
 
 
 
 
 
 
 

A P S R  O N L I N E  
S Y S T E M  

U S E R  G U I D E  

A N N U A L  P E R F O R M A N C E  &  S T A T I S T I C A L  R E T U R N

2 0 0 9 - 1 0



 

 2 



 

 3

 

 C O N T E N T S  
   

1  I N T R O D U C T I O N 5-6  

 1.1  Deadline 5 

 1.2  Timescales 5 

 1.3  Online System Overview 5-6 

   

2  H E L P 6-7  

 2.1  Supporting documents 6 

 2.2  Helpdesk 7 

   

3  S E T T I N G  U P 7-9  

 3.1 Recommended system requirements 7 

 3.2 Application Settings (IE6, IE7, and Adobe Reader) 7-8 

 3.3 Online system user accounts (APSR & RSL Directory) 8-9 

   

4  G E T T I N G  S T A R T E D 9  

 4.1 Logging on 9 

 4.2 Change password 9 

 4.3 Screen layout 10 

 4.4 Left hand menu options 10-11 

 4.5 Configure Highlighting 11 

 4.6 Standard Controls & Alerts 11-12 

   

5  D A T A  I N P U T 12  

 5.1 Cell types & input processes 12 

 5.2 Submit & Validate 13 

 5.3 RSL Directory (updating Parts A & B) 13 

   

6  P R I N T I N G  Y O U R  A P S R 13  

   

7  A U T H O R I S A T I O N  –  3  S T E P S 14  

 7.1 Step 1 – Global Validation 14 

 7.2 Step 2 – Print your copy 14 

 7.3 Step 3 – Online  Authorisation 14 

 



 

 4 



 

 5

 

1  I N T R O D U C T I O N  
All  Social  Landlords registered with the Scott ish Housing Regulator 
between 1s t  Apr i l  2009 to 31s t  March 2010 (or part  thereof) , and Local 
Housing Organisat ions managing Glasgow Housing Associat ion stock, are 
required to complete their  onl ine Annual  Performance & Stat ist ical  Return 
(APSR) by 1s t  June 2010. They are: 

 
Landlord Type Count 
Mainstream, Small  & Co-ownership 163 
Management Only 28 
CCHA – local  housing organisat ions 34 
Total 225 

 
1 . 1  D E A D L I N E  

You need to complete and author ise your return by 1s t  June 2010.  
 

1 . 2  T I M E S C A L E S  

Forms & Guidance 

Downloadable copies of the blank APSR form and accompanying 
guidance notes are publ ished on our website. 

Online System 

The onl ine system wil l  be avai lable f rom 1st Apri l  to 1s t  June 2010  for 
submitt ing your APSR(s) 1.  Username & password detai ls  wi l l  be emailed 
direct ly to users in late March 2010. Sett ing-up inst ruct ions, including 
changing your password, are descr ibed in sections 3 & 4 of this  guide. 

 
1 . 3  O N L I N E  S Y S T E M  O V E R V I E W  

The onl ine system has several funct ional  benefits  to help you with your 
return: 

•  Pre-populat ion,  i f  you completed a return last  year, then your onl ine 
form wil l  be pre-populated with last  year’s  data. New quest ions, or 
quest ions that have changed s ignif icantly s ince last year, wi l l  not  be 
pre-populated. 

•  Highl ight ing,  to help you keep your place, the system wil l  show al l  pre-
populated (last  year’s) data in red unt i l  i t  is  over-typed with a dif ferent 
value.  

•  Local Val idation,  a range of automated checks are carr ied out on 
inputted data. You wi l l  be prompted to run these checks each t ime a 
sect ion is  saved. These include: 

o  Arithmetic ,  for  example, x + y = z .  

o  Format ,  for example, suff icient number of decimal places 
provided, words input to text  cel l s  / numbers input to number 
cel ls ,  and so on. 

o  Logical ,  for example, i f  A = ‘Yes’ then further information at  B is  
required. 

                                                 
1some users will complete more than one APSR 
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1 . 3  O N L I N E  S Y S T E M  O V E R V I E W  C N T ’ D  

•  Global Val idation i s  a further check of data across the var ious parts of  
your return. For example, stock owned f igures should remain consistent 
across the Contextual  Stat ist ical  Informat ion (CSI) sect ions of the form 
(e.g. 1D = 1P & 1Q). 

•  Authorisation  of your APSR is  done by your committee-approved 
author iser (chairperson or secretary) who wil l  s ign-off  your return onl ine 
fol lowing approval  by your Governing Body. A separate username and 
password wi l l  be issued by us direct ly to the author iser dur ing Apr i l .   

> To permit  authorisat ion al l  local and global val idat ion issues must 
ei ther be resolved or be commented on in the val idation report (see 

Section 7 of this guide) < 

•  Broadcast Messaging  i s  a messaging serv ice. Broadcast messages wi l l  
appear when you log in giv ing advanced not i f icat ion of any 
scheduled down-t ime, system changes or publ ic hol idays when 
Helpdesk support wi l l  be unavai lable. 

•  Printer Version of Form (populated)  can be produced in Portable 
Document Format (PDF) 2 at any stage of complet ion. The document 
wi l l  be populated with data at the point you last  saved your form. 

>  A blank form can be downloaded from ur website < o
see Section 2.1 of  this guide 

                                                 
2requires Adobe Reader, free from Adobe.com 
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2  H E L P  

 
2 . 1  . 1  S U P P O R T I N G  D O C U M E N T S  S U P P O R T I N G  D O C U M E N T S  

All  support ing documents are avai lable to v iew and download from our 
website
Al l  support ing documents are avai lable to v iew and download from our 
website: 

•  Blank copies of APSR forms: 

•  Mainstream Small  & Co-ownership 

•  Management Only 

•  CCHA – Local Housing Organisat ion 

•  Notes on Complet ion are essent ial  for complet ing your return and 
contain al l  the detai led def init ions and advise on how to complete 
every quest ion which should be read before complet ing return. 

 This  document can also be v iewed by cl ick ing on the     icon displayed 
at the top r ight of the onl ine APSR.  

•  SHR Guidance Note SHR31 descr ibes the format and arrangements for 
submitt ing your APSR. 

•  Onl ine User Guide (this  document).  
 

2 . 2  H E L P D E S K  

A Helpdesk is  avai lable to ass ist  with your quer ies. 

Please ensure that you have read al l  support ing documentat ion, including 
the Notes on Complet ion, before contact ing us: 
 

 
 
Craig Holmes – Business Information Off icer 
Tel :  0141 271 3757 (Mon – Fr i ,  9 :30 am to 4:30 pm)* 
craig.holmes@scott ishhousingregulator.gs i .gov.uk 

Christ ine Dugan  –  Bus iness Information Manager 
Tel :  0141 271 3756 (Mon – Fr i ,   9 :30 am to 4:30 pm)* 
chr ist ine.dugan@scott ishhousingregulator.gs i .gov.uk 
 
* I f  l ines are busy please leave voicemail  or email  us 

Helpdesk closed on weekends and publ ic hol idays  
 

 

http://www.scottishhousingregulator.gov.uk/stellent/groups/public/documents/webpages/shr_apsrformmainstream2009-10.pdf
http://www.scottishhousingregulator.gov.uk/stellent/groups/public/documents/webpages/shr_apsrformmanagementonly2009.pdf
http://www.scottishhousingregulator.gov.uk/stellent/groups/public/documents/webpages/shr_apsrformccha2009-10.pdf
http://www.scottishhousingregulator.gov.uk/stellent/groups/public/documents/webpages/shr_apsrnotesoncompletion2009-.pdf
http://www.scottishhousingregulator.gov.uk/stellent/groups/public/documents/webpages/shr_apsrmainstream2009-10guida.pdf
mailto:craig.holmes@scottishhousingregulator.gsi.gov.uk
mailto:christine.dugan@scottishhousingregulator.gsi.gov.uk


 

 8

 
3  S E T T I N G  U P  S E T T I N G  U P  

  
3 . 1  3 . 1  R E C O M M E N D E D  S Y S T E M  R E Q U I R E M E N T S  R E C O M M E N D E D  S Y S T E M  R E Q U I R E M E N T S  

•  Operating System: Windows 2000 or higher •  Operating System: Windows 2000 or higher 

•  Web Browser:  Microsoft  Internet Explorer (IE) vers ion 6.0 or h igher •  Web Browser:  Microsoft  Internet Explorer (IE) vers ion 6.0 or h igher 

•  PDF Viewer:  Adobe Reader vers ion 5.0 or h igher •  PDF Viewer:  Adobe Reader vers ion 5.0 or h igher 

Your IE and Adobe software vers ions can be checked by opening the 
relevant appl ication and select ing Help > About [appl icat ion  name ]  f rom the 
top menu. I f  your system does not appear to meet these requirements 
then please contact our helpdesk

Your IE and Adobe software vers ions can be checked by opening the 
relevant appl ication and select ing Help > About [appl icat ion  name ]  f rom the 
top menu. I f  your system does not appear to meet these requirements 
then please contact our helpdesk for advice. 

General note on internet browsers  –  other browsers such as F i refox or 
Safar i  (Mac OS) should work on our systems but are not tested or 
supported by our helpdesk.  

 
3 . 2  A P P L I C A T I O N  S E T T I N G S  

Please ensure your browser (IE6 or IE7) and Adobe Reader sett ings are 
conf igured as fol lows: 

Configure IE6 

•  open IE6 
•  f rom the top menu select Tools  > Internet Options 
•  select General  opt ions tab and go to Temporary Internet F i les 
•  cl ick on Sett ings and ensure that the ‘Check for newer vers ions of  

stored pages’  opt ion is  set to ‘Every t ime you start  Internet Explorer’  
•  cl ick on OK to save sett ings 
•  then select Content opt ions tab and cl ick on AutoComplete Sett ings 
•  under the ‘Use AutoComplete for’  heading, ensure that ‘Forms’ is  not 

selected 
•  cl ick OK to save sett ings 
•  f inal ly, cl ick OK to save al l  sett ings and exit  Internet Opt ions window 

Configure IE7 

•  open IE7 
•  f rom the top menu, select Tools  > Internet Options  
•  select the General  opt ions tab and go to Browse History > Sett ings 
•  select Temporary Internet F i les and ensure that the ‘Check for  newer 

vers ions of stored pages’ opt ion is  set to ‘Every t ime you start  Internet 
Explorer’  

•  cl ick on OK to save sett ings 
•  then select the Content opt ions tab and cl ick on AutoComplete 

Sett ings 
•  under the ‘Use AutoComplete for’  heading, ensure that ‘Forms’ is  not 

selected 
•  cl ick OK to save sett ings 

•  f inal ly, cl ick OK to save al l  sett ings and exit  Internet Opt ions window 
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3 . 2  A P P L I C A T I O N  S E T T I N G S  C N T ’ D  
Configure Adobe Reader 

I f  your system does not have Adobe Reader instal led then a free 
download of vers ion 9 may be obtained from www.adobe.com 

> Always consult  your IT Administrator before 
downloading any software < 

Fol low these steps to ensure that Adobe Reader is  set  up properly for 
us ing the Pr inter Vers ion of Form function descr ibed later in this  guide: 

•  Open Adobe Reader 

•  From the top menu select Edit  > Preferences to op  en the 
Preferences window 

•  Select Internet f rom the left  hand pane 

•  Ensure that Display PDF in Browser is  not checked 

•  Click OK to save sett ings and exit  Preferences window 
 

3 . 3  O N L I N E  S Y S T E M  U S E R  A C C O U N T S  

APSR 

You wi l l  be emailed your confident ial  user account detai ls  before 1st  Apr i l .  
Requests for  addit ional  user accounts should be emai led to Jerry Lewis,  
Regulat ion Off icer (jerry. lewis@scott ishhousingregulator.gs i .gov.uk).  The 
ful l  name, telephone number and email  address detai ls  for every new user 
are required.  

RSL Directory 

I f  you need to update your address detai ls  shown in Parts  A & B of the 
APSR, you wi l l  have to log in to the RSL Directory. You should use the APSR 
account detai ls  we sent you to access the Directory. 

Please note that changing your password for the APSR does not 
automatical ly change your RSL Directory password. This needs to be 
changed separately whi le access ing the RSL Directory. 

The RSL Directory i s  accessed via the menu to the left  of  the APSR Onl ine 
System (Administ rat ion > RSL Directory).  

For obvious secur ity reasons, we strongly advise that account detai l s  are 
not shared among users. 

 

http://www.adobe.com/products/acrobat/readstep2.html
http://www.adobe.com/products/acrobat/readstep2.html
http://get.adobe.com/uk/reader/
mailto:jerry.lewis@scottishhousingregulator.gsi.gov.uk
http://www.esystems.scottishhousingregulator.gov.uk/register
http://www.esystems.scottishhousingregulator.gov.uk/register
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4   G E T T I N G  S T A R T E D  G E T T I N G  S T A R T E D  

  
4 . 1  4 . 1  L O G G I N G  O N  L O G G I N G  O N  

Start  by logging on to the APSR: Start  by logging on to the APSR: 
  

 
http://www.esystems.scottishhousingregulator.gov.uk/apsr2010 

Login us ing the username and password detai ls  that were emailed to you. 
These detai ls  wi l l  be required each t ime the form is  accessed and you wi l l  
only be able to v iew information relat ing to the RSL(s) you are responsible 
for.  

I f  your log- in does not seem to be working, or in the unl ikely event of your 
account access ing the wrong organisat ion, then please contact the  
helpdesk for ass istance. 

You can work confident ial ly on your APSR at  any t ime unt i l  i t  i s  
author ised 3. After author isat ion, you wi l l  not  be able to make any changes 
whi le we review your data. I f  at  th is  stage you real ise an error has been 
made, then contact the  helpdesk to arrange a correct ion.   

                                                

You may want to add APSR Onl ine to your web-favour ites:  

•  f rom the top menu select Favour ites and cl ick on Add to Favour ites 

•  rename favour ite and set a folder to create it  in (both opt ional) 

•  cl ick OK to apply sett ings 
 

4 . 2  C H A N G E  P A S S W O R D  

You wi l l  not  be prompted to change your password but we recommend 
that you do so as soon as poss ible: 

•  f rom the left  hand menu, select Change Password 

• input your new password and conf irm it  
 

4 . 3  S C R E E N  L A Y O U T  

The main screen is  made up of three panes: 
 

 
 
 

 Input 

 
 
 

Menu 

Header 1. Header shows RSL name, regist rat ion 
number and     icon to Notes on 
Complet ion at al l  t imes 

2. Input displays input forms 

3. Menu to navigate through quest ion 
parts or access admin opt ions 
 

 
3 unless you report a problem when we may ask to view your APSR 

 

http://www.esystems.scottishhousingregulator.gov.uk/apsr2010
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4 . 4   L E F T  H A N D  M E N U  O P T I O N S  L E F T  H A N D  M E N U  O P T I O N S  

Administrat ion Administrat ion 

•  RSL Directory,  d irect access to the Onl ine Register for  updating Front 
Page detai ls .  I f  you have lost  or forgotten you login detai ls  for this  
system then please contact: 
jerry. lewis@scott ishhousingregulator.gs i .gov.uk

•  RSL Directory,  d irect access to the Onl ine Register for  updating Front 
Page detai ls .  I f  you have lost  or forgotten you login detai ls  for this  
system then please contact: 
jerry. lewis@scott ishhousingregulator.gs i .gov.uk 

•  Broadcast Messages ,  keep up to date with the latest  system 
informat ion from the Helpdesk part icular ly for detai l s  of any 
scheduled down-t ime 

•  Change Password ,  when you f i rst  log- in to maintain secur ity 

•  Configure Highl ight ing ,  explained in Sect ion 4.5 

•  APSR Authorisat ion ,  for f inal  s ign-off  by Chairperson / Secretary once 
approved by Governing Body 

•  Printer Version of Form ,  to produce a pr intable vers ion of your APSR 
at  any stage of complet ion. Note that this  is  not  the way to produce 
a blank vers ion of the form which should be downloaded from our 
website 

•  Global Val idation ,  runs a val idat ion check across al l  parts and 
sect ions of the form. This  must  be carr ied out before f inal  submiss ion, 
as you wi l l  not be able author ise your return i f  you have not run and 
commented on any outstanding val idation issues reported. 

 

Non-CSI Sections 

•  Front page 4 

•  Summary Informat ion 5 (Part  A of the APSR) 

•  Class i f icat ion Table (Part B of the APSR) 

•  Governance & Accountabi l i ty (Part  C of the APSR) 

 

Housing Management Sections (Part  D of the APSR)  

•  Links for Sect ions 1 to 6 

 

Maintenance  (Part  E of  the APSR) 

 

Development  (Part  F of the APSR) 

 

 CSI Sections (Part  I  of the APSR)  

•  Links for Sect ions 1 to 12  

 

Appendix 

• Appendix 1 

                                                 
4 update made via RSL Directory 
5 update made via RSL Directory 

mailto:jerry.lewis@scottishhousingregulator.gsi.gov.uk
mailto:jerry.lewis@scottishhousingregulator.gsi.gov.uk
mailto:jerry.lewis@scottishhousingregulator.gsi.gov.uk
mailto:jerry.lewis@scottishhousingregulator.gsi.gov.uk
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4 . 5  5  C O N F I G U R E  H I G H L I G H T I N G  C O N F I G U R E  H I G H L I G H T I N G  

I f  you completed an APSR last year, then your return wi l l  be pre-populated 
with that data where poss ible 6. 
I f  you completed an APSR last year, then your return wi l l  be pre-populated 
with that data where poss ible 6. 

Highl ight ing is  act ivated by default , th is  wi l l  help you keep a t rack of what 
new data has been input to the form. I t  works by in it ial ly showing last 
year’s  data in red 7.  When overtyped with a dif ferent value and saved, i t  
wi l l  turn black indicat ing that a change has been made.  

Highl ight ing is  act ivated by default , th is  wi l l  help you keep a t rack of what 
new data has been input to the form. I t  works by in it ial ly showing last 
year’s  data in red 7.  When overtyped with a dif ferent value and saved, i t  
wi l l  turn black indicat ing that a change has been made.  

Highl ight ing can be switched on or off  at any t ime dur ing complet ion: Highl ight ing can be switched on or off  at any t ime dur ing complet ion: 

•  select Configure Highl ight ing from the menu •  select Configure Highl ight ing from the menu 

•  select the sections of the form you want to highl ight/de-highl ight  •  select the sections of the form you want to highl ight/de-highl ight  

•  cl ick on Apply then return to the form v ia the menu •  cl ick on Apply then return to the form v ia the menu 
  

4 . 6  4 . 6  S T A N D A R D  C O N T R O L S  &  A L E R T S  S T A N D A R D  C O N T R O L S  &  A L E R T S  

Most commonly used buttons and alert  windows: Most commonly used buttons and alert  windows: 

•  Submit  to save changes. The button is  normal ly located at  the foot of 
the form. You may wish to submit  your data quite regular ly to be on 
the safe s ide. I f  you attempt to move to another Part  of  the return 
without submitt ing f i r st ,  the system wil l  prompt you to reconsider. Not 
saving the form at this  stage wil l  result  in al l  changes made s ince the 
last  ‘submit’  being lost .  A message window wil l  conf i rm the changes. 

•  Submit  to save changes. The button is  normal ly located at  the foot of 
the form. You may wish to submit  your data quite regular ly to be on 
the safe s ide. I f  you attempt to move to another Part  of  the return 
without submitt ing f i r st ,  the system wil l  prompt you to reconsider. Not 
saving the form at this  stage wil l  result  in al l  changes made s ince the 
last  ‘submit’  being lost .  A message window wil l  conf i rm the changes. 

•  Return to top of page  i s  helpful  to navigate through lengthier parts  of 
the return. 

•  Return to top of page  i s  helpful  to navigate through lengthier parts  of 
the return. 

•  Tabs  pos it ioned along the top of the form (Sec 1, Sec 2, Sec 3, etc) 
for screens that contain more than one sect ion. 

•  Tabs  pos it ioned along the top of the form (Sec 1, Sec 2, Sec 3, etc) 
for screens that contain more than one sect ion. 

•  Local Validation  i s  opt ional  every t ime you save. Select ing this  opt ion 
generates a pr intable data val idat ion report window for your 
informat ion/action which may be closed or minimised.  
 
The report wi l l  l i s t  quest ion numbers where the submitted value does 
not meet the val idat ion cr iter ia of the current sect ion (checks may 
be ar ithmetic, nul l  or  miss ing values, values that don’t  cross 
reference etc).  You should go back to the information in quest ion 
and update as appropr iate, or input and save a comment in the 
corresponding box explaining why the dif ference occurs.  

•  Local Validation  i s  opt ional  every t ime you save. Select ing this  opt ion 
generates a pr intable data val idat ion report window for your 
informat ion/action which may be closed or minimised.  
 
The report wi l l  l i s t  quest ion numbers where the submitted value does 
not meet the val idat ion cr iter ia of the current sect ion (checks may 
be ar ithmetic, nul l  or  miss ing values, values that don’t  cross 
reference etc).  You should go back to the information in quest ion 
and update as appropr iate, or input and save a comment in the 
corresponding box explaining why the dif ference occurs.  

We recommend you should select the “Val idate the Data?” option 
once you ‘submit’  a section, and deal with any issues before moving 
on to the next section. 

We recommend you should select the “Val idate the Data?” option 
once you ‘submit’  a section, and deal with any issues before moving 
on to the next section. 

  

Add New Authori ty  where a breakdown of data by Local Author ity is  
required. Cl icking on this  button wi l l  enable you to select an author ity 
f rom the drop-down menu and add relevant data below. Cl ick on 
‘Accept’ to add the changes to the table or ‘Cancel’  to leave. Note 
that author ity changes are not saved unt i l  you cl ick “Submit”.  

Add New Authori ty  where a breakdown of data by Local Author ity is  
required. Cl icking on this  button wi l l  enable you to select an author ity 
f rom the drop-down menu and add relevant data below. Cl ick on 
‘Accept’ to add the changes to the table or ‘Cancel’  to leave. Note 
that author ity changes are not saved unt i l  you cl ick “Submit”.  

                                                                                                 
6any new or altered questions are not pre-populated 
7only on screen – does not apply to Printer Version 
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4 . 6  S T A N D A R D  C O N T R O L S  &  A L E R T S  C N T ’ D  

•  Add New Row  provides addit ional rows i f  /  when required. 

•  Radio buttons  are pr imari ly used for Yes / No quest ions.  

•  Notes on Complet ion  accessed v ia the   icon, always at  top of 
screen. 

•  Descript ion Codes  apply to CSI  Sect ions 1(N) and 2(C). View the ful l  
code descr ipt ions by cl icking on the l ink. 
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5  D A T A  I N P U T  

 
5 . 1  C E L L  T Y P E S  &  I N P U T  P R O C E S S E S  

Input is  st raightforward throughout the form: 

•  navigate from cel l  to cel l  us ing either the Tab button on your 
keyboard or us ing your mouse pointer to di rect ly input to a cel l  

•  input cel l s  are general ly white 

•  green cel ls  are automatical ly f i l led in for you, such as column totals  
or percentages 

•  grey cel ls  are non-enterable and are usual ly associated with Yes /  No 
quest ions – for  example when No logical ly means the relevant cel l  
should be sk ipped. Also, cel ls  and menu opt ions that are not  
appl icable to CCHA and Management Only returns are greyed out as 
wel l .  

Radio Buttons 

•  these are used when there is  a set of predetermined answers to a 
quest ion usual ly Yes or No. Cl ick on the appropr iate radio button to 
make your choice 

Add / Remove Row 

•  this  faci l i ty i s  used when you are asked for a number of pieces of 
informat ion regarding your organisat ion. Add New Row creates more 
rows where required, or alternat ively Delete Row removes them 

Text (comments) 

•  posit ion the curser in the text  box and start  typing. The box wi l l  
automatical ly expand for larger narrat ives 

Add New Authori ty 

•  Some tables may require a local  authority breakdown of information. 

•  Construct table us ing the Add new local author ity button to access 
the Add new local author ity screen. Here you can select the required 
Author ity f rom the drop-down menu and input the corresponding 
data below. 

•  Click Accept to add data to main table or Cancel  to leave without 
changes. 

•  Note that the changes wi l l  not be saved unt i l  you cl ick Submit .  

Remove Authori ty  

• remove an author ity by cl ick ing on the corresponding Delete button.  
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5 . 2  2  S U B M I T  &  V A L I D A T E  S U B M I T  &  V A L I D A T E  

•  Click on Submit  to save form. The Submit  dialogue box wi l l  give you 
the opt ions to cancel, proceed only, or  proceed and val idate data 
(by select ing the val idate data t ick box).  

•  Click on Submit  to save form. The Submit  dialogue box wi l l  give you 
the opt ions to cancel, proceed only, or  proceed and val idate data 
(by select ing the val idate data t ick box).  

•  A conf i rmat ion box should pop-up to conf irm that the update was 
successful .  Cl ick OK to hide. 

•  A conf i rmat ion box should pop-up to conf irm that the update was 
successful .  Cl ick OK to hide. 

•  We recommend that you opt to val idate data each t ime you submit a 
section. On select ing Local Val idat ion, then a separate pop-up 
window wil l  d isplay a report  with issues (local – checks are conf ined 
to the relevant quest ion only).  The local  val idat ion report  can be 
generated and pr inted as often as necessary unt i l  al l  errors  have 
been corrected.  

•  We recommend that you opt to val idate data each t ime you submit a 
section. On select ing Local Val idat ion, then a separate pop-up 
window wil l  d isplay a report  with issues (local – checks are conf ined 
to the relevant quest ion only).  The local  val idat ion report  can be 
generated and pr inted as often as necessary unt i l  al l  errors  have 
been corrected.  

•  I f  there are items in the val idat ion report  that  cannot be resolved, 
you should provide an explanat ion in the corresponding comments 
box. Authorisat ion of the submission cannot be carr ied out unt i l  al l  
outstanding issues have either been resolved or commented on. 

•  I f  there are items in the val idat ion report  that  cannot be resolved, 
you should provide an explanat ion in the corresponding comments 
box. Authorisat ion of the submission cannot be carr ied out unt i l  al l  
outstanding issues have either been resolved or commented on. 
Click on Submit  to save your comments and we wil l  refer to these 
dur ing our val idation process.  
Cl ick on Submit  to save your comments and we wil l  refer to these 
dur ing our val idation process.  

  
5 . 3  5 . 3  R S L  D I R E C T O R Y  R S L  D I R E C T O R Y  

Updating Parts A & B Updating Parts A & B 

These parts display data direct ly f rom informat ion held in the onl ine 
Register.  Any update to Parts A & B need to be made via the RSL 
These parts display data direct ly f rom informat ion held in the onl ine 
Register.  Any update to Parts A & B need to be made via the RSL 
Directory:  

•  cl ick on  RSL Directory f rom the left  hand menu and login 

•  remember, the APSR account detai ls  we sent you wi l l  also access this  
system. Please note, changing your password for the APSR does not 
automatical ly change your RSL Directory password. This  needs to be 
changed separately whi le access ing the RSL Directory.  N.B. I f  you are 
an exist ing APSR user, your password wi l l  have been updated to that 
issued for this  year’s APSR return. 

•  update the Directory and submit  changes 

•  return to APSR form (you wi l l  need to cl ick ‘ refresh’ to v iew changes) 

 

http://www.esystems.scottishhousingregulator.gov.uk/register
http://www.esystems.scottishhousingregulator.gov.uk/register
http://www.esystems.scottishhousingregulator.gov.uk/register
http://www.esystems.scottishhousingregulator.gov.uk/register


 

 16

 
6  P R I N T I N G  Y O U R  A P S R  

•  To pr int  off  a hard copy of your APSR return (for Committee approval 
pr ior to author isat ion), select Pr inter Vers ion of Form from the left  
hand menu. From there you may pr int  off  the return in three separate 
sect ions. Each hard copy is  created as a PDF format f i le that is  
automatical ly loaded into Adobe Acrobat Reader for  you to pr int  off  
on the pr inter ident if ied on your system. 

•  While the system makes every attempt to provide a generic report 
format you may f ind that your pr inter makes s l ight adjustments to the 
font  s ize of the text .  This  can result  in some s l ight overtyping of text 
past  the end of the comment box out l ines.  

 



 

 17

•  
7   A U T H O R I S A T I O N  –  3  S T E P S  A U T H O R I S A T I O N  –  3  S T E P S  

    

7 . 1  7 . 1  S T E P  1 :  G L O B A L  V A L I D A T I O N  S T E P  1 :  G L O B A L  V A L I D A T I O N  

•  All  local  val idat ion issues should have been resolved by this  stage of 
the input process (see Sect ion 5.2 Submit  & Val idate

•  All  local  val idat ion issues should have been resolved by this  stage of 
the input process (see Sect ion 5.2 Submit  & Val idate).  Any 
outstanding issues are carr ied forward into the Global  Val idat ion 
process. 

•  Global Val idat ion must be run  before the data is  presented to your 
Governing Body and any quer ies resolved before the return is  
author ised. This  process wi l l  check for inadvertent ly omitted data, 
inconsistencies across al l  parts of your return and ident i fy any other 
correct ive act ion. 

•  Select Global Val idat ion from the left  menu bar.  The system wil l  
automatical ly generate a pr intable Val idation Report  window 
identi fy ing sections where anomal ies exist .    

•  Similar  to Local Val idat ion as descr ibed in Sect ion 5.2 Submit  & 
Val idate (page 13), the Global Val idat ion report  can be generated 
and pr inted as often as necessary unt i l  al l  data anomal ies have been 
corrected. I f  any items are left  unresolved you must add an 
explanat ion in the comments f ie ld otherwise you wi l l  not  be able to 
author ise and submit  your return. Cl ick on Submit  to save your 
comments. 

•  We wi l l  v iew al l  val idat ion reports where items are unresolved and 
therefore giv ing us as ful l  an explanat ion as you can may remove the 
need for us to contact you further.  

• Final ly, the Committee and the person author is ing the f inal 
submiss ion (7.3 Onl ine Authorisat ion) must be made aware of any 
uncorrected items on the val idat ion report .  

 
 

7 . 2  S T E P  2 :  P R I N T  Y O U R  C O P Y  

•  Pr int  a hard copy of the return for committee approval and attach a 
copy of the Global Val idat ion report  i f  necessary. 

 
 

7 . 3  S T E P  3 :  O N L I N E  A U T H O R I S A T I O N  

•  Fol lowing committee approval , the nominated author iser 
(chairperson or secretary) must author ise the data onl ine. In order to 
do this , you (the user) should log onto the system and select APSR 
Author isat ion from the left  menu. Then the author iser should 
complete: -  

o   date of committee meeting at which the APSR was approved 
o   name of Chairperson / Secretary 
o   d igital  s ignature (a password issued direct ly to the author iser  – 

not the same as the user’s password) 

•  Once the author iser has entered data into each of these cel ls ,  c l ick 
Submit  and the data wi l l  be f inal ly submitted to SHR. A conf i rmation 
box wi l l  pop-up advis ing that your return has been received 
successful ly.  At th is  point , no further changes can be made to the 
form. 
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7 . 3  S T E P  3 :  O N L I N E  A U T H O R I S A T I O N  C N T ’ D  

•  Please ensure you keep a paper copy of the f inal  submitted return 
and the minutes of the committee meeting where the submiss ion was 
approved. Along with any documentat ion that supports the data you 
have submitted, part icular ly in relat ion to the key performance 
indicators.  

 

 

 

Bus iness Information Team 

March 2010 
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