dl nforme: 20170131
Tioo de evento: Arresa, detendl

« Derechoa

Lugar el
Archivos adjuntos
Enlaces
Descripcién

Allsnamients del domiciio como hostigamiento debido a sus actividades perioditicas Posteriormente fue llevado
2 1a unidad posical. Al cierre de esta informacién continua detenidy

Fuentes de informacién
Raul Velazquez.

Genero: Desconocido
Profesién

Organizacié: Portavez

vitima:

Consentimiento: Se puede utizar la informacién publcamente, incluidos datos que identfican a los individuos
mvoluerados.

Lugar de residencia: Calle desconacida, Desconocido (Desconocido)

Victimas

Roberto Marrero Rodriguez

Presuntos autores

Testigos

At the top of the page you will see a menu bar that you can access. This means that if anything
new has happened to this event you have the possibility to update the information in the
report. Simply click on the tab that you want to update. If you need guidelines on how to fill
in this data, please refer to the correct page in the index of the user guide.

Inicio Evento Fuentes de informacion Victimas Presuntos autores Testigos Vista previa

Once you have updated the section or want to continue to another tab, you will receive a pop-
up asking you if you want to leave the report.

Vill du lamna den har webbplatsen?

‘ Andringar som du har gjort kanske inte sparas.

Stanna kvar W

SE

Click on “leave” if you want to go back to the report section. Click on “stay” if you changed
your mind.

When you are in the report section you can group the data presented into numbers that
summarises the amount of reports.

See an example of this below.
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Click on “group” and the data will be compressed into numbers of total.

- LsGrouping

Depending on your selection, the data will be grouped in different ways. We recommend that
you only group two things at the same time. In our example the data has been grouped by
“Region”. On the right, you will find the total amount of reports in each region.

See an example of this below.

Region Total
L2 Habana 3582
Mayabeque 152
Guanténamo sa2
Granma 690
Clenfuegos 338
Matanzas 1726
Pinar cel Rio 506
st de la Juventud B
Villa Cara 1944
Comagiey 306
Desconocido 2979
Sancti Spiritus 99
Las Tunas 2
Santiago de Cuba 2730
Artemisa 425
Ciego de Avila 108
Holguin 175

You then have the option of clicking on the specific region and finding the corresponding
reports for that area.

Once you have clicked, your customised selections will still be in place, but you can also choose
to add more information by clicking on the grey button next to “columns”.

- —— None selectad -

If you have customised a search for reports and want to use it further as a background source
to reports or articles, you can do so by importing the data into Excel. Once you have chosen
the information you want to use you can click on the grey button, “Download xsx|”.

- =3
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The data will then be downloaded but depending on your computer and settings it might
either pop up automatically or you will have to go into your “downloads” folder and open it
from there.

If you have any further questions, issues or want to report a bug in the system,
please drop us an email at database@crd.org
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If you want to upload a batch of reports you can use the CRD Excel template. In this way, you
will be able to upload several events to DiDi in one file. To download the CRD Excel template
please visit XX and download it to your choice of storage. Once you have opened it, remember
to “save as”, in order to keep the file on your computer for future reports. Similar to creating
a customised report there is no set instruction on how to use the Excel template. This guide
will simply give suggestions on how to apply the information to the document.

Download and open the file.

You will be able to see all the titles with available cells for you to fill in.

Rol Nombre 1° Apellido 2° Apellido

Genero Profesién/Grado Organizacién Agentes del estado / Actores no estatales

Informacion adicional Region Municipio Direccion

Consentimiento Datos del incidente

Fecha del evento
Fecha del informe
Tipo de evento
Derechos violados

Regién

Municipio

Direccién

Ne de caracteres 0

At the bottom of the window you will also find tabs in the exact same format as the first sheet
that you are currently in. There are 20 available sheets and if you click on the arrows you will
be able to access more of them. Each sheet is meant to represent one event.

[ 2 & Incidente 1 & Incidente 2 & Incidente 3 & incidente 4 8 Incidente 5 8 Incidente 6 & incidente 7 & |ncidente 8
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Start to write the report by filling in information on the roles. There are 21 available cells and
you can add as many roles as you want. Simply click on the cell under each title. When
choosing the role, you will be presented with four options.

Source of Information
Victims

Alleged perpetrator
Witnesses

YV V V V

See an example of this below.

Rol Nombre 1° Apellido 2° Apellido
Fuente de informacién Ana Martinez Espinoza

Continue by filling in the sex, profession and if the person is affiliated with an organisation.
Leave the field on State/non-state actors empty.

Genero Profesion/Grado Organizacién Agentes del estado / Actores no estatales
Mujer Estudiante Damas de Blanco

When you choose the region, you will be presented with a dropdown. Click on the white field
under “Region”. Choose the correct region and continue with the municipality, address and

the level of consent.

See an example of this below.

Holguin

Desconocido
Artemisa
Camagley
Ciego_de_Avila
Cienfuegos
Granma
Guantanamo
q
La_Habana
Las_Tunas
Matanzas
Mayabeque

Municipio Direccion Consentimiento
Holguin Cacocum Rafael Freyre 83300 La informacién es solo para ¢

Proceed to fill in the date of the event and the date of when the information was received by
the source of information. Click on the white field to the right of “Type of event” and choose
the event.
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Datos del incidente

¢Fecha del evento 2017-03-13
Fecha del informe 2017-03-10
Tipo de evento | |~
Derechos violados Acoso
Regién Acto_de_repudio
Municipio Actos_vandalicos
Direccién Allanamiento_de_morada

Amenaza
Arresto_detencion
Asesinato

Ataque_fisico
Despido_del_trabajo___Expulsion_de_la_escuela

LS Discriminacién

Ejecucién_extrajudicial

See an example of this below.

Datos del incidente

¢ Fecha del evento 2017-03-13
Fecha del informe 2017-03-10
Tipo de evento Amenaza
Derechos violados no a la libertad de asociacién
Regién Holguin
Municipio Antilla
Direccion Vista Alegre

Go back to the beginning of the document, choose another role and follow the same
procedures. It is possible that the witness was the same as the source of information or that
the victim was the same as the source of information. You can then add another role to the
same cell. Simply click on the dropdown again and it will be added.

Fuente de informacién _|

Fuente de informacion
Victima sccionar varios

p t tor arda no afadir
resunto auto ator junto al resto

Testigo Jedes afadir

hasta un maximo de 60
personas

Fuente de informacion, Testi

When choosing the alleged perpetrator, it is crucial that all the information that could be
relevant to the case is presented. Even if you might know where the person lives or the names,
facial features, tattoos, nicknames, scars are all important things to put down in the report.
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See an example of this below.

Rol Nombre 1° Apellido 2° Apellido

Fuente de informacién, Testii Ana Martinez Espinoza
IPresunto autor Desconocido Desconocido Desconocido

Genero Profesion/Grado Organizacién Agentes del estado / Actores no estatales
Mujer Estudiante Damas de Blanco

Hombre Desconocido Policia local

Informacion adicional Region Municipio Direccion

Madre de dos hijos Holguin Antilla Rafael Freyre 83300
Gordo, le llamaron Nico Holguin Desconocido Desconcido

The level of consent of the alleged perpetrator should be set to, “The information is public,
including the data that identifies the individuals involved”.

Once you have put down the roles of everyone that were at the event you can proceed to
describe the happening in your own words. There is a limit of 400 words.

Después de haber sido amenazado por la policia politica
con anterioridad, fue agredido con un arma blanca
provocandole herida en el brazo. Detenida por la policia
politica durante cuatro horas

N° de caracteres 192

Once you feel content with your report you can proceed to save the document and upload it
to DiDi. If you are unsure on how to do this please refer to 2.1. Uploading a file. If you have
more events to report on you can click on “Incidente 2” and write another report.

= Incidente 1 o ncidente 2

If you want to report any bugs or have questions on the Excel template please feel free to
drop us an email at database@civilrightsdefenders.org




5. OFFLINE APPLICATION

Civil Rights Defenders is aware that the Internet connection can be very unstable or difficult
to obtain in some countries. We have therefore developed a replica of the Online tool that
can be used offline. The application can be downloaded from XXX and once accessed from a
computer, it will only be accessible with the personal details of the user that used it the first
time.

Once you have downloaded and extracted the application you will be asked to login with a
master password. You will only fill in this once and this is the password that will link with your
account specifically.

Remember to not choose the same master password as your user password.

T L 4 4
B

Introduzca
contrasena maestra

| ok

k A 4

Once you have chosen the master password you will be directed to the user login where you

will enter the details that you have either been given by us or chosen yourself.

You will notice that once logged in, the first page will look almost identical to the online
application. You will receive a pop-up that asks you to synchronise the incidents. Click on “Ok”.

Civil Rights Defenders X

Para poder utilizar correctamente la aplicacién hay que sincronizar.
Preparando la sincronizacion...

OK

_m-ﬁ
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After that you have to click on the “Synchronise Incidents” button. Depending on your
connection and quantity of reports in the mother database, this can take anything from 2
minutes to 25 minutes but you will only need to do it once.

The data has been synchronised when the system stops counting upwards.

Nuevo incidente

Sincronizar incidentes
Sincronizando 200/35234
Crear informe personalizado

Click on “New Incident” to make a report. If you are unsure about this you can refer to page.
10 in this user guide.

Once you are finished with a report you will see “Waiting to be sent” under the “Synchronise

Incidents” button on the first page. This is where you eventually will see a list of all the reports
you do while being offline.

Nuevo incidente

Sincronizar incidentes

Pendientes de enviar
local2 2017-10-13
locall 2017-10-27

Once you have access to Internet you will have to click on “Synchronise Incidents” for the
reports to end up in the mother database. The reports will then disappear from the list but
you will be able to find them while using the searching tool in either the offline or the online
versions.

Although it is specifically designed for offline use, the application is a fully functional tool that
works both online and offline.
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