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1 Overview
1.1 What the System does for you

The UNFCCC Online Registration System facilitates communication between the Designated
Contact Points (DCPs) / Heads of admitted observer organizations and the UNFCCC
secretariat with the aim of enhancing the efficiency of the nomination process for UNFCCC
sessions.

As a DCP / Head of organization, the primary objective when using the UNFCCC Online
Registration System is to nominate, and once quota is allotted, to obtain a “Nomination
Acknowledgement” document sent to each individual the IGO/NGO wishes to participate in a
UNFCCC session as part of your organization’s delegation.

Each of the participants must bring their Nomination Acknowledgement document along with
their valid passport or official and valid photo identification document to the session to collect
their badge and enter the venue. This will make the registration of your participants at the
venue much faster.

Until the DCP or the participants have downloaded these documents, the nomination
process is NOT yet finished, and the participants will NOT be able to attend the session!

Note: If the participants are deregistered to the session by the DCP, the downloaded
document will no longer be valid. Informing the respective participant upon
deregistration to the session is solely the responsibility of the DCP!

The UNFCCC secretariat reserves the right to restrict access to sessions to ensure the health,
safety, and security of all participants.

1.2 What the System does

The UNFCCC Online Registration System permits the Designated Contact Point (DCP) and
the Head of an admitted observer organization to:

e Create alogin account for the System, using the email address officially registered with
the UNFCCC secretariat;

e Create a login account for their representative, so use of the System can be delegated
if desired;

e Nominate individuals to participate in UNFCCC sessions;

¢ View and use the quota’ available to the organization, once it has been allocated by
the UNFCCC secretariat;

e Replace nominated participants up to shortly before a session commences;

e Confirm the participation of nominated participants and download a “Nomination
Acknowledgment” document for each confirmed and registered participant. The
participant must present this document upon arrival at the session.

Use of the Online Registration System is not optional. All admitted observer organizations
wishing to participate in a UNFCCC session are required to nominate and confirm their
participants using the system.

1.3 What the System does NOT do

o The System does NOT give login permissions to participants. The Designated Contact
Point/Head of Organization and individual holding a representative account are the sole
link to the participants through the Online Registration System.

" Should the number of nominations by admitted observer organizations exceed the capacity
of the venue provided by the host country UNFCCC may be required to set quotas for the
session. Consequently, a quota may not always be needed and when required, the quota size
will change from one conference to another.
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2 Pre-requisites for using the System
2.1 Admitted observer organization contact details

Before any member of an admitted observer organization can use the System, the
organization’s contact details must be up to date with the UNFCCC secretariat, specifically the
name and email address registered for the Designated Contact Point and/or Head of
Organization.

Existing processes must be used to update these contact details.

For admitted 1GOs:

http://unfccc.int/parties _and observers/observer organizations/items/9520.php.

For admitted NGOs:
http://unfccc.int/parties _and_observers/observer organizations/items/9519.php.

Should a change be necessary the updates will flow through to the Online Registration System
within several working days after your request is received.

Please ensure you have gained access to the system well in advance of any deadlines!
Failure to provide the secretariat with your up-to-date contact details in a timely fashion
could prevent your organization from participating in UNFCCC sessions.

2.2 Participant details required

The following details are required to nominate an individual:
e Salutation
¢ Given Name
e Family Name
e Relationship to nominator?
e Functional title?
e Department?
e Home organization?
e Country of Nationality
e Country of Residence
o Residence City
o Badge Type
e Order in List of Participants
e Email Address

Before the nominee can be confirmed the following further details must be provided:
e Date of Birth
e Passport Number ONLY
e Badge Valid from
e Badge Valid thru

2 The UNFCCC secretariat has introduced updates to the registration of UNFCCC conference
participants, with the aim to increase the transparency of participation in the UNFCCC process.
Further details can be found here: https://unfccc.int/process-and-meetings/conferences/the-
big-picture/changes-to-the-registration-system-and-process#
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2.3 Supported Software Configurations

2.3.1 Recommended Web Browser

The system has been tested with the following web browsers:
e Chrome
e Microsoft Edge
e Mozilla Firefox

Other browser versions and types may also work however if you have problems, please try one
of the browsers listed above. Mozilla Firefox can be downloaded free of charge from
http://www.mozilla.com/firefox

JavaScript must be enabled.

2.3.2 Recommended Screen Resolution

The recommended screen resolution is 1280x1024. The system should still be usable at lower
screen resolutions however it is recommended to use a higher resolution when possible.

2.3.3 Document Format

The System generates documents in Adobe PDF format and has been tested with Adobe
Reader. Adobe Reader software can be downloaded free of charge from
http://get.adobe.com/reader
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3 Nomination process for admitted observer organizations

The table below summarizes the nomination process from the perspective of admitted observer
organizations. Note that the timeline is indicative only, and may change depending upon when
sessions are notified.

Step | Indicative Action(s)
Timeline
Approximately | UNFCCC posts the official notification for an upcoming session at
three to four http://unfccc.int/parties_and _observers/notifications/items/3153.php
months prior | The Online Registration System is opened for nominations for this
to a session. session.

1 Admitted Observer Organizations nominate participants to
participate in the session simply by adding them to their delegation
using the Online Registration System.

Approximately | Nominations close.
two to three
months prior
to a session
2 Approximately | UNFCCC allocates quotas to determine the number of individuals
two to three per observer organization that can participate in the session.
weeks later
Admitted observer organizations may now replace nominations,
within their allocated quota.
Admitted observer organizations confirm nominations, one-by-one,
3 or all at the same time.
UNFCCC processes the confirmation and an email containing a
confirmation link is sent to the participant.
Participants access the confirmation link to download the
acknowledgement/visa letter. Depending on the conference setting,
they may get prompted to provide further details before the
download option is available.
Admitted observer organizations and participants download
“Acknowledgement of Nomination”.
Approximately | Confirmation period closes (For each session please check the
one week deadline in the published notification to observers)
before the UNFCCC processes confirmed participants in preparation for the
4 session conference.
Admitted observer organizations and registered participants may
still download “Acknowledgement of Nomination”.
Registration Participants arrive at the session venue with their
for session Acknowledgement of Nomination letter and valid passport or
open nationally approved photo identification document.
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4 Guidelines for using the system effectively

Please help us to help you by observing the following guidelines:

Please take note of the nomination and confirmation deadlines communicated by
the UNFCCC secretariat for each session. The system will strictly enforce these
deadlines.

Please complete your work well in advance of each deadline, so that if there are
technical issues there will be time to rectify the problem.

The system is likely to be very busy shortly before a session, therefore, to make the
experience as easy and fast as possible please confirm as soon as you feel
comfortable doing so. There may be delays processing confirmations that are
received immediately before the deadline and your participants will not be able to
participate in the sessions until this processing is complete.

If you are sure one of your nominees will not attend, please remove the nomination.

Please ensure that the number of individuals you nominate is as accurate as
possible, so that the limited capacity available can be shared fairly between all of the
organizations wishing to participate. Note that the system will detect significant
deviations between nominations and actual attendance and this information may be
used in future to determine quota allocations.

Communication Tab: Is the only and effective way to respond to all registration
issues, therefore, all requests regarding registration should be submitted in the
communication tab. The Communication tab is the official channel for registration
related queries. DCPs are encouraged to contact the secretariat exclusively through
this channel. The options under the tab are:

- Replacement request: It is a feature in the Communication tab that allows
DCPs to make changes into the delegation when delegates are confirmed and
need to be replaced.

1. Can be used after quota is issued and before confirmation deadline,
with no restrictions, including adding new names;

2. Can be used after confirmation deadline (subject to approval), to
replace a confirmed individual by another individual.

3. Cannot be approved without quota or if quota was set 0.

You may make replacements, within your allocated quota, until approximately one
week before the conference commences (this will be communicated for each
session).

- Other: Can be used for general questions.
- Quota increase: Request to increase number of delegates in your delegation.
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5 Special requirements for participation of minors

Representatives to UNFCCC sessions must be at least 16 years of age. An individual is
considered to be a minor if he/she is under 16 years of age on the first day of the session.
Younger representatives may be registered subject to the following terms and conditions:

1. Anyone below 16 years of age (hereinafter referred to as the “minor”) nominated by an
NGO/IGO shall be accompanied by a chaperone at all times. The chaperone must be 21
years of age or older.

2. Unaccompanied minors below the age of 16 will not be permitted access to UNFCCC
venues.

3. Both the minor and the chaperone shall be part of the allotted quota of the
respective NGO/IGO. No additional badges for either the chaperone or the minor will be
allocated or issued.

4. Atthe time of registration of the minor, each chaperone must sign the appropriate Release
and Waiver of Liability, Assumption of Risk and Indemnity form assuring consent of the
parent/s/legal guardian/s of the minor and assuming full responsibility of the minor during
their custody at the UNFCCC venues. The form is available for download on the following
web page: https://unfcce.int/documents/63808

5.  Should the minor violate any provision of UNFCCC guidelines for participation, both the
minor and the chaperone will face the same consequences.

6. Should such consequences result in confiscation of badges, the NGO/IGO will not be
allowed to nominate additional individuals in place of the de-badged minor and chaperone
for the remainder of the conference/meetings.

7. Should the chaperone violate any provision of UNFCCC guidelines for participation, the
chaperone will face the consequences.

8. Should such consequences result in confiscation of the badge of the chaperone, then
another chaperone from among the registered representatives of that NGO/IGO shall
assume responsibility of the minor by signing the appropriate Release and Waiver of
Liability, Assumption of Risk and Indemnity form in order for the minor to continue
participation in the conference/meetings. In the absence of a registered chaperone the
minor will not be allowed to participate in the conference/meetings and the concerned
NGO/IGO will be requested to remove the minor from the UNFCCC venues.
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6
6.1

Instructions

Accessing the system for the first time

6.1.1 Web address

https://onlinereg.unfccc.int/

6.1.2 Creating a new account in ORS

1. Click ‘create new account’, at the very top left of the screen.
Log in orfCreate new account |
@ UNFCCC
Online Registration
Welcome to UNFCCC Online Registration
UNFCCC Online Registration System is an instrument that supports the nomination of participants for the UNFCCC sessions.
« If you are a Party please click here
» If you are a UN organization, specialized Agency, an IGO or NGO please click here
« If you are Press/Media please click here
Or you can log in if you already have account.
Disclaimer, Privacy Policy and Terms & Conditions for the use of UNFCCC websites
Upcoming meetings at unfece.int
Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.
2. Click on ‘I am representing Admitted NGO, Admitted IGO, Party or UN/Specialized

agency’.

Log in or Create new account

{@) @ UNFCCC
. e Online Registration

Please choose your organization type

| I am representing Admitted NGO, Admitted IGO, Party or UN/Specialized agency I

I am representing Media organization

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.
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3. Enter the name of your organization. The system will make suggestions if you pause after
typing a few characters.

Log in or Create new account

@) (©) IS, in

Step 1: Find country/organization you are representing

Please type in country name, organization name or it's acronym.

Country/organization: NGO-A
. A

NGO-B - NGO-B
Russian Federation

Should you have technical problei Admitted NGO of any page to contact UNFCCC Service Desk.

If you experience problem loggingl NGO Ta the form.
Should you have questions regarq Madagascar h tab.
Admitted NGO

Security NGO-AAAAA - NGO-A
Germany

Party

Kha

Armenia

Click ‘search’ once you have entered your search criteria.

Log in or Create new account

@ {,@} g:\‘fecf\(’:eg stration

Step 1: Find country/organization you are representing

Please type in country name, organization name or it's acronym.

Country/organization: NGO-A

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.
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Confirm the organization name listed is correct and click on ‘Select and continue’. Note
that there may be more than one organization listed with a similar name, so be sure you
select your own organization.

Log in or Create new account

Forn

@ UNFCCC
Online Registration

Step 1: Find country/organization you are representing

Please type in country name, organization name or it's acronym.

Country/organization:  |NGO-A

Search

Choose your country/organization

Entity details

NGO-A
Admitted NGO | Select and continue |
Germany

If your organization has registered contact details with the secretariat, this next screen will
give you two or three options. If the Head of Organization and DCP are the same person
there will only be two options. Select the option that best describes your situation and click
on ‘continue’.

Log in or Create new account

@ UNFCCC

Online Registration

Step 2 - Identify yourself

Select an appropriate option
from the list below:

I am Mr. NGO-A DCP
I am Mx. NGO-A Head
| am a Designated Contact Point / Head of organization, but my name is not listed above

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.
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Note that if the secretariat has no contact details at all for your organization you will see the
screen below.

Log in or Create new account

(@ ) @ UNFCCC
<= Online Registration

No focal points / DCPs found

The nominator you selected has no associated focal points/designated contact points.
The following page contains instructions on DCP registration.

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

If you are the DCP and your name was not listed this is what you will see when you select this
option. You can use the forms provided to update your contact details (see 2.1). Once
UNFCCC receives your updated form, it will take several working days for the update to flow
through to the Online Registration System.

Log in or Create new account

(ﬁ) ) unrecc
< Online Registration

How to register a National Focal Point/Designated Contact Point

If you are the National Focal Point / Designated Contact Point and your name is not listed, please follow the instructions provided below:

Parties and Observer States may update the contact details held by UNFCCC for the National Focal Points by following the instructions
given here

UN Organizations / Specialized UN Agencies may update the contact details held by UNFCCC for the Designated Contact Point by
following the instructions given here

Admitted NGOs may update the contact details held by UNFCCC for the Head of Organization and Designated Contact Point by following
the instructions given here

Admitted 1GOs may update the contact details held by UNFCCC for the Head of Organization and Designated Contact Point by following
the instructions given here

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form
Should you have questions regarding your delegation please use Communication tab
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6. Tick the check box to confirm your identity, enter your registered email address, retype the
security code displayed on the screen, read and tick the check box to agree to the
‘Guidelines and Policies for Participation’ and click “Continue”.

NOTE: The security code is designed to protect the system from some forms of malicious
attack. If you cannot read the code that is displayed, simply refresh your browser and another
code will be displayed.

Log in or Create new account

@ UNFCCC
Online Registration

Step 3 - Designated contact point registration

Hereby | certify that my name is Mr. NGO-A DCP and | would like to create an account

Email address as it has been |dcp@ngo-a.unfccc.int | (7]
given to the UNFCCC:

Re-type security code from
the picture:

|6hsg

I have read and agree to the Guidelines and Policies for Participation

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

The system will display a message “Invitation email to XXX has been sent. Please check your
inbox” and return to the ‘Please choose your organization type’ screen as shown below. Note
that the green message bar displays information about the actions performed using the
system.

To continue go to your email address and follow the instruction included in the email sent to
you.

Log in or Create new account

(@) @ UNFCCC
=g’ - Online Registration

I 3) Invitation email to Mr. NGO-A DCP has been sent. Please check your inbox 06 Feb 2023 12:59 CET

Please choose your organization type

‘ I am representing Admitted NGO, Admitted IGO, Party or UN/Specialized agency

‘ I am representing Media organization

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.
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An email from UNFCCC online registration (onlinereg@unfccc.int) should soon arrive in
your email account (see sample email below). Please check the spam folder in case the
email has populated there. This email contains an activation link to continue with the
registration. Click on “this link”.

From: UNFCCC Online Registration <onlinereg@unfccc.int>

Sent: Monday, 6 February, 2023 13:00

To: NGO-A DCP <dcp@ngo-a unfcce. int>

Subject: Invitation to open focal point account on the UNFCCC Online Registration System

Invitation to open focal point account on the

UNFCCC Online Registration System

Dear Mr. NGO-A DCP,

You are receiving this notification because you are reqgistered as Designated Contact Point / National
Focal Point of NGO-A in UNFCCC Online Registration System.

This is to inform you that somebody has requested creation of your account in the UNFCCC Online
Registration System.

If you have not requested account creation or you do not want to open an account, simply ignore this
email. There is no need to contact UNFCCC.

Please use THIS LINK to activate your account.

This initiation will expire after 72 hours.

If you choose to accept this invitation, you will be given a login account for the UNFCCC Online
Reqistration System on behalf of NGO-A.

Kind regards,

UNFCCC secretariat

*** This is an automated email. Please do not reply to it. ==
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8. When you click on “this link” contained in the email, it will open a dialog screen as shown
below and ask you to pick and answer a secret question. Enter the answer to the secret
question and click on “Save settings”.

Log in or Create new account

@ UNFCCC
o Online Registration

Account creation for Designated Contract Points (DCP) for Observer organizations / National Focal Points (NFP) for
State Parties

Please pick your secret question and the answer to proceed.
The answer will be used to verify your identity when recovering a forgotten password
Please ensure that the secret question and answer you enter is really a secret!

E-mail address  gep@ngo-a_unfece.int
(cannot be changed): P@ng

Fullname  Mr. NGO-A DCP
(cannot be changed):

Please choose your secret® [ What is my favourite restaurant? ~|
question:
Secret answer:* |Namdos | [

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

The system will display a message “A login account has been created. An e-mail notification
with login credentials has been sent to you”.

Log in or Create new account

@ €) unrecc
$ Online Registration

| y A login account has been created. An e-mail notification with login credentials has been sent to you. 06 Feb 2023 13:27 CET

Welcome to UNFCCC Online Registration

UNFCCC Online Registration System is an instrument that supports the nomination of participants for the UNFCCC sessions.

« If you are a Party please click here
« If you are a UN organization, specialized Agency, an IGO or NGO please click here
» If you are Press/Media please click here

Or you can log in if you already have account.

Kindly click on the respective link to retrieve details related to the DCPs of IGOs, NGOs and UN agencies.

Disclaimer, Privacy Policy and Terms & Conditions for the use of UNFCCC websites

Upcoming meetings at unfccc.int

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk

If you experience problem logging in or creating account please contact us using the form
Should you have questions regarding your delegation please use Communication tab
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9. An email from UNFCCC online registration (onlinereg@unfccc.int) should soon arrive in
your email account (see sample email below). This contains your login credentials.

From: UNFCCC Online Registration <onlinereg@unfccc.int>
Sent: Monday, 6 February, 2023 13:29

To: NGO-A DCP <dcp@ngo-a.unfccc.int>

Subject: Your login credentials

Your login credentials

Dear Mr. NGO-A DCP,
You have successfully registered a new account in the UNFCCC Online Registration system.

Below are your login credentials:

Login: decp@nga-a unfccc.int
Password : Dq710

Please use THIS LINK to log in.

Kind regards,
UNFCCC secretariat

*** This Is an automated email. Please do not reply to it. ***
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Use the link provided in the email or, go to the website (https://onlinereg.unfccc.int/) and click
on ‘Log in’ in the upper left to continue.

| Log \nlor Create new account

@ @ UNFCCC
= Online Registration

Welcome to UNFCCC Online Registration

UNFCCC Online Registration System is an instrument that supports the nomination of participants for the UNFCCC sessions.

» If you are a Party please click here
» [f you are a UN organization, specialized Agency, an IGO or NGO please click here
« If you are Press/Media please click here

Or you can log in if you already have account.
Kindly click on the respective link to retrieve details related to the DCPs of IGOs, NGOs and UN agencies.
Disclaimer, Privacy Policy and Terms & Conditions for the use of UNFCCC websites

Upcoming meetings at unfecc.int

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

10. Enter your Login name (this is your email address) and password from the email and click
‘Log in’.

Online Registration login page

Login name: |dcp@ngo-a.unfecc.int |

Password: |ooooooooo |

| Log in |

Forgotten your password ?
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11. To choose the meeting you want to work on, click on the “Select the meeting you are
applying to attend” and “Save and continue”

Logged in as Mr. NGO-A DCP [log out]

Delegation:

Select your delegation:

| NGO-A

Your default meeting and delegation are not selected

The following meeting(s) are available.

v ‘ Please select the meeting you are applying to attend:
I COP 27 (open) v | | Save and continue |

Should you have technical problems accessing ORS Please contact our support desk using the form.
Should you have questions regarding your delegation, please use Communication tab.

The system will display the messages that the default meeting and delegation has been
changed and redirect to the ‘Account settings’ tab as shown below. Now you are ready to begin
creating the nominations!

Logged in as Mr. NGO-A DCP [log out]

@ ©) s

All participants My delegation Account seftings Communication

i) Default meeling has been changed

i) Default delegation has been changed

06 Feb 2023 18:09 CET

06 Feb 2023 18:09 CET

E-mail address
(cannot be changed)

Full name
(cannot be changed)

Please choose your secret
question:

Secret answer.
New password

Confirm.

My account settings

dep@ngo-a.unfocc.int

Mr. NGO-A DCP
What is my mother's maiden name? ~ 7
)
]

Save settings

Representative accounts
No representative accounts registered
You can create and delete representative accounts if you would like someone else to create nominations on your behalf
Representative accounts have full access to the Online Registration System on your behalf

It is your responsibility to ensure the accounts are created and deleted appropriately.

Create new representative account

Should you have technical problems accessing ORS Please contact our support desk using the form
Should you have questions regarding your delegation, please use Communication tab.
If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations
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6.1.3 Creating a representative account

The DCP / Head of an organization can create and delete ‘representative accounts’ via the
Account Settings tab once they have successfully logged in.

A representative account can do everything a DCP / Head account can do, except for creating
other representative accounts. Individuals holding a representative account will not
receive the email notifications sent by the Secretariat to the DCP and Head of the
organization.

Note: Please only create representative accounts for your trusted representatives and
delete them when they are no longer required. You are responsible for your
representative accounts.

1. Go to the “Account Settings” tab and click on “Create new representative account”

Logged in as Mr. NGO-A DCP [log out] Meeting: [ INGIE0ES | Delegation: | NGO-A

(Z3) () UNFCCC
@ i@; Online Registration All participants My delegation Account settings Communication

My account settings

E-mail address | dcp@ngo-a.unfcec.int
(cannot be changed)

Full name | Mr. NGO-A DCP
(cannot be changed):

Please choose your secret | What is my mother's maiden name? v 7
question:
Secret answer: [?]
New password 2]
Confirm:
Save settings

Representative accounts

No representative accounts registered

You can create and delete representative accounts if you would like someone else to create nominations on your behalf.
Representative accounts have full access to the Online Registration System on your behalf.

It is your responsibility to ensure the accounts are created and deleted appropriately.

| Create new representative account |

Should you have technical problems accessing ORS Please contact our support desk using the form
Should you have questions regarding your delegation, please use Communication tab.
If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations .

Page 19 of 61



2. Enter the representative’s salutation, first name, last name, email address twice and click
“Save and Continue”.

Logged in as Mr. NGO-A DCP [log ouf] meeting: [ NCESI 0c'coqton [ NGO-A |

&) (C) unrece
- Online Registration All participants My delegation Account settings Communication

Create Representative Account

Please ensure that the email address you enter is correct and the email account is secure

The Online registration System will generate an email invitation and send it to the email account you specify.

Anyone who has access to the generated email will be able to gain access to the UNFCCC Online Registration System on your behalf.
The invitation will expire three calendar days after it is created.

Representative's personal details
Salutation:* | Ms. v
Given name:* [Janita | ™
Family name:* | Timme [
Email address:* |i_timme@ngo-a.unfecc.int | G|
Confirm e-mail address:* j_timme@ngo-a.unfcec.int [

| Save and continue |

Should you have technical problems accessing ORS Please contact our support desk using the form
Should you have guestions regarding your delegation, please use Communication tab
If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations .

The system will display a message “Invitation email to XXX has been sent. This invitation must
be accepted by the representative within 72 hours” and return to the “Account Settings” screen
as shown below.

To continue the representative should follow the instruction included in the email sent to them.

Logged in as Mr. NGO-A DCP [log out] Meeting: |INCIOSSNNN Delegation: | NGO-A

]& (C) unFcce ) ) )
Online Registration All participants My delegation Account settings Communication

I 3) Invitation email to Ms. Juanita Timme (j_timme@ngo-a.unfcce.int) has been sent. This invitation must be accepted by the representative within 72 hours. 13 Feb 2023 10:57 CETI

My account settings

E-mail address | dep@ngo-a.unfeec.int
(cannot be changed):

Fullname  |Mr. NGO-A DCP
(cannot be changed):

Please choose your secret | What is my mother's maiden name? v 2
question:
Secret answer. 7]
New password: 21
Confirm:
Save settings

Representative accounts

No representative accounts registered.

You can create and delete representative accounts if you would like someone else to create nominations on your behalf.
Representative accounts have full access to the Online Registration System on your behalf.

It is your responsibility to ensure the accounts are created and deleted appropriately.

Create new representative account

3. An email from UNFCCC online registration (onlinereg@unfccc.int) will arrive in the
representative’s email account (see sample email below). Please check the spam folder
in case the email has populated there. This email contains an activation link to continue
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with the registration. Click on “this link”. Note that the DCPs will simultaneously receive a
separate email notifying them that a representative account for their organization has
been created.

From: UNFCCC Online Registration <onlinereg@unfccc.int>

Sent: Wednesday, 13 February, 2023 10:57

To: Juanita Timme <j_timme@ngo-a.unfccc.int>

Subject: Invitation to open a representative account on the UNFCCC Online Registration System

Invitation to open a representative account on

the UNFCCC Online Registration System

Dear Ms. Juanita Timme,

Designated Contact Point / National Focal Point of NGO-A (Mr. NGO-A DCP) invites you to become
his/her representative for the UNFCCC Online Registration System.

Please use THIS LINK to activate your account.

This initiation will expire after 72 hours.

If you do not want to open a representative account, simply ignore this email. There is no need to
contact UNFCCC.

If you choose to accept this invitation, you will be given a login account for the UNFCCC Online
Registration System on behalf of NGO-A.

Kind regards,
UNFCCC secretariat

*** This is an automated email. Please do not reply to it. ***

4. When you click on “this link” it will open a dialog screen as shown below and ask you to
pick and answer a secret question. Enter the answer to the secret question and click on
“Save settings”.
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Log in or Create new account

() Unrccc
o Online Registration

Account creation for Representatives of DCP/NFP

Please pick your secret question and the answer to proceed.
The answer will be used to verify your identity when recovering a forgotten password.
Please ensure that the secret question and answer you enter is really a secret!

E-mail address ’j_timme@ngo-a.unfccc.int |
(cannot be changed):

Full name ’Ms. Juanita Timme |
(cannot be changed):

Please choose your secret* | Where did I live when I was a baby? v | 71
question:
Secret answer: ¥ |Bonn | (71

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

The system will display a message “A login account has been created. An e-mail notification
with login credentials has been sent to you”.

Log in or Create new account

@ @ UNFCCC

Online Registration
| \l) A login account has been created. An e-mail notification with login credentials has been sent to you. 13 Feb 2023 11:11 CET

Welcome to UNFCCC Online Registration

UNFCCC Online Registration System is an instrument that supports the nomination of participants for the UNFCCC sessions

« If you are a Party please click here
 If you are a UN organization, specialized Agency, an IGO or NGO please click here
« If you are Press/Media please click here

Or you can log in if you already have account.

Kindly click on the respective link to retrieve details related to the DCPs of IGOs, NGOs and UN agencies.

Disclaimer, Privacy Policy and Terms & Conditions for the use of UNFCCC websites

Upcoming meetings at unfcce.int

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.

If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab
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5.  Anemail from UNFCCC online registration (onlinereg@unfccc.int) should soon arrive in the
representative’s email account (see sample email below). This contains the login
credentials. Use the Login name (this is your email address) and password from the email
to log in.

From: UNFCCC Online Registration <onlinereg@unfccc.int>
Sent: Wednesday, 13 February, 2023 11:11

To: Juanita Timme <j_timme@ngo-a.unfccc.int>

Subject: Your login credentials

Your login credentials

Dear Ms. Juanita Timme,
You have successfully registered a new account in the UNFCCC Online Registration system.

Below are your login credentials:

Login: |_timme@ngo-a.unfccc.int
Password : kkj8s2PD

Please use THIS LINK to log in.

Kind regards,

UNFCCC secretariat

*** This is an automated email. Please do not reply to it. ***

NOTE: It is very common that individuals holding a representative account then become the
DCP / Head of the organization. It is important to note that not deleting the representative
account of the individual prior to becoming a DCP / Head, will create extensive delays
on accessing the system as the email address of the incoming DCP / Head is blocked by
the representative account. Please delete the representative accounts of individuals who will
become the DCP/Head of the organization especially when identical email address is used for
the account of the DCP/Head.
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6.1.4

Deleting a representative account

The DCP / Head of an organization can delete “representative accounts” via the “Account
Settings” tab once they have successfully logged in.

1. Go to the “Account Settings” tab and click on “Delete account” for the respective
representative. This will prompt a confirmation message. Then click on “OK”.

Logged in as Mr. NGO-A DCP [log out] Meeting: _ Delegation: [ NGO-A
&. (C) unFcce B ‘ o
Online Registration All participants My delegation Account settings Communication

My account settings

E-mail address | dep@ngo-a.unfeec.int
(cannot be changed):

Fullname M. NGO-A DCP
(cannot be changed):

Please choose your secret What is my mother's maiden name? v 71
question:
Secret answer: 2]
New password: ]
Confirm:
Save settings

Representative accounts

You can create and delete representative accounts if you would like someone else to create nominations on your behalf.
Representative accounts have full access to the Online Registration System on your behalf.
It is your responsibility to ensure the accounts are created and deleted appropriately.

Full name E-mail address Action

Ms. Juanita Timme j_timme@ngo-a.unfcec.int Delete account

Create new representative account

2. The system will display a message “Login account has been deleted. Your counterpart will
be notified on your decision”. An email notifying the respective representative that their
login account has been deleted will be sent to their email account.

Logged in as Mr. NGO-A DCP [log out] Meeting: _ Delegation: [ NGO-A |

o 3 () uNFcce r i
Online Registration All participants ‘ My delegation ‘ Account settings ‘ Communication

| ,5) Login account has been deleted. Your counterpart will be notified on your decision. 13 Feb 2023 11:44 CET l

My account settings

E-mail address }dcp@ngo-a.unfccc.int
(cannot be changed):

Full name [, NGO-A DCP
(cannot be changed):

Please choose your secret ‘ What is my mother's maiden name? v ‘ |
question:
Secret answer: ‘ [2
New password: ‘ [7

Confirm: ‘
| Save settings |

Representative accounts

No representative accounts registered

You can create and delete representative accounts if you would like someone else to create nominations on your behalf
Representative accounts have full access to the Online Registration System on your behalf.

Itis your responsibility to ensure the accounts are created and deleted appropriately.

‘{ Create new representative account
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6.2 Overview of the user interface

This section briefly introduces some key elements of the ORS by looking at its most important
part, the “My delegation” tab.

In the information banner under the “My delegation” tab, the ‘Onsite’ section displays the
allocated quota by the Secretariat after the nomination deadline meant for in-person
participation. Similarly, the ‘Virtual-only’ section displays the quota allocated by the Secretariat
for virtual participation only. Hence, the “Virtual-only” tab is linked with the ‘Virtual-only’ quota
which is a separate quota from the ‘Onsite’ quota.

The My delegation tab is

L o , used o compose your
Displays error, warning, and ists your organization’s The meeting you organization's delegation
information messages when past participants. You are working on for the currently selected

Log in/ Log Out

The delegation
you are working

Deadline passe: Check Attendance column for balance

51 day(s), 13 hour(s) left and "Virtual-only” separately

- IMPORTANJ”UNFCC
Virtual-only You musjfow confirm exactly who will be participating
r Ensugefyou confirm your participants before the Confirmation Deadline

Step 1: Nominate by Step 2: Your quota is | Step 3: Confirm by

you do something with the can transfer past meeting on
system participants from here to
compose your *
delegations
[Logged in as Mr. NGO-A DCP [log out]] ey Teveo Meeting: | COP 29 | IDEIeginDn NGO-A
(&) (([©) UNFCCC
“qf*_} ‘\,@) Online Registration All participants My delegation Account settings Communication
| i) Default meeting has been changed 20 Sep 2024 10:44 (IETl
IMPORTANT: UNFCCC has set a quota for your organisation
Onsite You must now confirm exactly who will be participating.
Ensure you confirm yof eadline
Step 1: Nominate by Step 2: Your quota is d Step 3: Confirm by N
The quota section displays the
04 Aug 2024 5 ‘ 10 Nov 2024 allocated quota for “Onsite”
4

Should you have technical problems accessing ORS Please contact our support desk using the form
Should you have questions regarding your ti

Read mere about changes to the registration system and process

04 Aug 202 10 10 Nov 2024
Deadline passed Check Attendance column for balance 51 day(s), 13 hour(s) left
A
My delegation for COP 29, 11-22 Nov 2024
Onsite “ Virtual-only |<_ - ' The Communication tab is
The “Virtual-only” tab is linked Displays critical information about the used to respond to your
to the “Virtual-only” quota that nomination process for the selected registration issues. You can
No participants found. Click "Add new participant” button or transfd 'S displayed on the information meeting (e.g., deadlines and quotas). The submit your requests in the
banner information displayed here will change as Communication log
Add a new particpant | Head of delegation is Nr. 1 in the List Grearmepams g“e process progresses through steps 1 to

ti
If you require help, please first read the UNFC . ] ation User Manual for Observer Organizations (IGOs / NGOs) or Virtual only Registration Guide for Observer Organizations (IGOs / NGOs).

6.2.1 What the Virtual-only System does for you

The UNFCCC “Virtual-only” registration in the Online Registration System (ORS) facilitates
Virtual-only (online) access to delegates from admitted observer organizations by providing
access to UNFCCC meetings remotely, provided the meeting is open to observers and has the
possibility for online participation. This has been introduced to help enable a broader
participation based on requests received from stakeholders in the past conferences,
particularly from observers on having the possibility for attending remotely without
impacting the allocated onsite quota.

Note: Participants registered under the Onsite tab (in-person participation) for part, or the entire
duration of the conference will also have access to virtual participation.

The “Virtual-only” quota is separate from the “Onsite” quota and gives the Designated Contact
Point (DCP) the possibility to increase the number of participants in their delegation attending
physically by registering the delegates that will not be present onsite to the “Virtual-only”
environment. This will allow the allocated onsite quota to be assigned to another delegate from
the organization who can attend the conference in-person, thereby increasing the ability for
larger participation in the UNFCCC sessions.
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**Note that registering the same participant under the “Onsite” and “Virtual-only” tabs

is not possible.

6.3 Step 1 - Nominate participants by the nomination deadline

The first step in the process is to nominate your participants for a meeting. This task must be
completed before the nomination deadline has passed. The most important thing to get right at
this stage is the total number of participants you wish to attend the meeting. There is no need
to overestimate your requirements as the individual participants can be changed up until the
participant is confirmed or the confirmation deadline has passed. This is achieved simply by

listing them in the “My delegation” tab for a meeting.

Please make sure the environment is in the correct meeting by using the “meeting drop-down

menu” on the top right.

Logged in as Mr. NGO-A DCP [log out] [Try new UI] Meetin:
@) (C) unrcce )
. Online Registration All participants
IMPORTANT: UNFCCC
Onsite You must now confirm ex|
3 Ensure you confirm your
Step 1: Nominate by Step 2: Your quota is p Step 3: Confirm by

04 Aug 2024 ‘ 5 | 10 Nov 2024

Deadline passed Check Altendance column for balance 51 day(s), 10 hour(s) left

IMPORTANT: UNFCCC
Vir‘tual-only You must now confirm ex|
[ ] Ensureyou confirm your

Step 1: Nominate by 2 Step 2 Your quota is p Step 3 Confirm by

04 Aug 2024 ’ 10 | 10 Nov 2024

Deadline passed Check Attendance column for balance 51 day(s), 10 hour(s) left

My delegation for COP 29, 11-22 Nov 2024

Onsite Virtual-only

No participants found. Click "Add new participant” button or transfer participants from a previous meeting.

Add a new participant Head of delegation is Nr. 1 in the List Of Participants.

Should you have technical problems accessing ORS Please contact our support desk using the form.

Should you have questions regarding your delegation, please use Communication tab.

If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations (IGOs / NGOs
NGOs).

Read more about changes to the registration system and process.

Delegation: | NGO-A

lccount settings Communication

ation

ation Deadline.

ation.

ation Deadline.

ide for Observer Organizations (IGOs /

Participants can be nominated for a meeting by reusing the records of participants from past
meetings (the system contains data from the last 5 years onwards) or by creating new

participants. Always use existing participant records when possible.
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6.3.1 Nominating past participants

1. Select the “All Participants” tab to display all the participants from previous meetings (from

the last 5 years onwards).

Logged in as Mr. NGO-A DCP [log ouf] Meeting: | NSRS  D<'eoation: [NGO-A
) unFcce | , ‘ H H ,
s Online Registration All participants My delegation Account settings Communication
All participants
Find participant:
| | |_Find!
O Fir::'t::::;me Birth date Email Action
0 ' Ms. Ramooz Basnet 1979-03-02 | ramooz.b@ngo-a.com
(] Mr. Santhosh Jackson 1985-02-19 | santhosh_j@yahoo.com
O Sra. Eva Linero Villamizar 1997-07-07 | elv@ngo-a.unfcce.int
O Mr. Martin Ngoufo Ngumouo = 1993-12-09 | martin_nn@ngo-a.com
| O . Mme Soline Qamar . 1997-09-23 . dcp@ngo-a.unfcee.int .
O Mr. Kirill Sergeevich 1995-02-02 | kirill@sergeevich.de
(] Juanita Timme 1980-04-05 | j_timme@ngo-a.unfccce.int

2. Nominate individual participants for a meeting by clicking the “Add to delegation” buttons.

Logged in as Mr. NGO-A DCP [log out] Meeting: _ Delegation: | NGO-A

+ @ UNFCCC

Online Registration All participants My delegation Account settings Communication
All participants
Find participant:
|| Findt_|
Salutation . . .

O Elrot ] Last name Birth date Email Action

D Ms. Ramooz Basnet 1979-03-02 = ramooz.b@ngo-a.com Add to delegation

D Mr. Santhosh Jackson 1985-02-19  santhosh_j@yahoo.com Add to delegation

Sra. Eva Linero Villamizar 1997-07-07  elv@ngo-a.unfcce.int Add to delegation

D Mr. Martin Ngoufo Ngumouo = 1993-12-09 = martin_nn@ngo-a.com Add to delegation

D Mme Soline Qamar 1997-09-23 = dcp@ngo-a.unfecc.int Add to delegation

D Mr. Kirill Sergeevich 1995-02-02 kirill@sergeevich.de Add to delegation

D Juanita Timme 1980-04-05 j_timme@ngo-a.unfcce.int Add to delegation

Transfer Participants

Alternatively, more than one participant can be transferred at a time by selecting the

checkboxes on the left and clicking the “Transfer Participants” button.
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Logged in as Mr. NGO-A DCP [log out] Meeting: _ Delegation | NGO-A
@ () unrcce | _ _ ' _
= Online Registration All participants | My delegation ‘ Account settings Communication
All participants
Find participant: .
Find!
0 Syt Birth date Email Action
Ms. Ramooz Basnet 1979-03-02 | ramooz.b@ngo-a.com |_Add to delegation
Mr. Santhosh Jackson 1985-02-19 = santhosh_j@yahoo.com W
D Sra. Eva Linero Villamizar 1997-07-07 | elv@ngo-a.unfcce.int mm@m
Mr. Martin Ngoufo Ngumouo | 1993-12-09 = martin_nn@ngo-a.com [ Addto delegation
O Mme Soline Qamar 1997-09-23 | dcp@ngo-a.unfcce.int |_Add to delegation
Mr. Kirill Sergeevich 1995-02-02 = kirill@sergeevich.de W
D Juanita Timme 1980-04-05 | j_timme@ngo-a.unfcce.int

3. Select the badge type appropriate to the participant(s) you wish to nominate and click on
‘continue’.

For “virtual-only” registration, note that for the “Badge type” option you must select
“Virtual-only (NGO/IGO)”. The delegate will then appear in the Virtual-only tab.

Logged in as Mr. NGO-A DCP [log out] Meeting: _ Delegation | NGO-A

) (C) unrcce B 1l ‘ ] ‘ ' _
Online Registration All participants My delegation Account settings Communication

Add participants to the delegation

Badge type: | Observer-NGO v

Should you have technical problems accessing ORS Please contact our support desk using the form.
Should you have questions regarding your delegation, please use Communication tab.
If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations

4, The results of your request are displayed in the green banner at the top of the screen.
The “Action” column in the “All participants” list now shows which participants are already
included in your delegation.
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Logged in as Mr. NGO-A DCP [log out]

@ C) unFece

Online Registration

Delegation: | NGO-A

All participants H

My delegation

” Account settings “ Communication

y Successfully transferred: Ms. Ramooz Basnet,Mr. Santhosh Jackson,Mr. Martin Ngoufo Ngumouo,Mr. Kirill Sergeevich to the meeting UN Conference 2023

06 Mar 2023 10:15 CET

All participants

Find participant:

‘ Find!

O Firsst‘;'ri't":";me Birth date Email Action
Ms. Ramooz Basnet 1979-03-02 | ramooz.b@ngo-a.com Already in delegation
Mr. Santhosh Jackson 1985-02-19 | santhosh_j@yahoo.com Already in delegation
0 Sra. Eva Linero Villamizar 1997-07-07 | elv@ngo-a.unfcce.int
Mr. Martin Ngoufo Ngumouo | 1993-12-09 | martin_nn@ngo-a.com Already in delegation
[0 ' Mme Soline Qamar 1997-09-23 | dcp@ngo-a.unfeee.int
Mr. Kirill Sergeevich 1995-02-02 | kirill@sergeevich.de Already in delegation
0 Juanita Timme 1980-04-05 | j_timme@ngo-a.unfcce.int

Transfer Participants
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5. Click on the “My delegation” tab to view your delegation. Note that:

In ORS, the order of your participants in the LOP (List of Participants) for your
delegation will be set to 999 by default. Please update this to reflect the order in which
your participants should be listed in the official list of participants that will be prepared
for the sessions. Participants given the same “Order in LOP” value will be listed in
alphabetical order by last name within a registration type. By protocol order the head(s)
of the delegation (‘Observer - IGO head’ or ‘Observer - NGO head’) go automatically
to the top of the list. This is followed by ‘Observer - IGO’ or ‘Observer - NGO’.

The red warning messages “Participant Details” under the “Data still required?” column
indicate that more information must still be added for these participants. This will initially
be the case for all past participants as some mandatory information such as
relationship to nominator, nationality, date of birth and passport number will be
collected for the first time by the updated system.

Onsite

s Mr. NGC-A DCP [10g out

&) (@) unFece

Filter participants

04 Of.l 2024 ‘ ‘ Not yet allocated 0 ) 10 Nov 2024
Virtual-only
04 Oct 2024 ‘ ‘ Not yet allocated ‘o 10 Nov 2024

My delegation for COP 29, 11-22 Nov 2024

[ 1]

Fier!

Action [7] Documents [7]

Add a new participant | | Downioad LOP for your delegation in Excel | | Export ful set of data to Excel
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6.3.2 Nominating completely new participants

1.

“My delegation” tab.

Select the “Onsite” tab and click on the ‘Add a new participant’ button at the bottom of the

Onine Registration

Logged in 3s M. NGO-A DCP [1g out] Try new U Weetng | COP 20 Jelegation: | NGO-A
e (€) uNFece
Al participants Account settings Communication

Onsite

Step 1: Nominate by

Step 2 Waitfor guota Step 2 Vour quotais anfirm by

No

04 Oct 2024 Not yet allocated “ 10 Nov 2024

1 daE) 10 howrs) en Quota will 0 il e nomtination ceadine Check A for balance 10 houts) len
Virtual-only

Step 1. Nominate by [ —— Ste0.2 Your quota Step 3 Confirm by

04 Oct 2024 Not yet allocated ‘ 0 10 Nov 2024

1 darts). 10 hour(s) ¢t Quota wil o8 alocated afer the nomination dadine. balance 48 darts). 10 hourts)leh

By A00ING NAMES 10 e 5t 0N "My Jelegalion” page you are NOMINANNG INANAUAIS 1o PAMICIPate in this meetng
ENSure the fotal RUMbEr of Paricipants s accurate before the Nomination Deadine

willthes ganisation. After the quota is set you must confirm
will be participating. Ensure you confirm your participants before the Confiration Deadiine

" page you are nominating individuals 1o participate in this meeting
nts IS accurate before the Nomination Deadiing

&N s&t a quota for your organisation. After ihe quota is set you must confirm

confirm your participants befare the Confirmation Deadiine

INFCCC wil th
exactly who will be participating. Ensure yr

Filler participants

Head of delegation is Nr 1

O OrderinLoP

[m] 999
(] 999
a 999
"Ad 3 new parocpant

My delegation for COP 29, 11-22 Nov 2024

Virtual-only

Fiter!

in the List Of Participants.
Salutation

N
T Badge type Status Data still required
. sarcarita | O oo . - o ne Participant details

Ms. Caroiina Margari rver - NGO head | Hominated JCPINFP confimmatior

Ms. Caroiina Margarita  Obse 0 hea minats g DCPINFP confimation | ZE-IEPan. Coals Edil
§ . [ . " . Participant details.

s Ramooz Basnel  ObsenverNGO Nominated, pending DCPINFP confimation  &1e PARH 08/ 8 Eat

My Juanita Jackson | Observer-NGO Wominated, pending DCP/NFP confirmation | Attendance dates. Edit

Download LOP for your delegation in Excel | | Export ful set of data to Excel |

Action [7] Documents [7]
Remove

Remove

Remaove

Alternatively, you can also add participants by selecting the “Virtual-only” tab. Then, click on
the “Add a new Participant” button on the bottom left.

[]  orderinLOP
[m]
]

999

99

Head of delegalion is Nr. 1 in the List Of Participants

Salutation

> = B
T Badge type Status Data still required Action [7) Documents [7]
| o e austa | PAMICIDANE details
Ms. Sanihosh Ku Vitualonly (NGO) |~ Nominaled, pending UNFCCC quo emave
fs. Sanihosh Kulage tuak-only (NGO)  Nominaled, pending UNFCCC quota |, am s PRRE CEECS Edil | [ Remov
Mr_ Martin Ngouto Qamar | Viualonly (NGO)  Nominaled, pending UNFCCC quola | Attendance dates Edn | [ Remove

Download LOP for your delegation in Excel Export full set of data to Excel

Loaged 1 a5 Mr. NGO-A DGR g oul Try nem U] Wiestng | COP20 | Deegaton | nooA
= () unrcce
Oniine Registration All participants el Account setings Communication
By adding names to the list on "My delegation” page you are nominating individuals fo paricipale in this meeting
Onsite Ensure the total number of participants is accurate before the Nomination Deadiine.
UNFCCC will then set a quota for your organisation. After the quota is set you must confirm
Step minate b Step 2 Wait for quata Step 2 E n exacily who will be participating. Ensure you confirm your participants before the Confirmation Deadline.
04 Oct 2024 Not yet allocated 10 Nov 2024
4 dayis), @ hourts) lef Quwota will be allacated sfler e nominion deadiine Check Atendance column for balance 48 darts), 9 hour(s) ek
) By adding names to the list on "My delegation” page you are nominating individuals ta parficipate in this meeting
Virtual-only Ensure the tolal number of parlicipants is accurale before the Nomination Deadiine.
UNFCCC will then set a quota for your organisabion. After the quota is sef you must confirm
Step 1 Nominate b Step 2 Wail for quota s au Guat i ¥ exactly who will be participating. Ensure you confirm your participants before the Confirmation Deadiine
04 Oct 2024 Not yet allocated 10 Nov 2024
1 day(s), @ hourts) et Quota will ba liocated after e nomination deadiine Check Atendance column for balance 48 daris), 9 hous(s) lof
My delegation for COP 29, 11-22 Nov 2024
Onsile
Filter partcipants
Fiten

2.

a completely new participant”.

check

box “Do not show this message next time”
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It will open a dialog screen as shown below and ask you to pick an option. Click on “Add
Note that it is possible to skip this step by ticking on the




Logged in as Mr. NGO-A DCP [log out] [Try new UI) Meeting: | COP 29 Delegation: | NGO-A

Did you know...

Did you know that all of your participants from 2010 onwards are listed in the "All Participants” tab?
You can add these participants to a new delegation without re-entering their details.
This will save you time and help UNFCCC to process your nominations more quickly.

View existing participants I Add a completely new participant I [*] Do not show this message next time

Should you have technical problems accessing ORS Please contact our support desk using the form.
Should you have questions regarding your delegation, please use Communication tab.

C UNFCCC )
Online Registration All participants

My delegation Account settings Communication

If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations (IGOs / NGOs) or Virtual only Registration Guide for Observer Organizations (1GOs / NGOs).

Read more about changes to the registration system and process.
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Enter the participant’s personal details. Note that the salutation, first name, last name,
relationship to nominator, functional title, department, home organization, country of
nationality, country of residence, residence city, badge type, order in list of participants and
email address are mandatory fields prior to the nomination deadline.

However, the rest of the details must be provided before the participant can be confirmed.
If you are unsure what to put in a field point your mouse on the [?] symbol, for a more
detailed explanation.

Please enter all information in mixed case, e.g. “John Smith”, not “JOHN SMITH” or “john
smith”.

Note that for visa purposes and upon arrival at the sessions, the personal details
added for each participant must exactly match their official identification document.

If there is only the first name in the passport, the system also offers a “No last name in the
passport” check box in the create/update participant page.

The email address provided for each participant needs to be unique, i.e. a personal,
secure email for each participant to access online services and to receive the
acknowledgement letter.

Relationship to nominator, functional title, department, and home organization are
mandatory fields as the UNFCCC secretariat considers this information will help enhance
the overall transparency of participation in the UNFCCC process and encourages all
conference participants to provide this information. Note that in cases where participants
choose not to provide the information, that choice will be reflected in the List of Participants
published for the conference. FAQs on this can be found here: https://unfccc.int/process-
and-meetings/conferences/the-big-picture/changes-to-the-registration-system-and-
process#What-information-will-be-disclosed-publicly-1

For the participant’'s home organization, department and functional title please enter the full
official namesttitles in English, if an official English name exists. Please do not use
acronyms or abbreviations.

When you are done, click the “Save and Continue” button at the bottom of the screen
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https://unfccc.int/process-and-meetings/conferences/the-big-picture/changes-to-the-registration-system-and-process#What-information-will-be-disclosed-publicly-1
https://unfccc.int/process-and-meetings/conferences/the-big-picture/changes-to-the-registration-system-and-process#What-information-will-be-disclosed-publicly-1
https://unfccc.int/process-and-meetings/conferences/the-big-picture/changes-to-the-registration-system-and-process#What-information-will-be-disclosed-publicly-1

Logged in as Ms. NGO-B DCP [log out] Veeing INERUN  O-~s-ton

& () unrccc
Onlne Regisraton Al participants My delegation Account settings Communication

Create/update participant

Personal information

Saltation | e v
Gven name™® e gl
Family name* [sqargeeuch r

No last name inthe passpont _(J [7)

Bs, the UNFC! ren
process and encours;
ases where participants choose

C secretaniat considers that this information will help enhance the overall tran
| conference participants to provide this information.
t 10 provide the information, that choice will be ma

Please click here for more information about the fields for the relationship with nominee

Relationship ta nominator* | Portner/sponsorship of the nominating enti v | [} ... | cicate the relationship you have with this
| mominee. Piease refer to the FAQ lsted above

Functional ile® | pirector

Department® | public Relations m
Home organization® |save the Green Forests m
Date of bith (DDMMYYYY)* (0570671980 rl
Passport number ONLY* [12983FFG n
Nationalty* [ pelarus v
Residence country® | Germany v
Residence city® [gonn 7l
rsonal, secure emai® il seergeevich@ngo-a.de ¢]

address for this participant
{used by paricipant to
access online senices)
Phone number | 1400101010101 ©
Participation parameters

Badge typs™® | Observer-NGO v ”

Order in List of Participants® 999 ”m
Badge valid from™® | — Please select — ~|

Badge valid thu* | — Please select -— ~ M

nfirmation

s - must be completed before

Note: For “virtual-only” registration, note that for “Badge type” field you must select
“Virtual-only (NGO/IGO)”.

ogged in as Ms. NGO-B DCP [log out Meting | DB
@ ©) Y.,

Create/update participant

All participants My delegation Account settings Communication

Personal information

Salvtation | Mme v
Guen name* [subasana ]
Family name® ngoufo Ngumouo o]

No last name in the passpot_(J [7]
UNFCCC secretariat considers that this information il help enhance the oy
in the UNFCCC process and encourages all conference participants to prowd
It notes that in cases cipants choase not to provide the information, that choice will be made publicly available

of participation

Information about relation with nominees on unfccc.int website

Relationship to nominator™® | Paid relationship/contract with the nominat v | [7]

Functionalte® [ Clmate Change Speciast ®

Department® [oca n

Home organization® [\Go.5 17

Date of birth (DOMMAYYYY)* (0570271994 o

Passport number ONLY* [23355K90 ]

Nationality® [ France ~| A

Residence country® | France v 0

Residence city® [paris r

Personal, secure emai® [sngumouo@ngo-b.com g}
address for this participant
(used by partcipant to
access onine senices)

Phone number &)

Participation parameters

] e E—

Order in List of Participants™® g9 K]
Badge valid from* | 2023-11-30 ~|
Badge valid th* | 2023-12-12 ~

= mandatory field
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4. The “My delegation” tab is re-displayed, with the new participant nominated.

03350 n 5 Mr, NGO-A DCP [1og out Try ne Jeetng | COP 2 Detegatior
@ © NS M parcpans P
I i) Partcipant's record has been crealed
10 partcipate In this meeting
Onsite
confirm
tep 1: Mominate & Step 2 Walttor queta fep 2 Your quats s =p 3 Confirm b Confirmation Deadiine
04 Oct 2024 Not yet allocated | 0 10 Nov 2024
11 day(s),  hou(s)lef Guota willbe allocated af : sdine heck Atendance X : ap(s), 8 hour(s) el
; i juals to participate in this meeting,
Virtual-only ne
Step 1: Nominate b Step Vait for qu 1 Step ur guata Step 3 Conf nation Deadling
04 Oct 2024 Not yet allocated | 0 10 Nov 2024
11 dayis], & hour(s) lef Guota will be allocaed ofter 8 : adine heck Atendance ©for balance 18 dayis), 8 hour(s) e

My delegation for COP 29, 11-22 Nov 2024

Virtual-only
Filter participants
Fiter!
ead of delegalion is Nr. 1 in the List Of Participants.
[0 orderinLoP me'c:i‘{‘:‘;‘m! Badge type Status Data still required? Action [7] Documents [7]
Participant details
WS Caroina Margarta  Observer - NGO head | Nominated, penaing DCPNFR confimatio i | [
] 999 s Caroina Margartta - 1GO hea ninated. pending aton | Parlielpant dewis  [Ean ] [Remo
. it e - oy Participant details -
(m] 999 Ms. Rar ominated. pending N nfmation oo ndance dates Edit || Rem
Nominated, pending UNFCCC quola Attendance dates | Eail || Remove

] 999 / K

Add a new participant Download LOP for your delegation in Excel Export full set of data to Excel

6.3.3 Editing participant personal details

The personal details for each participant can be edited by clicking on the “Edit” button in the
“Action” column on the “My delegation” tab. You may need to do this to complete or correct a
participant’s personal details as you collect the information required. If some details have not
been completed, a red warning message “Participant Details” will be displayed in the “Data still
required” column of the “My delegation” overview.

ogged in as Mr. NGO-A DCP [log out] Try new U] Meeting. | COP 20

Account settings ommunication

@ ©) v, T

participate in this meeting

Onsite i
e onfirm

Step 1 Nominate b | Step 2 Wailfor quota Step 2 Your quota is Step 3 Confirm b Confmation Deadiine

04 Oct 2024 Not yet allocated ‘ 0 10 Nov 2024

1 dayis), & hour(s) lefl Qusta il be allacsted sfler fe nominalion dead “heck Aflendance column for ba 48 day(s), 8 howris) len

ticipate in this meeting

Virtual-only

04 Oct 2024 Not yet allocated ‘ 0 10 Nov 2024

1 dayis), 8 hour(s) ef Quota will e allocated afler tie nomination de Check Aflendance column for ba 48 day(s), 8 houris) lef

My delegation for COP 29, 11-22 Nov 2024

Fiter participants

Fiter!
fead of delegation Is Nr. 1 in the List Of Participants.
O omerimtor | Saton T o, status o Bocuments 17
O Lo  erg e i rirmaten | e — L] e
( w9 | s fam o Particlpant detale | 51 Ramor
( 999 N aled, naing Afttendance dates E Remove

Add a new particpant | | Downioad LOP for your delegation in Excel | | Export ful set of data to Excel

Figure below:

o A delegate can only be confirmed (section 0) for a session if all required details are
provided: All details showing a red asterisk are required.

o Allfields except the name can be updated even after the delegate has been confirmed:
All white enabled fields can be updated by the DCP. The acknowledgement letter will
automatically reflect the changes (section 6.6).

e In case the grey fields Given Name and Family Name need to be updated, the DCP is
requested to submit a message in the Communication tab. Once changes are
processed by the secretariat, they will automatically be reflected in the
acknowledgement letter (section 6.6).
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Logged in as Mr. NGO-A DCP (log out]
@ ©) W e

Create/update participant

gation: | NGO-A

All participants My delegation Account seftings Communication

Personal information

Salutation | Me o ™
Given name  |Santhosh .
Famiyname  [xuage o

Il help enhanc

ce participants

ricipation
n the

t notes that in cases wher cipants choos vide the information, that choice will be made publicly availabie

Infarmation about relation with nominees on unfccc.int website

Retationship 10 nomnator® | Unpaid advisory capacty v 7
Functional le® | pyector r
Department™® |y pelations: o]
Home organization® | save the Green Forests 7
Date of birth (DOMMYYYY* | 19/02/1085 ™
Passport number ONLY* | 4543555p 1
Nationality® | Burundi v M
Residence country® | Germany v
Residence city® |gonn ©
Parsonal, securs emal® [grehoch k@ngo-a.couk ™

address for this participant
(used by participant to access
oniine services)

Phone number m
Participation parameters
Badge type™ | Observer-NGO v M
Order in List of Partcipants® |99 o]
Badge valid from* | 2023-11-30 v| @
Bagge vaia thru* | 2023-12-12 ¥ m
‘Save and continue

6.3.4 Removing participants from a delegation

Unconfirmed participants can be removed from your delegation by clicking on the “Remove”
button in the “Action” column on the “My delegation” tab.

Note that it is not possible to remove a participant while UNFCCC are in the process of
allocating quota.

Logged in as Mr. NGO-A DCP

TYrew Ul Wesng LGRS T Deegaton | NGOA

@ ©) 1S

Al participants [

Account seftings Communication

By adding names to ihe list on "My delegation” page you are nominating individuals to participate in this meeting
Onsite Ensure the total number of participants is accurate bafore the Nomination Deadiine
oo — UNFCCC will ihen set a quota for your organisation. After the quota is set you must confirm

Step 1: Nominate oy Step 2 Waitfor quota Co exactly who will be participating. Ensure you confim your participants before the Confimation Deadiine:
04 Oct 2024 Not yet allocated 10 Nov 2024
1 day(s), E nour(s) e c aNer me nominaso ce columa for £). & hour(s) len
By adding names 1o the list on "My delegation” page you are nominaling individuals 1o participate in this meeting
Virtual-only Ensure the total NUMBEr of Paricipants is accurale before e Nomination Deadling.
UNFCCC will fnen Set a quota for your organisation. Afier the quota Is Sef you must confirm
Step 1. Nominate b 1 Sep2 or qu exactly who will be participating. Ensure you confirm your participants before the Confirmation Deadline
04 Oct 2024 Not yet alloca

11 day(s). & hourt

Quota wil

# allocated ater

nom

My delegation for COP 29, 11-22 Nov 2024

Virtual-only

Filler participants

Fiker!
Head of deiegation is Nr_1 In the List Of Partcipants
O orderinlop SO Badge type status Data still required? Action [?] Documents [?]
e o sk 5 . . Participant details
s C wargaria IGO heat ated, pend o o
a 999 Ms Carolina Margarita NGO head | Nominated, pendi onfirmation | TATICIPant dutals Edit
i . — R Participant details -
a 999 Ms. Ramooz Basne! Observer-NGO Nominated, pending DCPINFP confirmation o0 oo e " ooe Edit |[ Remove
a 599 M. Kirll Sergeevich | ObserverNGO Nominaled, pending UNF Attendance dates | Edil | [ Remove

‘Add a new participant Downioad LOP for your delegation in Excel Export ful set of data to Excel
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6.4  Step 2 - Wait for Quota

Once the nomination deadline has passed, the UNFCCC will allocate quota to ensure the
number of nominations does not exceed the capacity of the venue provided by the host country.

Please be informed that quota is calculated upon overall number of nominations received,
history of engagement, available venue capacity, any applicable health, safety, and security
regulations, among other factors.

The quota allocation process may take over a week. During this time, it is not possible to
add/remove participants to/from a delegation.

Logged in as Mr. NGO-A DCP [log out] [Try new UI] Masting: [ COP 20 Delegation: | NGO-A
3?‘. ©) unrece
Online Regrstration Al participants

Account settings Communication

UNFCCC is in the process of setting a quola for your organisation
Onsite After the quola is set you must confirm exactly who will be participating
Ensure you confirm your participants before the Confirmation Deadine

Nominate by

Step 1
04 i 'l i024 |
UNFCCC is in the process of setfing a quota for your organisation

Virtual-only After the quota is set you must confirm exactly who will be participating.
1 | Ensure you confirm your parficipants before the Confirnation Deadiine

Step 2. Waitfor quota
Not yet allocated
4 ill be allocated afer the nor

My delegation for COP 29, 11-22 Nov 2024

ey

Filter participants
Filter!

Head of delegation is Nr. 1 in the List Of Parficipants.
Salutation
First | Last name

O]  OrderinLOP Badge type Status Data still required? Action [7] Documents [7]
- i Observer - NGO head | Nominated. sending DEPINFR confirmation | PArticipant details
O 999 Ms. Carolina Margarita  Observer - NGO head |~ Nominated, pending DCP/NFP confirmation | 8 =PRr S0

e Rarocs Facel | Otrver NGO ) CONEP comfrrion, | Paricipant details
O 999 Ms Ramooz Basnel Observer-NGO Nominated, pending DCP/NFP confirmation e

O 999 Mr_ Kirill Sergeevich Observer-NGO Nominated, pending UNFCCC quota Attendance dates

Download LOP for your delegation in Excel Export full set of data to Excel
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6.5

Step 3 - Confirm participants by the confirmation deadline

Once the UNFCCC has allocated quota you are able to confirm exactly who will be participating
as part of your delegation. Before a participant can be confirmed, however:

e The participant’s attendance dates must be set and saved.
e The participant’s personal details must be completed.

The “Data still required” column clearly displays what remains to be done. The “Confirm”
button is only enabled once all required tasks are complete.

Logged In

as Mr. NGO-A DCP [log ouf

new Ul Meeting

COP 29 Jelegation

HGO-A

@E ...

Communication

Onsite

00 1 Nominate o

04 Aug 2024 ‘ ‘ 5

Deading passea Check Asendancs £3
Virtual-only

04 Aug 2024 ‘

10 Nov 2024

IMPORTANT. UK
You must nc
Ensure you con

for your organisation
artic

IMPORTANT. UN organisation
You must now co wi ipating
Ensure you confirm y Confirmation Deadiine

My delegation for COP 29, 11-22 Nov 2024

Filter participants

Virtual-only

Head of delegation is Nr. 1 in the List Of Participants

“attendance
ord Salutation Bad Data still
C rderin | o acge status | 20241111 20241112 | 20241113 | 202411414 | 20241116 | 20241118 | 2024-1117 | 20241118 | 2024-11-19 | 2024-11-20 | 2024-11-21 | 2024-11-22 ata sl
LOP || octname | PO 5 outof § Soutof5 Soutof5 Soutof§ Soutof5 Soutof5 Soutof5 Soutol5 | Soutof5 | SoutofS | Soutofs required?
left left left left left left left left left left left
Vs, serve Participant details
O Lo ] o | e ' “ = = o o ( o o o O ||5%endance dates
s :;‘;r o pending 0 0 O O O O = O O o o Participant details
- '-a<.rur- DCPINFP Attendance dates
- confirmation
999 e | (] m] (m] (m] (m] (m] (m] m| O Attendance dates
Add & new particpant Dovinioad LOP for your delegation in Excel Export ful set of data to Excel

Action [7]

Edit

Remove

Edit

Remove

Edit

Remove

Documents
[g]
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6.5.1 Setting attendance dates

Once quota has been allocated, the “Attendance” column on the “My delegation” tab shows
the number of quota allocated to your organization. This column is used to specify which of
your nominated participants will be attending the sessions, and when. This column contains
one or more attendance period that together make up the whole of the sessions.

For larger sessions such as a COP, when two or more attendance day/s are displayed, it is
possible to maximize your organization's participation numbers. Once the quota is allocated
during the confirmation period, the DCP can assign individual attendance days to each
delegate via the ORS interface. In the past, this was done per week. The improved interface
now allows the DCP to distribute the allocated quota among the delegates for each day of the
conference. The DCP can allot one or more days to one delegate, as long as the number of
delegates on any given day does not exceed the allocated quota (see section 6.8).

Note that for smaller sessions/meetings, there could be only one period as shown below.

Logged in as Mr. NGO-A DCP [log out] Meeting _ Delegation: | NGO-A
&) (C) unrece
Online Registration All participants My delegation Account settings Communication
IMPORTANT. UNFCCC has set a quota for your organisation
Negotiations ‘You must now confirm exactly who will be participating
- — - — Ensure you confirm your participants before the Confirmation Deadline
lep Nominate by Step 2: Your quot: Step 3: Confirm by
07 Feb 2023 =) 02 Apr 2023
Deadiine passed 6 spol(s) left 52 day(s), 9 hour(s) left
Negotiations
Filter participants:
Filter!
Head of delegation is Nr. 1 in the List Of Participants
Attendance
[]  oOrderinLOP Salutation Badge type Status Data still required? Action [7] Documents [?]
First / Last name Default
5 out of 5 left
D 999 Mr. Santhosh Jackson Observer-NGO  Nominated, pending DCP/NFP confirmation ) :‘:{::é‘;::‘edd?:’e": Edit || Remove
O 999 Mx. Subasana Kulage Observer-NGO ~ Nominated, pending DCP/NFP confirmation 0O Attendance dates Edit |[ Remove
O 999 Sra. Eva Linero Villamizar  Observer-NGO = Nominated, pending DCP/NFP confirmation O Attendance dates Edit || Remove
Participant details
ne Soll ver-| 2 i / nz it
O 999 Mme Soline Qamar Observer-NGO = Nominated, pending DCP/NFP confirmation O R nranoetias Ed Remove
O 999 Mr. Kirill Sergeevich Observer-NGO ~ Nominated, pending DCP/NFP confirmation O Attendance dates Edit | [ Remove
O 999 Ms. Juanita Timme Observer-NGO = Nominated, pending DCP/NFP confirmation O Attendance dates Edit || Remove
Add a new participant Download LOP for your delegation in Excel Export full set of data to Excel
Should you have technical problems accessing ORS Please contact our support desk using the form
Should you have questions regarding your delegation, please use Communication tab.
If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations

Onsite vs. Virtual-only attendance

Participants registered for “Onsite” attendance can be registered for one or more days, or for
the entire duration of the conference. In addition to attending the conference in-person, onsite
participants will also have access to the virtual participation platform, allowing them to
participate virtually in applicable events.

Participants registered for “Virtual-only” attendance are registered for the entire duration of the
conference, i.e. there is no option to select specific attendance dates for Virtual-only
attendance.
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1. Tick the Attendance checkbox for each of the participants that will attend a given period
of the sessions. The system will only allow you to select participants up to your allocated
quota. The remaining quota displayed at the top of the column decreases as you tick the

checkboxes.

2. Click the “Save attendance dates” button at the bottom of the screen when you are done.

Add a new partcipant Dowinioad LOP for your delegation in Excel

Export ful set of data to Extg ‘Save attendance dates || Cancel changes |

Logged in as M. NGO- DCP [10g ouf] Try new U] Meetng. | COP 20 | Delegation 30-A
s Onine Regsiration All participants ation Account settings Communication
Onsite '
onfirmation Deadiine
Step 1: Nominate | sep3 conarm by
04 Aug 2024 | 10 Nov 2024
Deadiine passed n 8 hour(s) lef
Virtual-only g
ou confirm your participants before the Confirmation Deadiine.
Step 1. Nominale Step Z Your quota i | step3 Consirm b
04 Aug 2024 10 10 Nov 2024
cadiine passed Neck Alendance column for balance 48 dayls), 8 hour(s) lef
My delegation for COP 29, 11-22 Nov 2024
Virtual-onty
Filler pariicipants
Fiter!
Head of delegation is Nr. 1 in the List Of Participants.
Attendance
ora S| o Data still D t
] eyl First aige Status 2024-11-11  2024-11-12  2024-11-13  2024-11-14  2024-11-15  2024-11-16 2024-11-17 2024-11-18  2024-11-18 2024-11-22 iy . Action [7] v
Lo Lagt nanie type 4o0utof5 4outofS d4outof5 d4outof§ 4outofs5 4outof5 3outof5 3Joutofs  3outols aoutofs required
left et lett left tett left left et lent left
Edit
Participant details =
] 999 L = ] O o O O O Attendance dates  —~oTov
Edit
Participant details
Remove
] || 9% Attendance dates e
Eait
] [ 9e 0 ] 0 O O [ O O O Attendance dates | Remove

Note that under the “Virtual-only” tab, there is only one attendance period (entire duration of
the session) for the “Virtual-only” participation as shown below.

Logged in as Mr. NGO-A DCP [log ouf]

@ ©) 2

[Try new UI]

Meeting. | COP 28

Delegation

IMPORTANT: UNI
You must now confirm exacth

has set a quota for your organisation
vho will be participating

Onsite
Step 1: No

04 Aug 2024 ‘

10 Nov 2024

Virtual-only

My delegation for COP 29, 11-22 Nov 2024

Onsile

n the List Of Participants

Head of delegation is Nr_1

Salutation

O ( orderinLOP First/ Last name

Badge type

[m] 999 Ms. Santhosh Kulage Virtual-only (NGO)  Nor
O 999 Mr. Martin Ngoufo Qamar  Virtual-only (NGO)
Add a new participant Download LOP for your delegation in Excel

IMPORTANT: UNFCCC has set a quota for your organisation
‘YYou must now confirm exactly who will be participating
Ensure you confirm your pariicipants before the Confirmation Deadline.

Step 1- Nominate by Step 2 Your quota Step 3 Confirm by
04 Aug 202 ‘ ‘ 10 10 Nov 2024
D 55 0 spot(s) lek 46 day(s). 13 hour(s) lef

Filler participants

Filter!

Attendance

Status Virtual only | Data still required?

9 out of 10 left

Participant details

nated, pending DCP/NFP confirmation Attendance dates

Attendance dates

Nominated, pending DCP/NFP confirmation

Ensure you confirm your parficipants before the Confirmation Deadiine.

Edit

Edit

Export full set of data to Excel | Save attendance dates | Cancel changes

Action [7]

Remove

Remave

Documents [7]

G

Communication
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3. Note that the “Attendance Dates” message in the “Data still required” column is no longer
displayed for the first two participants, however their “Participant details” are still incomplete
and the “Confirm” button is therefore still disabled. The personal details of the participants must
be completed to enable their “Confirm” buttons.

Logged in as Mr. NGO-A DCP [log ouf] [Try new Uij Meeling. | COP 29 gation” | NGO-A
@) (€) unrcce
Oriine Registration AN participants. Account seftings Communication
IMPORTANT UNFCCC nas set 2 quota for your organisation
Onsite : firm exactly who will be participating
Ensure you confirm your participants before the Confirmation Deadiine
Step 1: Nomints b Step 2 Your quota is Step 3 Confirm b
04 Aug 2024 10 Nov 2024
Deasine passea rn for balance 7 howris) len
IMPORTANT UNFCCC has Set 3 quota 107 your organisation
Virtual-only You must now confirm exactly who wil be participats
Ensure you confirm your participants befare the Confirmation Deadine
Step 1. Nominate by Step auota s | Siep3 Confimb
04 Aug 2024 10 Nov 2024
Deading passed Check Attsndanca column for balance 47 day(s), 7 houris) left
My delegation for COP 29, 11-22 Nov 2024
Virtual-only
Filler participants
Fitert
S Hr 1 1n the List Of Participants
Attendance
salutation .
[  Orderin Firsti Badge Status 20241111 20241142 2024-1113  2024-11-14 20241115 2024-11-16  2024-11-17  2024-11-18  2024-11-19 | 2024-11-20 20241121  2024-11-22 L] Action[z]  Documents
Lor Lastname = P® 4outof5 doutof5 4outof5 4outol5 4doutef5 doutofs  Joutol5 Joutof5 dJoutof5 doutof5  doutefs  doutols required 7
left [ 1 left left Teft eft left left
" Nominated, Edt
O | o9 na pending (=] o 0 O o o o O O Participant aetaiis | [ Remove
Margarita .
- Nominated, = 0
O [ o9 Ramocz | =l Participant details | | Remove
e ation
Nominated, Edil s
pena =
[N C o ] a (] ] [m] o [m] (] (] O Remove
confirmation Confm
Add a new particpant | | Confirm selected | | Download LOP for your delegationin Excel | | Export ful set of data to Excel

4. Once the participant details have been completed, the “confirm” button gets enabled (as

shown below)

Tog0ed 1 25 Mir NGO-A DG [og ou' TTey new U Teeng | COP 20
@ @ UNFCCC [ﬁ
Onine Registrabon Al participants Account settings Communication
IMPORTANT. UNFCCC has sel a quota for your organisation.
Onsite You must nos exactly who wil be participating
Ensure you confirm your participants before the Confirnation Deadine
Stap 1: Hominate by Your quotais Step 3: Canfim b
04 Aug 2024 10 Nov 2024
oe sea engance column for balance 47 aays), 7 nourts)len
) IMPORTANT UNFCCC has Sel a quota for your organisation
Virtual-only Youl MUSt now confim exactly o Wil bé participatng
Ensure you confirm your participants before the Confirmation Deadiine
Step 1: Nominate b Step 3 Canfirm b
04 Aug 2024 10 Nov 2024
Deadiing passad ¢ 47 dayis), T hourts) let
My delegation for COP 29, 11-22 Nov 2024
Virtual-only
Filter participants
Fiterl
is Nr. 1 in the List Of Parlicipants
Attendance
ora Salrtation | g Data still D s
O erin First | adge Status 2024-11-11 | 2024-11-12  2024-11-13  2024-11-14  2024-11-15  2024-11-16 2024-11-17 2024-11-18 2024-11-18  2024-11-20 2024-11-21 2024-11-22 Aata =t L Action [7] oeuments
LoF Last name ype doutors 4outofsS 4outofS 4outofS 4outofS 4outof5 3Joutof5 3outols 3outofs 3outof5 4doutors | doutors | required
teft left left left et lett left left ft et left teft
O 999 [m] m] a a m} a ] a O
0 |
g . Kl Observer Remove |
D L5 || sergeevicn  noo P D ] a ) 0 (m] m] ] ] [m} O
confimation
Add a new particpant ‘Confirm selected Downioad LOP for your delegation in Excel Export full set of data to Excel
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5. Continuing the example, in the screenshot below the attendance dates have been set and
the personal details completed for three nominated participants, using up the allocated quota.

Logged n 2s M. NGO-A DGP [log oul] Ty newl]  Meeing | COP 28 [ Deegation | NGO-A
(€) unFccc
Online Registration All participants. My delegation Account settings ‘Communication
IMPORTANT UNFCCC has sel a quota for your organisation.
Onsite You must now confirm exactly who will be participating.
Ensure you confirm your participants before the Confirmation Deadiine
Step 1: Hominate by Step 2 Your quotais Step 3 Confim by
04 Aug 2024 10 Nov 2024
Deadiine passed Check Allsndance column for balance 47 day(s). 7 hour(s) e
IMPORTANT UNFCCC has sel a quota for your organisation.
Virtual-only You must now confirm exactly who will be participating.
Ensure you confirm your participants before the Confirmation Deadine
Step 1: Nominate by Step 2 Your quotais Siap 3: Confrm by
04 Aug 2024 10 Nov 2024
Deadine passed Check Atsndance column for balance 47 day(s), 7 nour(s) et
My delegation for COP 29, 11-22 Nov 2024
S ‘
Filter participants
[ | [oen |
Hean of aesegation Is Nr 1 In the List Of Participants
Attendance
Ordern | Salutation g, Data still D s
D | %% | e ige Status | 2024-11-11  2024-11-12 | 2024-11-13 | 2024-11-14  2024-11-15 | 2024-11-16 | 2024-11-17 2024-11-18  2024-11-19 | 2024-11-20 | 2024-11-21 2024-11-22 ol Action [7] el
Last name type Ooutof2 Ooutof2 Oocutof2 Ooutef2 Ooutef2 Ooutof2 Ooutof2 Ooutof2 Ooutof2 Ocutof2 Ocutef2 Ooutofz | required &}
left left. left. ef left left left left
Nominated R
W Observer
pending " [Eon | [ Remove |
[m] 999 Carolina -NGO e = [m] [m] (m] (m] [m] o m] —
Margarta  head coummmation [Confim |
- Nominated =
Observer- pending Ll lemove
(m] -999 Ramooz [}
Basnel NGO DCPMFR [Gantm |
confirnation
Nominated. P —
M Kiril Observer- pending . Eot || Remove
O | (99 ]| Sergeewcn  n60 DCPANFR o O D o o [ Contim |
confirnation
Add a new partigpant | | Confirm selected | | Downioad LOP for your delegation in Excel | | Export ful set of data to Excel

6.5.2 Confirming participants

1. To confirm a participant’s attendance, simply click the “Confirm” button for that participant.
This will prompt a dialog box informing that further editing of certain personal details will
only be possible via a request in the Communication tab (as shown below). Ensure that all

the details are correct before confirming and click on “OK”.

B onfinereguatuniccc.int

Onee you First .
Related requests for this nomines would need to be submitted in the.
appropriate section of Communication Log. Continuel

Note that each delegation must have at least one delegate assigned the registration type
‘Observer - NGO/IGO head’. A maximum of two delegates may hold this badge type. The head
of delegation is not necessarily the Director/DCP/Head of the organization. However, it
is the person responsible for the delegation and the secretariat's counterpart during the

session, apart from the focal point/DCP here in ORS.
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Before confirming regular delegates, at least one ‘Observer - NGO/IGO head’ must be
confirmed first. It is mandatory for at least one Head of Delegation to be registered under the
Onsite quota.

If your delegation has only one Head of Delegation, then that “Observer — NGO/IGO head”
cannot be moved or swapped to “Virtual-only” attendance without first reassigning the
“Observer — NGO/IGO head” to another participant that is attending onsite.

This requirement does not apply to delegations attending virtually only.

@ There must be at least one head of delegation. Please confirm participant with the "Observer - NGO head” badge type
first or change badge type of the participant.

24 Sep 2024 17:22 CET

2. After confirmation, the participant cannot be removed from your delegation unless the
delegate is replaced (section 6.5.3). Part of the allocated quota has been permanently
consumed. The status column indicates that the participant has been confirmed and is
pending UNFCCC processing. Processing will often be automatic, and the status will
change to “Registered” in the following hours, however in some cases manual
processing will need to be performed by UNFCCC. Once the status changes to
“Registered” an acknowledgement/visa letter will automatically be generated and sent to
the unique email address the DCP provided for the delegate.
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Logged in as MF. NGO-A DCP [1og out]

[Try new UIJ

Weeting | COP 20

@ ©) e, e

Al participants

My delegation Account seflings

Communication

|4 Tne foliowing nominations have been confirmed and are awating processing by the UNFCCC secretanal. Ms. Carolina Margarita

>0z e ceT]

IMPORTANT UNFCCC has set a quota for your organisation
‘You must now confirm exactly who will be participating.

Onsite g
Ensure you confirm your participants before the Confirmation Deadline

Step3

eitern by

10 Nov 2024

(s}, 6 houris) left

Step 1 Nominate by

04 Aug 2024 ‘
"

Step 2 Your quotals

Check Aendano

Deading

umn for balanca ‘

IMPORTANT UNFCCC has set a quota for your organisation

Virtual-only You must now confirm exactly who wil be participatin
\ Ensure you confirm your participants before the Confirmation Deadine
Step 1 Nominate by Step 2 Your quota s )
04 Aug 2024 10
Deading passed Check Afisniancs calumn for balanca A7 dayls), 8 houris) let
My delegation for COP 29, 11-22 Nov 2024
Virtual-only
Filler participants
Fitert
Head of delegation 1S Nr 1 In the List OF Participants
Attendance
., Salutation ;
) || S First/ Badge Status | 2024-11-11 | 2024-1112  2024-11-13  2024-11-14 20241115 2024-11-16 | 20241117  2024-11-18  2024-11-19 20241120 2024-11-21  2024-11-22 Dama 5“[ Action [7) D“‘“;“‘""
LoP Lastname = YP® Ooutof2 Ooutof2 Ooutof2 Ooutof2 Ooutof? Ooutof2 Ooutof2 Ooutof2 Ooutof2 Ooutof2 Ooutof2 | Doutofz required 7
left [ et et et left left left et left latt left
e Confirmed, Q
e Edit
O [ 9 | cooina | - =
Margarta | head P
™ Nominated
= Observer- pending Edit || Remove
O |[ o= ootz | neo DCPNFP Confm
i confirmation
— Edit | [ Remove
O 999 Sergesvich | NGO O =} a =] o Confirm
confirnation
Add a new parbcpant | | Confirm selected | | Downioad LOP for your delegabon in Excel | | Export ful set of data to Excel

3.
UNFCCC processing.

In the screenshot below more of the participants have been confirmed. They are all pending

Add a new participant | | Dawnload LOP for your delegation in Excel | | Export ful set of data to Bxcel

Logged in 85 Mr. NGO-A DCP [log [Try new L] ing | COP 29 Delegation: | HGO-A
(C) unFece
Onine Regsiraton All panicipants Account setings Communication
IMPORTANT: UNFCCC has set a quota for your organisation
You must now confirm exactly who wil be panicipatin
Ensure you canfirm your participants before the Confirmation Deadline.
Step 2 Your quota & Stéa 3 Contrm by
10 Nov 2024
- 45 dayia), 1 houe(s) el
IMPORTANT: UNFCCC has set a quota for your organisation
You must now confirm exactly who will be participating
Ensure you confiem your particigants before the Confirmation Deadiine.
2 Your quota i Steg 3. Confrm
10 Nov 2024
10 spet(s) 45 dayia), 1 houn(e) et
My delegation for COP 29, 11-22 Nov 2024
Virtuakonly
Fiter participants
Filtert
Head of delegation is r. 1 in the List Of Participants
Attendance
o Salutation e
o rder in First | Last Status 0240001 2024192 2024143 2024144 | 20241115 | 0241196 20240197 | 20241118 20241195 2024120 20241121 | 2024.11.22 ota Action [7]
Loe — Doutof2 Ooutof2 ODoutof2 Ooutof?  Ooutof? | Ooutof2  Ooutof2  Ooutof2 Ooutof2 Ooutof2 Ooutof2 Ooutof2 '
left left left left left led led led left left left
Ms a3 .
a 999 Mare, Edit
T 1 Ms Ramooz E
(] ) - C ot
Basnet processing
— Confirmed i
999 S ending UNFCCC Edt
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4. Once UNFCCC processing has been completed, the “Status” column will normally change
to “Registered” and the “Nomination Acknowledgement” button will be enabled. Almost

there!
Mr. NGO.A DCP m Mesti coP
IMPORTANT: \F as s&t a quota fi anisal
Onsite You must n & 1l e .
04 Aug 2024 2 10 Nov 2024
Virtual-only must now
04 Aug 2024 10 1I]7Nnv 2024

My delegation for COP 29, 11-22 Nov 2024

Filter participants
Fiken
slwnation |
rst / Last Jadge Lt 202411 20241112 | 20241113 | 2041114 | 2024115 | 2024 24-11 41119 20241120 0241121 1 [ Document
F type wtof2 | Doutol2 | Doutol2 | Doutol2 | Doutol2 | Ooutof2 Ooutof2  Ooutof2 Ooutof2 Ooutol2 Ooutof2 | Doutol2
of ot oft oft ot loft loft of oft oft Toft loft
=]
999
1 e
|
999
=)
=]
999
BRe

Add 2 new particpant | | Download namination acknowledgements | | Download LO for your delegation in Excel | | Export full set of data to Excel

6.5.3 Replacing participants

Prior to confirmation:

Before you confirm a participant and prior to the confirmation deadline as noted on the top left
of the “My delegation” tab, it is possible to edit the personal details of a participant (section
6.3.3), adjust attendance dates (section 0), or even remove the participant from your
delegation completely (section 6.3.4).

If you need to replace a participant completely, you may remove that participant from your
delegation and add a new participant, either by transferring an existing participant from the “All
Participants” tab or by creating a completely new participant.

After confirmation:

In case a confirmed participant shall be replaced by another participant in draft, the DCP can
do so by selecting the corresponding slot in the Communication tab. Prior to the confirmation
deadline, if quota is still available, the DCP can create a new participant that shall replace the
confirmed one. A confirmed delegate can be removed from a delegation by submitting a request
to the UNFCCC via the Communication tab.

Note that the option to select ‘replacement request’ for “type” under the communication
tab will only appear when there is at least one confirmed participant in the delegation.
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1. Go to communication tab. Under "type” you will find a drop-down with multiple options.

Click on “Replacement Request”.

Logged in as Mr. NGO-A DCP [log out]

[Try new UI) Meeting

COP 29

Delegation: | NGO-A

@ © wree.....

Communication with the Secretariat

| Type*  Other (Regular) ﬁ 7

Add a new message*® | Other (Regular) 17
Quota Increase Request
| Replacement Request ﬂ

Swap Participants Request

Save and continue

* - mandatory field

Unread messages are displayed in bold text

Nominator: NGO-A

All participants

My delegation

Account settings

1

2. The system loads two mandatory fields to be provided. Firstly, select which confirmed
participant should get replaced from the list of options. Secondly, select from the list
of participants in draft who will replace the confirmed participant. If the participant you
want to appoint does not appear in this list, make sure that all the required personal
details is provided for this participant. It also offers an optional section to post a
reason for the replacement request. Once completed, click on “Save and continue”.

Logged in as Mr. NGO-A DCP [log out]

[Try new UI] Meeting: | COP 29

Delegation: | NGO-A

@ © e

Communication with the Secretariat

Type*  Replacement Request ~v 7

Replace (cancel) confirmed® M. Kirill Sergeevich - [16 Nov 2024-22 Nov ]
participant

With the following participant®  Mx. Juanita Jackson - Observer-NGO ]

Reason Change of travel plans 7]

| Save and continue |}

* - mandatory field

Unread messages are displayed in bold text.

Nominator: NGO-A

All participants

My delegation

Account settings Communication

Once UNFCCC receives your replacement request, it may take a few working days for a
decision to be made, as it requires manual processing to be performed by UNFCCC. When
the status changes to “Registered” an acknowledgement/visa letter will automatically be
generated and sent to the unique email address of the participant.
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6.5.4 Changing the Badge Type of a Participant

This feature allows you to change the badge type of a participant from one to the other as
required. For example, you may consider doing this to change the badge type of a registered
participant from Onsite participation to Virtual-only participation, and vice-versa. In addition,
badge types can also be changed between the Onsite badge types (‘Observer - NGO/IGO
head’ or ‘Observer — NGO/IGO’).

Note that there is no limit to the number of times an organization can change the badge
type of their delegates until the confirmation deadline.

To move registered participants from Onsite to Virtual-only or vice versa after the confirmation
deadline has passed, please provide the names of the delegates (exactly as registered in your
delegation) via a request in the Communication tab, and the secretariat will reassign them on
your behalf.

Disclaimer: Please note that during the session, in case of badge type change or validity
dates change, already issued badge will be immediately disabled, meaning existing
badge cannot be used anymore to access the Blue Zone. In this case delegate needs to
proceed to the registration counter as soon as possible to get a new badge with the
updated badge type / validity dates.

1. To change the badge type of a participant, click on the ‘Edit’ button under the ‘Action’
column on the “My delegation” page. This is possible on both tabs, “onsite” tab as well as
the “Virtual-only” tab.

In the screenshot below, the example is displayed on the “onsite” tab.

@ © Ui [

Onsite

04 Aug 2024

B 2 o 10”N0\}2’D’24

IMPORTANT: UNFCCC has set  quota fo
Virtual-only You st now confirm exactly wha wil be partcigatin
Ensurs you confim your participants bafors the Confirmation Deadine

04 Aug 2024 ‘ 0 (| 10 Nov 2024

Mr. NGO-A DCP [log out Try ne Meeting: | GOP.29 Delegatian- | h

My delegation for COP 29, 11-22 Nov 2024

Salutation
" Fintilam  C2dge Status 200411 0241142 20241113 | 20241144 204115 | 202
- Goutof2 Ooutof2 ODoutof2 Ooutof2 Ooutof? | Ooutef2 0outef?
left left left left left left

02447 0218 | 04NA9 | HMNN AUNH ANz Datasil
Doutof? Ooutof? | Doutof? | Ooutof? Ooutof? Ooutof2 required?

of 2 ut of
left left eft et left left

%99

Add & new participant | | Dewnload nomination acknovdedgements | | Download LOP for your delegation in Excel | | Export full set of date to Excel

Page 47 of 61




2. At the bottom of the participant details page, under Participation parameters, select the
“badge type” appropriate to the registered participant from the drop-down menu.

Participation parameters

- Badge type* | Observer-NGO

ok

Order in List of Participants* | - Please select -—-

Observer - NGO head
Observer-NGO
Badge valid thru* Virtual-only (NGO)

Badge valid from*

(7]
(7]
(7]

Save and continue

* - mandatory field

* - must be completed before confirmation

3. Once the new badge type of the participant is selected, there are some mandatory fields
to be provided. Firstly, select the applicable date from the “badge valid from” option.
Secondly, select the applicable date from the “badge valid thru” option. The validity dates
of the participant can be amended accordingly without exceeding the allocated quota.

Note that the validity dates for “Virtual-only” badge type can only be selected for the
entire duration of the conference. The validity dates for the onsite badge types can be

selected as applicable, i.e., individual attendance dates of the conference.

In the example below, the badge type of the registered participant (Ms. Ramooz Basnet) is
being changed from ‘Observer — NGO’ to the badge type ‘Virtual-only (NGO)'.

Participation parameters

> [Baige type™ Virtual-only (NGO) V|
Order in List of Participants®* |9gg 7
e[ Badge valid from™ |2024-11-11 ]
sl | Badge valid thru*  [2024-11-22 1

Save and continue

Please note that in case of badge type change or validity dates change, already issued badge will be immediately disabled, meaning existing badge cannot

be used anymore to access Blue zone.

In this case delegate needs to proceed to the registration counter as soon as possible to get a new badge with new badge type/validity dates.

Please confirm badge typel/validity dates change.

Please confirm registration® [J [?]
type/badge validity dates
change

* - mandatory field > - must be completed before confirmation
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Continuing with another example, badge types can also be changed between the onsite badge
types.

c 1 a5 Mr. NGO-A DCP [
@ (©) vrece e p—
IMPORTANT
Onsite ¥
ation Deadine
04 Aug 2024 ‘ 2 10 Nov 2024
IMPORTANT: UNFC
Virtual-only You must n
04 Aug 2024 ‘ 10 10 Nov 2024

My delegation for COP 29, 11-22 Nov 2024

al-onl

Fiter!
nts.
Atendance
Badge Can W24N1A1 | 0244192 | 20241143 2024114 | 20241115 | 20241116 7 20241148 2024118 | 20241120 | 20241121 | 2024012 Datastill Action [7] D .
type loutol2 | loutol2 1loutofz loutol2 Toutoi2 1outof2 Toutof2 1out Toutof2 | loutol2 | loutofz rfequired?
leht left et left left ekt left left aft et left
Ae Kiril
93 B Edt
Add a new participant | | Download namination acknawledgements | | Download LGP for your delegation in Excel | | Export full set of data to Excel

In the example below, the badge type of the registered participant (Ms. Carolina Margarita) is
being changed from ‘Observer — NGO head’ to the badge type ‘Observer — NGO’. The validity
dates for the onsite badge types can be selected as applicable, i.e., one or more consecutive
days or the entire duration of the conference.

Participation parameters
| Badge type* observer-noo (-]
Order in List of Participants® [ggg yl
Badge valid from* | 2024-11-11 (]
Badge valid thru* | — Please select — 7
2024-11-11
ge or validity dates change, already issued badge will be immediately disabled, meaning existing badge cannot be used anymore to access Blue zone.
2024-11-12 Ihe registration counter as soan as possible to get a new badge with new badge typelvalidity dates.
2024-11-13 Fr
2024-11-14
Pleasq confim registration® | 2024-11-15
typepadge validty dates | 50041116
change
2024-11-17
Save gnd continue 2024-11-18
2024-11-19 Rn—
2024-11-20
- jen 2024-11-21 ¥ using th
o 9 2024-11-22 v
Iy ) ‘ i 3 or n Gui i

4. Tick the check box to confirm the changes made to the badge type and validity dates of
the registered participant and click on “Save and continue”

Participation parameters

=9 Please confirm registration®
type/badge validity dates
change

2

Badge type®  Observer-NGO v
Order in List of Participants® 999 7]
Badge valid from* |2024-11-13 v | [
Badge valid thru* 2024-11-19 v 71
Please note that in case of badge type change or validity dates change, already issued badge will be immediately disabled, meaning existing badge cannot

be used anymore to access Blue zone.
In this case delegate needs to proceed to the registration counter as soon as possible to get a new badge with new badge type/validity dates.

Please confirm badge typelvalidity dates change.
1

* - mandatory field  * - must be completed before confirmation
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Note that the system checks that the allocated quota is not exceeded. In case the change of
validity dates exceeds the quota, a red warning message indicating that the quota has been
exceeded will be displayed as shown below.

The example below shows the warning message when the “Onsite” quota is exceeded.

Participation parameters

Badge type*® |Observer - NGO head v 17
Order in List of Participants®* |ggg 7
Badge valid from*  2024-11-13 v | [7
I Quota exceeded for the following period[s]: 2024-11-13, 2024-11-14, 2024-11-15, 2024-11-16, 2024-11-17, 2024-11-18, 2024-11-19. Please adjust validity dates.l
Badge valid thru*  2024-11-19 v [l

| Quota exceeded for the following period[s]: 2024-11-13, 2024-11-14, 2024-11-15, 2024-11-16, 2024-11-17, 2024-11-18, 2024-11-19. Please adjust validity dates.|

be used anymore to access Blue zone.
In this case delegate needs to proceed to the registration counter as soon as possible to get a new badge with new badge type/validity dates.

Please confirm badge typel/validity dates change.

Please confirm registration* 71
type/badge validity dates
change

Save and continue

* - mandatory field  * - must be completed before confirmation

Continuing with another example showing the warning message when the “Virtual-only” quota
is exceeded.

Participation parameters

Badge type* | Virtual-only (NGO) v
Order in List of Participants* ‘999 | 71
i Badge valid from* |2024-11-11 v| [ 3

| Quota exceeded for the following period[s]: Virtual only. Please adjust validity dates.]

Badge valid thru*  [2024-11-22 v [IEd

| Quota exceeded for the following period[s]: Virtual only. Please adjust validity dates. |

Save and continue

* - mandatory field * - must be completed before confirmation

5. Once processed the participant has the updated badge type and attendance. If applicable
the participant is moved to the respective tab, i.e., “Onsite” or “Virtual-only” under the “My
delegation” page.
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Continuing the first example from above (on page 48), the registered participant (Ms. Ramooz
Basnet) has been moved from the “Onsite” tab to the “Virtual-only” tab as the badge type was
changed to ‘Virtual-only (NGO)'.

Logged in as Mr. NGO-A DCP [log ouf] Try new Ul Delegation

@ © 0. At paacpants
IMPORTANT. UNFCCC d
Onsite You must now conf
Ensure you ¢ Deadl
04 Aug 2024 2 10 Nov 2024
IMPORTANT.
Virtual-only You must nov
04 Aug 2024 10 10 Nov 2024

My delegation for COP 29, 11-22 Nov 2024

Filter participants

Filter!

Head of delegation is Nr_1 in the List Of Participants

Attendance
Order in LOP Salutation Badge type Status

7 7] 7]
0J First | Last name Data still required Action [7] Documents [7]

Virtual only
8 out of 10 left

999 Mr. Martin Ngoufo Qamar ~ Virtual-only (NGO Registered, acknowledgement sent to participant Edit

Add a new participant Download nomination acknowledgements Download LOP for your delegation in Excel Export full set of data to Excel

NGO-A

Nominalion Acknowledger
999 Ms. Ramooz Basnx Virtual-only (NG Registered, acknowledgement sent to participant Edit {8 Nomination Ackn: e
- ‘ ackr mer
omina

Communication

Please note that the system will automatically send the updated Acknowledgement of
Nomination/UNFCCC Visa Support Letter to the registered participant only in case of
changes to the badge validity dates as well as changes to the badge type from onsite to
virtual-only, and vice-versa. In such cases, the “My delegation” tab is re-displayed, with the
message bar displaying that the email has been sent to the respective registered participant.

6. If an automatic email is not sent by the system, as a final step, click on the “Re-send
acknowledgement” button to send the updated ‘Acknowledgement of Nomination /
UNFCCC Visa Support Letter document to the registered participant.

All changes that are processed in ORS by the DCP or upon request by the secretariat (e.g.
personal details of the delegate) will automatically be reflected in the acknowledgement/visa
letter.

6.5.5 Quota Increase Request

The DCP may submit a "Quota Increase Request" via the Communication tab. Please be
informed that quota is calculated upon overall number of nominations received, history of
engagement, available venue capacity, any applicable health, safety, and security regulations,
among other factors. Note that given the demand, we consider each request individually based
on the justification provided.

Please note you have the option to submit an “Onsite” and/or “Virtual-only” quota
increase request along with a reason/justification.

1. Go to Communication tab. Under "type” you will find a drop-down with multiple options.
Select " Quota Increase Request”.
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Logged in as Mr. NGO-A DCP [log out]

[Try new UI] Meeting: | COP 29

@ (©) OFSion

Communication with the Secretariat

All participants

| Tvpe* [other (Regular)

Add a new message® Other (Regular)

| Quota Increase Request

Replacement Request

Swap Participants Request

Save and continue

* - mandatory field

Unread messages are displayed in bold text.

Nominator: NGO-A

o' g

My delegation

Delegation: | NGO-A ‘

Communication

1

Account settings

2. The system loads two mandatory fields to be provided. Firstly, type in the number of
quota increase needed. Secondly, choose the respective area between “Onsite” and
“Virtual-only”, for which you would like to request the additional quota.

Logged in as Mr. NGO-A DCP [log out]

[Try new UI] Meeting: | COP 29

Delegation: ‘ NGO-A

@ i@} UNFCCC

Online Registration

Communication with the Secretariat

Type* | Quota Increase Request

All participants My delegation

Account settings | Communication |

v [7

How many additional slots* |3
requested

?
n () Number of additional slots you need

I Area* |Onsite

1

Reason Onsite

Virtual-only

2

Save and continue

* - mandatory field

It also offers a section to post a reason for the quota increase request. Under “Reason”,
kindly provide a justification for why the quota increase is needed. Once completed, click

on “Save and continue”.
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Logged in as Mr. NGO-A DCP [log out] [Try new U1} Meeting: | COP 28 Delegation: | NGO-A

&) () unFccc
\f‘]k@} Online Registratior All participants My delegation Account settings Communication

Communication with the Secretariat

Type* Quota Increase Request v 1
How many additional siots* |3 ]
requested
Area* | Onsite v (7
Reason o (7]

<<<Please provide the justification/reason for request >>>

[Save and continue_|

* - mandatory field

Please note that the reasons/justifications provided in your quota increase request will be taken
into consideration during the review process. The secretariat will inform you accordingly, once
a decision has been made.

6.5.6 Swap participants

This feature allows you to swap two confirmed delegates between the “Onsite” and “Virtual-
only” tabs. You can submit a “Swap Participants Request” to swap/exchange the mode of
participation for the respective two confirmed delegates in one go.

***Please note that the “Swap Participants Request” can be submitted only for confirmed
participants.

For detailed instructions on how to confirm a delegate please refer to section Error! Reference
source not found.

If you wish to swap a participant in the case quota is still available, please follow the instructions
below

1. Go to the Communication tab. Under "type” you will find a drop-down with multiple
options. Click on “Swap Participants Request”.
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Logged in as Mr. NGO-A DCP [log out]

@3 5\@} UNFcce

ine Registration

Communication with the Secretariat

Add a new message* | Other (Regular) [?]
Quota Increase Request
Replacement Request
| Swap Participants Request b

Save and continue

* - mandatory field

Unread messages are displayed in bold text

Nominator: NGO-A

| Type*  Other (Regular) Gb]

[Try new Ul] Meeting:

All participants

COP 29

My delegation

Delegation: | NGO-A

Account settings Communication

1

3. The system loads two mandatory fields to be provided. Firstly, the option “Confirmed
participant whose area should be swapped” will appear. Select the name of participant to
be swapped from “Onsite” to “Virtual-only” attendance, and vice versa.

4. Secondly, the option “With following confirmed participant” gets displayed. Choose
another participant that needs to be swapped with the above selected participant.

5. It also offers an optional section to post a reason for the Swap Participants Request.
Once completed, click on “Save and continue”.

Please note that if the participant you want to appoint does not appear in the drop-down list,
make sure that all the required personal details is provided for this participant, and they are

duly confirmed.

In the example below, “onsite” attendance of the confirmed participant (Mr. Martin Ngoufo
Qamar) is being swapped with the “Virtual-only” attendance of the confirmed participant (Ms.

Ramooz Basnet).

Logged in as Mr. NGO-A DCP [log out]

[Try new UI] Meeting:

COP 29

Delegation: | NGO-A

(@) () uNFcce
@E

e Registration

Communication with the Secretariat

Type® |Swap Participants Request v [7
Confirmed participant who's* | Mr. Martin Ngoufo Qamar - Onsite (Observe 1
area should be swapped
With following confirmed® | Ms, Ramooz Basnet - Virtual-only (Virtual-o 1
participant
[?]

Reason

| Save and continue Ly

X% - mandatory field

Unread messages are displayed in bold text

Nominator: NGO-A

All participants

My delegation

Account settings Communication

6. Once UNFCCC receives your request, it may take a few working days for the request to
be approved, as it requires manual processing to be performed by UNFCCC. When the
request is approved a confirmation email will be sent to the unique email addresses of both the

swapped participants.
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***Please note there is no limit to the number of times an organization can swap their
delegates from “Virtual-only” to “Onsite”, and vice versa. However, all such swaps must
be completed by the confirmation deadline.

6.6 Step 4 - Download Nomination Acknowledgement/Visa Support Letter

1. Click on the “Nomination Acknowledgement” button to download the “Acknowledgement of
Nomination/UNFCCC Visa Support Letter” document for a registered participant.

All changes that are processed in ORS by the DCP or upon request by the secretariat (e.g.
personal details or badge type of the delegate) will automatically be reflected in the
acknowledgement/visa letter.

More than one acknowledgement/visa letter can be downloaded at one time (as shown below)
by selecting multiple participants using the checkboxes on the left of the screen and clicking
the “Download nomination acknowledgements” button at the bottom of the screen.

M:. NGO-A DCF

IMPORTANT: UN as set 3 quota f E
Onsite must
04 Aug 2024 2 10 Nov 2024
IMPORTANT: UNF a3 set 3 quota f
Virtual-only m exact
04 Aug 2024 10 10 Nov 2024

My delegation for COP 29, 11-22 Nov 2024

Filter!

Arendance
Salutation |
Orderin | [y y) e | Badue Status 0411 20244142 2 7 20241118 | 20241149 | 2041120 202412 2241122 | Daastil Action [
4 - type 0 out of 0 out of 2 0 0 it of f 2 out of 2 e 2 0 out of 2 0 out of 2 0 out of 0 out of 2 required?
o eft et ot eft e left

or your delegation in Excel | | Export full set of data to Excel

oo :o:p 0o

Note that before the download option for the Acknowledgement of Nomination/UNFCCC Visa
Support Letter is available, the DCP or the respective participant will have to access a
confirmation link. Depending on the conference setting, they may get prompted to an interface
to provide further details.
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From: UNFCCC Online Registration enlinereg@unfccc.int
Sent: Tuesday, 10 September, 2024 20:36

To: Santhosh Kulage <santhosh k@ngo-a.org>

Subject: Registration confirmation for UNFCCC COP 29

Registration confirmation for UNFCCC COP 29

Dear Mr. Santhosh Kulage,
You have been registered for UNFCCC COP 29.

You will need to show the acknowledgement letter at the registration counter in paper or electronic form to obtain your
conference badge. The acknowledgement letter can be downloaded by clicking on the link below.

By clicking on that link to download your acknowledgement letter, you agree and confirm:

« That you will abide by secretariat's Code of Conduct, as amended from time to time, which can
be accessed from here;

« That the secretariat will share your personal data from the on-line registration system with the
host government for the purposes of issuance of visa, and, if required, in connection with the
organization of COP 29;

« Thatif your name is included in the List of Participants, the secretariat will publish other related
details provided during registration such as your title, your home organization, and your
relationship to the organization that nominates you.

You can download the acknowledgement letter by clicking here.

To apply for COP29 visa through an official electronic visa portal, please click here. For more information please refer to
the Information for Participants (IFP)

Kind regards,

UNFCCC secretariat

*** This is an automated email. Please do not reply to it. ***

It is the sole responsibility of the DCP to ensure that participants are aware of their
assigned attendance dates, especially in cases where the initial attendance date has
been changed for some reason (e.g. Integrated Daily Badge System). When approaching
registration counter, each participant must bring their Nomination Acknowledgement document
(sample shown below) along with their valid Passport or official and valid photo identification
document to the session to collect their badge and enter the venue. This makes the registration
of your participants at the venue much faster.
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X

N
N
‘( : \‘Jj United Nations Nations Unies

4.4"/ Climate Change Secretariat Secrétariat sur les changements climatiques
Secretariat of the United Nations Framework Convention on Climate Change { Plalz der Vereinten Nationen 1 / 53113 Bonn, Germany

NE I TANEAN WA Registration code: FHL7CD

To Diplomatic Missions: Please take note of the registration code FHL7CD that may be used to
confirm this registration. Please log into the system to find the most updated information.

ACKNOWLEDGEMENT OF PARTICIPANT'S NOMINATION / UNFCCC VISA SUPPORT LETTER

This is to acknowledge that a Designated Contact Point (DCP) nominated the individual to attend the
meeting session COP 29, Baku, Azerbaijan, from 11 Nov 2024 to 22 Nov 2024 as specified below.

Full name:

Mr. Santhosh Kulage

Date of Birth: Document identification number: Country of Nationality:
12 Dec 1999 4543556F Burundi
Organization:

NGO-A

Registration type: Attendance starts: Attendance ends:
Observer-NGO 11 Nov 2024 22 Nov 2024

The above mentioned organization has been admitted as an observer organization to the sessions of
the Convention.
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6.6.1 After the confirmation deadline has passed

Once the confirmation deadline, as noted on the top left of the “My delegation” tab, has passed
it is no longer possible to confirm participants directly. Please note that it is still possible to
download documents for registered participants.

Unconfirmed participants will NOT be able to participate in the sessions.

Confirmed participants will NOT be able to participate until their status has become
“Registered”. There may be delays processing participants who are confirmed immediately
before the confirmation deadline, due to the volume of processing UNFCCC will be required to
perform. It is therefore recommended that you confirm earlier when this is possible.

6.6.2 After the sessions have ended

After the sessions have ended, you can view the final status of your nominated participants
under the “My delegation” tab. The records of a confirmed participant cannot be deleted once
a badge has been activated or a conference is over. The participants are saved and can be
reused by transferring them to a future meeting.

Mr. NGO-C DCP [log out G vieeers T -~
My delsgation I e

@ © e pr—

. Registration for the meeting is closed or not yet open.

31 Jul 2023 T 27 Nov 2023

Virtual-only Registration for the meeting is closed or not yet open.

31 Jul 2023 o 27 Nov 2023

Fiter panticipants:

Filtert

999
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6.7 Miscellaneous features

6.7.1 Changing your password

Please change your password as soon as possible after you log in for the first time and after
requesting a password reset. This can be done on the “Account settings” tab, simply update
the fields “New Password” and “Confirm” and click “Save Settings”.

Note that the new password should be at least 8 characters long and contain at least one digit
and one special character (for example !, ~?.)

This password will be used each time you receive notification to nominate participants. You will
not need to create a new login for each session.

Logged in as Ms. NGO-B DCP [log out] Meeting _ Delegation: | NGO-B

&) (C) unrece
. Online Registration All participants My delegation Account settings Communication

My account settings

E-mail address dep@ngo-b.unfecc.int
(cannot be changed):

Fullname  |mMs. NGO-B DCP
(cannot be changed):

Please choose your secret What is my mother's maiden name? v 7]
question:
Secret answer: 7
. 7]
New password: I"""" | 7 Your new password should be at least 8 characters
long, and contain at lease one digit and one separating
Confirm: | character (!,~,? etc.)

Representative accounts

No representative accounts registered

You can create and delete representative accounts if you would like someone else to create nominations on your behalf
Representative accounts have full access to the Online Registration System on your behalf

Itis your responsibility to ensure the accounts are created and deleted appropriately.

Create new representative account
Should you have technical problems accessing ORS Please contact our support desk using the form.

Should you have questions regarding your delegation, please use Communication tab.
If you require help, please first read the UNFCCC Online Registration User Manual for Observer Organizations .
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6.7.2 Resetting your password / requesting your login credentials

If you forget your password, you can request a password reminder from the log in screen.

1.

Enter your e-mail address and click “Continue”.

Log in or Create new account

B © 1S,

Password reminder

Enter your e-mail: |dcp@ngo-b.unfccc.int

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

2. Enter the answer to your secret question and click “Continue”. You will receive an email
containing a new temporary password. Please log in and change your password as soon as
you receive this email.

Log in or Create new account

@ @ UNFCCC
S Online Registration

Password reminder

Please answer the question:  |\what is my mother's maiden name? ‘

Your answer: |Upendo |

Should you have technical problems please log in and use the link on the bottom of any page to contact UNFCCC Service Desk.
If you experience problem logging in or creating account please contact us using the form.
Should you have questions regarding your delegation please use Communication tab.

6.8 Integrated Daily Badge System
The User Manual for the Integrated Daily Badge System can be found here:

https://unfccc.int/documents/632566
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7 Security

To ensure the security of your data please observe the following guidelines:

When you request access to the system for the first time or reset your password you
will be sent an email containing a password. Always log in to the system and change
this password.

If you choose to record your password somehow, please secure the record
appropriately.

Do not share logins and passwords. The system allows you to create an account for
your representative.

Please only create a representative account for a person you trust to represent you
and delete the account when it is no longer required. You are responsible for the actions
of your representative.

Only log in using the official UNFCCC Online Registration System web address, which
always begins with “https://onlinereg.unfccc.int/”. Do not log in using web addresses
provided in other websites, emails, or other messages you may receive (so called
“phishing” attacks).

Never tell your password to someone else, including someone claiming to be with the
UNFCCC secretariat. UNFCCC will never ask for your password.

Always log out of the system when you are finished.
For your security, the system will automatically log you out after 60 minutes of inactivity.

For your security, the system will automatically log you out every 60 minutes even if
your session is still active.
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