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1 Overview 

1.1 What the System does for you 

The UNFCCC Online Registration System facilitates communication between the National 
Focal Points (NFP) of Parties / Observer States and the UNFCCC secretariat, with the aim of 
enhancing the efficiency of the nomination process for UNFCCC sessions. 

As a National Focal Point, the primary objective when using the UNFCCC Online Registration 
System is to obtain a ñNomination Acknowledgementò document that is sent to each individual 
the Party wishes to nominate for a UNFCCC session as part of their delegation.  

Each of the participants must bring their Nomination Acknowledgement document along with 
their 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 NFP 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 NFP, the downloaded 
document will no longer be valid. Informing the respective participant upon 
deregistration to the session is solely the responsibility of the NFP! 

 

1.2 What the System does 

The UNFCCC Online Registration System permits a National Focal Point to: 

¶ Create a login account for the System, using the email address officially registered 
with the UNFCCC secretariat; 

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

¶ Nominate individuals to participate in UNFCCC sessions; 

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

¶ Confirm the participation of nominated participants and download a ñNomination 
Acknowledgmentò document for each confirmed and registered participant. The 
participant should present this document upon arrival at the session. 
 

Use of the Online Registration System is not optional. All Parties and Observer States 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 

¶ The System does NOT give login permissions to participants. The National Focal Point 
and individual holding a representative account are the sole link to the participants 
through the Online Registration System. 
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2 Pre-requisites for using the System 

2.1 National Focal Point contact details 

Before a National Focal Point can use the System, the National Focal Pointôs contact details 
must be up to date with the UNFCCC secretariat, specifically the name and email address 
registered for the National Focal Point with UNFCCC. 

Existing processes must be used to update these contact details (i.e. a letter from the ministry 
or Note verbale). Should a change be necessary the updates will flow through to the Online 
Registration System within several working days after your request is received by the UNFCCC 
External Relations external-relations@unfccc.int. 

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 
may delay your access to the system. 

 

2.2 Participant details required 

To make the data entry process as easy and as fast as possible, you may wish to collect some 
information before nominating an individual for a session. The following details are required to 
nominate an individual: 

¶ Salutation 

¶ Given Name 

¶ Family Name 

¶ Relationship to nominator1 

¶ Functional title1 

¶ Department1 

¶ Home organization1 

¶ Country of Nationality 

¶ Country of Residence 

¶ Residence City 

¶ Badge Type 

¶ Order in List of Participants 

¶ Email Address  

 

Before the nominee can be confirmed (hence before they can attend) the following further 
details must be provided: 

¶ Date of Birth 

¶ Official Identification Document Number 

¶ Badge Valid from (set to whole duration of the conference by default) 

¶ Badge Valid thru (set to whole duration of the conference by default) 

 

2.2.1 Minister or Above 

The ñMinister or aboveò check box is a special feature provided to indicate that a delegate 
is a cabinet minister or above. If the ñMinister or aboveò check box is ticked for a delegate, 
it is mandatory to upload a picture of the minister before the nominee can be confirmed.  

 

 

1 UNFCCC secretariat considers that 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 made publicly available. 

mailto:external-relations@unfccc.int
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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: 

¶ Chrome 

¶ Microsoft Edge  

¶ 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  

  

  

http://www.mozilla.com/firefox
http://get.adobe.com/reader
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3 Nomination process for Parties / Observer States 

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

 

Ste
p 

Indicative 
Timeline 

Action(s) 

 

 

 

 

1 

Approximatel
y three to four 
months prior 
to a session. 

UNFCCC posts the official notification for an upcoming session at 
http://unfccc.int/parties_and_observers/notifications/items/3153.ph
p  

The Online Registration System is opened for nominations for this 
session. 

é National Focal Points nominate participants to participate in the 
session simply by adding them to their delegation using the Online 
Registration System. 

é National Focal Points confirm nominations, one-by-one, or all at 
the same time. 

UNFCCC processes the confirmation and an email containing a 
confirmation link is sent to the National Focal Point and/or 
participants. 

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. 

National Focal Points and/or participants download 
ñAcknowledgement of Nominationò. 

 

 

 

2 

Registration 
for session 
open 

Participants arrive at the session venue with their 
Acknowledgement of Nomination form and Official Photo ID. 

 

Shortly before 
the end of the 
session 

Confirmations Close (For each session please check the deadline 
in the published notification to Parties and Observer States) 

National Focal Points and participants may still download 
ñAcknowledgement of Nominationò documents. 

. 

 

http://unfccc.int/parties_and_observers/notifications/items/3153.php
http://unfccc.int/parties_and_observers/notifications/items/3153.php


Page 7 of 57 

4 Guidelines for using the system effectively 

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

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

¶ Please ensure you only confirm a nomination once you are sure that (a) the participant 
will attend, and (b) that you have correctly entered all of the participantôs personal 
details. 

¶ 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 (taking note of the previous point).  

¶ 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, to assist UNFCCC with planning and running the sessions. 
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5 Special requirements for participation of minors 

Representatives to UNFCCC sessions shall normally 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, also 
found at https://unfccc.int/documents/63809: 

 

1. Anyone below 16 years of age (hereinafter referred to as the ñminorò) nominated by a Party 
/ Observer State 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. At the 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://unfccc.int/documents/63808  

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

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

6. Should such consequences result in confiscation of the badge of the chaperone, then 
another chaperone from among the registered representatives of that Party / Observer 
State 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 Party / Observer State will be requested to remove the minor from the UNFCCC 
venues. 

 

https://unfccc.int/documents/63809
https://unfccc.int/documents/63808
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6 Instructions 

6.1 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 ócreate new accountô, at the very top left of the screen. 

 

 

 

2. Click on óI am representing Admitted NGO, Admitted IGO, Party or UN/Specialized agencyô 

 

 

 

  

https://onlinereg.unfccc.int/
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3. Enter the name of your country. The system will make suggestions if you pause after typing 
a few charactersò  

 

 

 

Click ósearchô once you have entered your search criteria. 

 

 

 

 

4. Confirm the country listed is correct and click on óSelect and continueô.  Note that there may 
be more than one organization or country listed with a similar name, so be sure you select 
the correct option. 
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5. If your country has registered contact details with the secretariat, this next screen will give 
you two or three options. Select the option that best describes your situation and click on 
ócontinueô. 

 

 

 

Note that if the secretariat has no contact details at all for your country you will see the screen 
below. 
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If you are the National Focal Point and your name is not listed, you will be shown instructions for how to 
update your contact details with UNFCCC. Once UNFCCC receives your communication, it will take several 
working days for the update to flow through to the Online Registration System. 
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6. Confirm your identity by ticking the check box, enter your registered email address and 
retype the security code displayed on the screen and click ñContinueò. 

 

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. 

 

 

 

The system will display a message ñInvitation email to XXX has been sent. Please check your 
inboxò and return to the óPlease choose your organization typeô 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. 
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7. 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 ñthis linkò. 

 

 

mailto:onlinereg@unfccc.int
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8. When you click on ñthis linkò 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 ñSave settingsò. 

 

 

 
 

 
 
The system will display a message ñA login account has been created. An e-mail notification 
with login credentials has been sent to youò.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Page 16 of 57 

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.  

 

 
 

Use the link provided in the email or, go to the website (https://onlinereg.unfccc.int/) and click 
on óLog inô in the upper left to continue. 

 

mailto:onlinereg@unfccc.int
https://onlinereg.unfccc.int/
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10. Enter your Login name (this is your email address) and password from the email and click 
óLog inô. 
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11. To choose the meeting you want to work on, click on the ñSelect the meeting you are 
applying to attendò and ñSave and continueò 

 

 

 

The system will display the messages that the default meeting and delegation has been 
changed as shown below. Now you are ready to begin creating the nominations! 
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6.1.3 Creating a representative account 

The NFP can create and delete ñrepresentative accountsò via the Account Settings tab once 
they have successfully logged in. 

A representative account can do everything the NFPôs 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 NFP.  

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 ñAccount Settingsò tab and click on ñCreate new representative accountò 
 

 
 
 

2. Enter the representativeôs salutation, first name, last name, email address twice and click 
ñSave and Continueò. 
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The system will display a message ñInvitation email to XXX has been sent. This invitation must 
be accepted by the representative within 72 hoursò and return to the ñAccount Settingsò screen 
as shown below. 

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

 

 

 
 
 
3. An email from UNFCCC online registration (onlinereg@unfccc.int) will arrive in the 
representativeôs 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 ñthis linkò. 
 
Note that the NFP will simultaneously receive a separate email notifying them that a 
representative account for their organization has been created. 

mailto:onlinereg@unfccc.int
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4. When you click on ñthis linkò 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 
ñSave settingsò. 
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The system will display a message ñA login account has been created. An e-mail notification 
with login credentials has been sent to youò.  
 

 
 
 
5. An email from UNFCCC online registration (onlinereg@unfccc.int) should soon arrive in the 
representativeôs 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. 

mailto:onlinereg@unfccc.int
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6.1.4 Deleting a representative account 

The NFP can delete ñrepresentative accountsò via the ñAccount Settingsò tab once they have 
successfully logged in. 

 

1. Go to the ñAccount Settingsò tab and click on ñDelete accountò for the respective 
representative. This will prompt a confirmation message. Then click on ñOKò. 
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2. The system will display a message ñLogin account has been deleted. Your counterpart will 
be notified on your decisionò. An email notifying the respective representative that their 
login account has been deleted will be sent to their email account.  
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6.2 Overview of the user interface 

This section briefly introduces some key elements of the website by looking at its most 
important part, the ñMy delegationò tab. 

In the information banner under the ñMy delegationò tab, the óOnsiteô section displays the 
nomination and confirmation deadline meant for in-person participation. Similarly, the óVirtual-
onlyô section displays the nomination and confirmation deadline meant for virtual participation. 

 

 

 

6.2.1 What the Virtual-only System does for you  

The UNFCCC ñVirtual-onlyò registration in the Online Registration System (ORS) facilitates 
Virtual-only (online) access to delegates from Parties / Observer States by providing access to 
UNFCCC meetings remotely, provided the meeting is open to the respective delegate and has 
the possibility for online participation. 
 
The ñVirtual-onlyò registration tab has been separated from the ñOnsiteò registration tab and 
allows the National Focal Point (NFP) of Parties / Observer States the ability for more inclusive 
participation in the UNFCCC sessions by adding delegates who cannot attend the conference 
physically to the ñVirtual-onlyò environment.  
 
Note that registering the same participant under the ñOnsiteò and ñVirtual-onlyò tabs is 
not possible. 
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Onsite attendance vs Virtual-only attendance 

Participants registered for ñOnsiteò attendance will be registered for the whole duration of the 
conference to attend the conference in-person. 

 

Participants registered for ñVirtual-onlyò attendance will be registered for the whole duration of 
the conference to attend the conference online only. 

 

 

6.3 Step 1 - Nominate and confirm participants by the confirmation deadline 

The first step in the process is to nominate your participants for a meeting. This is achieved 
simply by listing them in the ñMy delegationò tab for a meeting. 

 

Please make sure the environment is in the correct meeting by using the ñmeeting drop-down 
menuò on the top right. 

 

 

 

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. 

6.3.1 Nominating past participants 

1. Select the ñAll Participantsò tab to display all of the participants from previous meetings (from 
the last 5 years onwards). 
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2. Nominate individual participants for a meeting by clicking the ñAdd to delegationò buttons.  

 

 

Alternatively, more than one participant can be transferred at a time by selecting the 
checkboxes on the left and clicking the ñTransfer Participantsò button. 
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3. Select the badge type appropriate to the participant(s) you wish to nominate and click on 
ócontinueô. You will be able to change the badge type later if required. The possible badge 
types are: 

¶ Party head and Party deputy head: These delegates have access to some areas 
restricted to other registration types. The Head of State would be registered as Party 
Head and assigned the list of participants number 1 in the Online registration System.  
The Head of State ï Party head will be reflected first on top of the public document ï 
Final List of Participants. 

¶ Party delegate: Delegates attending the negotiations and have access to related areas. 
These delegates appear in the Final List of participants. 

¶ Party overflow: Participants not attending negotiation process, e.g. close protection 
officers/security, communications persons, drivers, interpreters.  

¶ Virtual-only (Party): Delegates attending the UNFCCC meetings virtually, provided the 
meeting is open to the respective delegate and has the possibility for online participation 

 

 

 

4. The results of your request are displayed in the green banner at the top of the screen. The 
ñActionò column in the All participants list now shows which participants are already 
included in your delegation.  

 

 


























































