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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 ANomination Acknowledgementodocument 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:

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

1 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;

= =4 =4

Acknowledgmentddocument 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

1 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 Nat i on al F contact detRilei nt 6 s
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 nominator?
Functional title!
Department?!

Home organization?!
Country of Nationality
Country of Residence
Residence City

Badge Type

Order in List of Participants
Email Address

=

=A =4 =4 4 4 -4 -4 4 -4 -4 - -4

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

1 Date of Birth

1 Official Identification Document Number

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

2.2.1 Minister or Above

The fMinister or aboveocheck box is a special feature provided to indicate that a delegate
isacabinet minister or above. | f tickedhfer a deMgate,i st er or
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.
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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:
1 Chrome
1 Microsoft Edge
1 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 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 | Indicative Action(s)
p Timeline
Approximatel | UNFCCC posts the official notification for an upcoming session at
y three to four | http://unfccc.int/parties _and observers/notifications/items/3153.ph
months prior | p
0 a session. | The Online Registration System is opened for nominations for this
session.
1
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
fAcknowledgemento f Nomi nati ono.
Registration Participants arrive at the session venue with their
for session Acknowledgement of Nomination form and Official Photo ID.
open
2 Shortly before | Confirmations Close (For each session please check the deadline
the end of the | in the published notification to Parties and Observer States)
session National Focal Points and participants may still download
fAcknowledgemento f Nomi nati ondo documen
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4 Guidelines for using the system effectively

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

il

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 participantd 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 (hereinadParyr referre
/ 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. 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://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.
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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 6create new accountdé, at the very top left of

Log in or[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
« |f 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 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. Click on 61 am rep®©eshAaminige AdimGO®t eRlamMNiGy or UN/ Spe

Log in or Create new account
<&) ) unrcce
S Online Registration

Please choose your organization type

I 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

Page 9 of 57


https://onlinereg.unfccc.int/

3. Enter the name of your country. The system will make suggestions if you pause after typing
a few characterso

Log in or Create new account

@ @ g:ffgegstranon

Step 1: Find country/organization you are representing

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

Country/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.

Click O6searchd once you have entered your search

Log in or Create new account

@‘ UNFCCC
- Online Registration

Step 1: Find country/organization you are representing

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

Country/organization: | Party-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.

4. Confimthecountryl i st ed i s correct and cNotethadttheoemay Sel ect

be more than one organization or country listed with a similar name, so be sure you select
the correct option.
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Log in or Create new account

@ UNFCCC
Online Registration

Step 1: Find country/organization you are representing

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

Country/organization: ’ Party-A ‘

Choose your country/organization

Entity details

;any-A | Select and continue |
arty

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.

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
6continued.

Log in or Create new account

@ UNFCCC
Online Registration

Step 2 - Identify yourself

Select an appropriate option
from the list below:
| am Ms. National Focal Point
| 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.

Note that if the secretariat has no contact details at all for your country you will see the screen
below.
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Log in or Create new account
75, ) unFcce
== 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 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.

Log in or Create new account
=Y @ UNFCCC
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 IGOs 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. Confirm your identity by ticking the check box, enter your registered email address and
retype the security code displayed on the screen and click i Cont.i nueo

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 Ms. National Focal Point and | would like to create an account

Email address as it has been  [f@party.unfccc.int 7
given to the UNFCCC: I P@party |

Re-type security code from
the picture:

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 me s s algviatiofi email to XXX has been sent. Please check your
inbox0 and r etoPrlre ats@ tctheo 0 s e vy o uscreep asglownibelavt Noten t yped
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
@) (C) unrece
o Online Registration

| \i) Invitation email to Ms. National Focal Point 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

l 1 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 Athis |linko.

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

Sent: Monday, 06 February, 2023 13:00

To: National Focal Point <nfp@party.unfccc.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 Ms. National Focal Point,

You are receiving this notification because you are registered as Designated Contact Point / National
Focal Point of Party-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
Registration System on behalf of Party-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 fthislinkdo cont ai n e d itwilhopen h dialog so®enlas shown
below and ask you to pick and answer a secret question. Enter the answer to the secret
guestion and click on fi 8ve settingsa

Log in or Create new account
@ (C) uNFcce
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 | nfp@party.unfece.int
(cannot be changed): P@party

Fullname | Ms. National Focal Point
(cannot be changed):

Please choose your secret® | What is my favourite restaurant? ~| 7]
question:
Secret answer.* INanms ] 2

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 wil/l AAilogimp dcaynt has beea sreatedy An efimail notification
with login credentials has been sent to youa

Log in or Create new account

(@) UNFCCC
Online Registration

| g) 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 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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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: National Focal Point <nfp@party.unfccc.int>

Subject: Your login credentials

Your login credentials

Dear Ms. National Focal Point,
You have successfully registered a new account in the UNFCCC Online Registration system.

Below are your login credentials:

Login: nfp@party.unfccc.int
Password : HIHTRtX

Please use THIS LINK to log in.

Kind regards,

UNFCCC secretariat

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

Use the link provided in the email or, go to the website (https://onlinereg.unfccc.int/) and click
on O6Log ind in the upper Il eft to continue.
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| Log inlor 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.

« |f you are a Party please click here
« |f you are a UN organization, specialized Agency, an IGO or NGO please click here
« |f 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.

10. Enter your Login name (this is your email address) and password from the email and click
6Log inb.

Online Registration login page

Login name: |nfp@party.unfccc.int

Password: |geeeeeeee

Log in

Forgotten your password ?
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11. Tochoosetheme et i ng you want to work on, click on t
applying to attendodo and ASave and continuebo

he

Logged in as Ms. National Focal Point [log out] Meeting: | ‘ Delegation: |

Your default meeting and delegation are not selected

Select your delegation: The following meeting(s) are available.
‘ Party-A v ‘ Please select the meeting you are applying to attend:
I COP 27 (open) VI I 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 as shown below. Now you are ready to begin creating the nominations!

Logged in as Ms. National Focal Point [log out] Meeting: _ Delegation: [ Party-A

@) (C) unrcce ~ A . o
Online Registration All participants My delegation Account settings Communication
j) Default meeting has been changed 27 Feb 2023 13:46 CET
j) Default delegation has been changed 27 Feb 2023 13:46 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
+ |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 unfcce.int

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 Parties & Observer States.
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6.1.3 Creating a representative account

The NFP can create and deleteir epr esent ati ve

they have successfully logged in.

A representative account can do everythingt h e
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 AAccount Settingso

tab

account so

\'

Nefedeuntscan do, except for creating other

a t

aocoduaktdbck o

he Ac

n ACr

Logged in as Ms. National Focal Point [log out]
o) } UNFCcCC
@ @ Online Registration All participants

My account settings

E-mail address | nfp@party.unfecc.int
(cannot be changed):

Fullname  |Ms, National Focal Point
(cannot be changed)

Please choose your secret What is my mother's maiden name? v 7
question:
Secret answer: 2]
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

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

I Create new representative account I

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

My delegation

Account settings Communication

Delegation

Party-A

2. Enter t he

r
iSave and C
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Logged in as Ms. National Focal Point [log out] Meeting: _ Delegation: l Party-A |
@) (C) unrece
T Online REC} stration All pamcwpants My delegal\on 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: ¥ IMs. "‘
Given name:* |Eva ‘ 7
Family name:* |Linero Villamizar ‘ (2l
Email address:* Ielv@parlyunfccc.int ‘ (7
Confirm e-mail address:* |elv@partyunfccc.int ‘ 7

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
If you require help, please first read the UNFCCC Online Registration User Manual for Parties & Observer States.

The system wil | bthitatipnlemajl to XXXrhasdeer spre. THis invitation must
be accepted by the representative within 72 hours0 and r efilAcmc otumttd®esht i ngs o
as shown below.

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

Logged in as Ms. National Focal Point [log out] Meeting: _ Delegation: | Party-A }

o () unrece ) )
bt Online Registration Al participants My delegation Account settings Communication
I y Invitation email to Ms. Eva Linero Villamizar (elv@party.unfccc.int) has been sent. This invitation must be accepted by the representative within 72 hours. 27 Feb 2023 15:51 CETI

My account settings

E-mail address | nfp@party.unfecc.int
(cannot be changed):

Fullname | Ms, National Focal Point
(cannot be changed):

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

3. An email from UNFCCC online registration (onlinereg@unfccc.int) will arrive in the

representativebds email acc deasethedk hespamdaddeniml e e mai |
case the email has populated there. This email contains an activation link to continue with
the registration. Click on fAthis Iinko.

Note that the NFP will simultaneously receive a separate email notifying them that a
representative account for their organization has been created.
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mailto:onlinereg@unfccc.int

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

Sent: Monday, 27 February, 2023 15:52

To: Eva Linero Villamizar<elv@party.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. Eva Linero Villamizar,

Designated Contact Point / National Focal Point of Party-A (Ms. National Focal Point) 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 Party-A.

Kind regards,
UNFCCC secretariat

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

When you click on fthis linkoit 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
fi 8ve settingsa
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Log in or Create new account

@ UNFCCC
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 elv@party.unfccc.int
(cannot be changed): I = ‘

Full name ‘Ms. Eva Linero Villamizar ‘
(cannot be changed):

Please choose your secret® | what was my first pet's name? v| 2]
question:
Secret answer: ¥ |Sparkles | (7l

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 @ lognpatcaunt has bemrecseated ghm e-ail notification
with login credentials has been sent to youa

Log in or Create new account

(3&) @ UNFCCC
Online Registration

| g) A login account has been created. An e-mail notification with login credentials has been sent to you 27 Feb 2023 16:21 CETI

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.

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

representativeds emai | a c c o uThis cofitaires e¢he fogimp | e
credentials. Use the Login name (this is your email address) and password from the email
to log in.
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From: UNFCCC Online Registration <onlinereg@unfccc.int>
Sent: Monday, 27 February, 2023 16:21

To: Eva Linero Villamizar<elv@party.unfcce.int>

Subject: Your login credentials

Your login credentials

Dear Ms. Eva Linero Villamizar,
You have successfully registered a new account in the UNFCCC Online Registration system.

Below are your login credentials:

Login: elv@party.unfccc.int
Password : SdEWJolg

Please use THIS LINK to log in.

Kind regards,
UNFCCC secretariat

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

6.1.4 Deleting a representative account

The NFP can del ete firepresentative accountso via tt
successfully logged in.

1. Go to the HAAccount Set Diehgs @& walboamtdd clockt e
representative. This will prompt a confirmation message. Then ¢l i ck on AOKO.
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Logged in as Ms. National Focal Point [log out] Meeting _ Delegation: | Party-A
4 (C) uNFcce -~ ) i
Online Registration Al participants My delegation Account settings Communication

My account settings

E-mail address | sfp@party.unfecc.int
(cannot be changed):

Fullname  |Ms, National Focal Point
(cannot be changed):

Please choose your secret What is my mother's maiden name? v 2
question:
Secret answer: 2
New password: 7
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.
Itis your responsibility to ensure the accounts are created and deleted appropriately.

Full name E-mail address Action

Ms. Eva Linero Villamizar  elv@party.unfcce.int Delete account

Create new representative account

2. The system wil | Hagisgcdoanyhassbeemdeteted \goar caunterpart will
be notified on your decisiona An email notifying the respective representative that their
login account has been deleted will be sent to their email account.

Logged in as Ms. National Focal Point [log out] Meeting: _ Delegation: | Party-A 7,,,]

@ UNFCCC N -
Online Registration All participants My delegation Account settings Communication

I j) Login account has been deleted. Your counterpart will be notified on your decision. 27 Feb 2023 16:40 CETI

My account settings
E-mail address  |nfp@ .unfecee.int
(cannot be changed): dp@pscty

Fullname | Ms, National Focal Point
(cannot be changed):

Please choose your secret What is my mother's maiden name? v 7
question:
Secret answer: [?]
New password: 71
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
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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

importantpart, t he AMy del egationo tab.
I n the information banner under the #AMy delegati or
nomination and confirmation deadline meantforin-per son partici pati on. Simila
onlyé section displays the nomination and confir mat
Displays error, warning, and
information messages when
. you do something with the The meeting you The delegation you
Log in / Log Out system are working on are working on
[Logged in as Ms. National Focal Point [log out]] m‘_% | peiegation: | Party-A |
@ @) U‘Nf‘c:ic‘ ahon —| All participants I My delegation | Account seflings | Communication
| i) Default meeting has been changed 24 Jul 2023 14:02 CET
By adding names to the list on "My dedegation” page you are nominating individuals to garticipate in this meeting. Ensure youlconfirm your participants before the Confirmation Deadline.
Onsite
27 Nov 2023
By adding names to the list on "My delegation” page you are nominating individuals to garticipate in this meeting. Ensure youlconfirm your participants before the Confirmation Deadline.
Virtual-only
27 Nov 2023
| ot I Virtual.only }* The “Virtual-only” tab can be used to
nominate and confirm delegates
attending the conference virtually
Please choose al least one head of delegation
Add a new participant
server States and Usger Manual for Parties & Observer Stafes - Virtual only participation.
Displays critical information about : TR
the nomination process for the ;:;f g:r'fdrc?;gﬁgzimn s The My delegation tab is The Communication tab
selected meeting (e.g. deadlines). can transfer sf used to compose your is used to respond to
The information displayed here may articipants f?gm here to organization's delegation your registration issues.
change as the process progresses. Eom E?SE our for the currently selected You can submit your
de\epatiorrs meeting requests in the
9 Communication log
6.2.1 What the Virtual-only System does for you
The UNFCCC-oiaViybt u &lgiths Onlire tRégstration 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 A Vi rotnul agftstration tab has been separated from the fOnsited0 r egi standt i on t ab

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

physicallytot h e

Note that
not possible.

registering t

he s
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Onsite attendance vs Virtual-only attendance

Participants registered for AOnhewhole duratonofthedance wi
conference to attend the conference in-person.

Participants regindtyer ead tfemrd afm\ier twu a ll be registered
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

simplyby I isting them in the AMy delegationodo tab for
Pl ease make sure the environment is in 4ddwe correct

menudb on the top right

Delegation: [?ny!\i

Logged in as Ms. National Focal Point [log out]
MWP: 2nd Global Dialogue

(€) YnFece
@ @ Online Regstration All participants and IFE ccount settings Communication

By adding names to the list on "My \" page you are i i to participate in this meeting. Ensure y: ifore the Confirmation Deadline.

Onsite

Nominate and confirm by

27 Nov 2023

94 day(s), 11 hour(s) left

By adding names to the list on "My ion" page you are inatil ivi to participate in this meeting. Ensure y: fore the Confirmation Deadline.

Virtual-only
Nominate and confirm by

27 Nov 2023

94 day(s), 11 hour(s) left

Onsite Virtual-only

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

Delegation can be sorted by clicking the red titie of each column.
Head of delegation is Nr. 1 in the List Of Participants, Deputy head is Nr. 2.

Please choose at least one head of delegation

Add a new participant

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 Parties & Observer States and User Manual for Parties & Observer S
Read more about changes to the registration system and process.

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. Selectthe MAll Participantsotab to display all of the participants from previous meetings (from
the last 5 years onwards).
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Logged in as Ms. National Focal Point [log out]

Delegation: | Party-A |

&) (C) unrece — . . -
Online Registration All participants My delegation Account settings Communication
All participants
Find participant:
| | Find

O Flrsst‘;":;as't":;me Birth date Email Action

|:] Mx. Juanita Basnet 1980-07-18 | juanita_b@party-a.com Add to delegation

O H.E. Ms. Soline Jackson soline_j@party-a.com Add to delegation

|:] Eunice Kulage 1980-11-18 | eunice_k@mecc.pa Add to delegation

D S.E. Sr. Santhosh Linero Villamizar = 1975-03-16 = santhosh_lv@party-a.com Add to delegation

(| H.E. Ms. Eva Ngoufo Ngumouo 1957-06-06 = minister@mecc.pa Add to delegation

|:| Mr. Martin Qamar 1985-03-03 | r_jackson@mecc.pa Add to delegation

l:] H.R.H. Kirill Sergevich 1987-03-08 | Kirill_s@party-a.com Add to delegation

|:| S.E. Mme Ramooz Timme 1995-08-04 = ramooz_t@party-a.com Add to delegation

Transfer Participants

Nominate individual participants for a meeting b y

clichddgt oheefiegati ono

Logged in as Ms. National Focal Point [log out]

@ (@) UNFCCC
Online Registration

Delegation: | Party-A I

| All participants

“ Account settings ” Communication

My delegation
All participants
Find participant:
| | Findt
O Firsst‘;'l‘_‘;as‘t"r’";me Birth date Email Action
O Mx. Juanita Basnet 1980-07-18 | juanita_b@party-a.com
O H.E. Ms. Soline Jackson soline_j@party-a.com
Eunice Kulage 1980-11-18 | eunice_k@mecc.pa
O S.E. Sr. Santhosh Linero Villamizar = 1975-03-16 = santhosh_lv@party-a.com
O H.E. Ms. Eva Ngoufo Ngumouo 1957-06-06 | minister@mecc.pa
O Mr. Martin Qamar 1985-03-03 | r_jackson@mecc.pa
[0 | H.RH. Kirill Sergevich 1987-03-08 | kirill_s@party-a.com
[J @ S.E.Mme Ramooz Timme 1995-08-04 = ramooz_t@party-a.com

Transfer Participants

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

checkboxes

on

t he

| eft an
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Logged in as Ms. National Focal Point [log out]

Meeting: _ Delegation: | Party-A

@ (@) UNFCCC
Online Registration

H Account settings H Communication

All participants ‘ My delegation

All participants

Find participant:

| | | Find!
O Firsij':i't";’;me Birth date Email Action
Mx. Juanita Basnet 1980-07-18 | juanita_b@party-a.com
O H.E. Ms. Soline Jackson soline_j@party-a.com
Eunice Kulage 1980-11-18 | eunice_k@mecc.pa
[ | SE. sr. Santhosh Linero Villamizar = 1975-03-16 = santhosh_lv@party-a.com
H.E. Ms. Eva Ngoufo Ngumouo 1957-06-06 | minister@mecc.pa
Mr. Martin Qamar 1985-03-03 = r_jackson@mecc.pa
O | H.RH. Kirill Sergevich 1987-03-08 | kirill_s@party-a.com
S.E. Mme Ramooz Timme 1995-08-04 | ramooz_t@party-a.com

Transfer Participants
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3. Select the badge type appropriate to the participant(s) you wish to nominate and click on
0 c o n t. Yon wilkb& able to change the badge type later if required. The possible badge
types are:

1 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 i Party head will be reflected first on top of the public document 1
Final List of Participants.

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

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

9 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

Add participants to the delegation

Badge type: I Party delegate VI

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 Parties & Observer States

Logged in as Ms. National Focal Point [log out] Meeting | UNC 2023 | Delegation I Party-A
(&) ‘."@"5 UNFCCC
CYF W/ Online Registration All participants My delegation Account settings Communication

4. The results of your request are displayed in the green banner at the top of the screen. The
AActiono column in the AIlI participants
included in your delegation.
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