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About this guide

The submission portal not only provides public access to submissions by Parties for
consideration by the main bodies under the Convention and the Kyoto Protocol and the
ability to retrieve them via submission search, it also enables Parties with access rights
to directly upload their submissions via the submission screen and make them available
on the portal in real time.

A step by step guide to Parties to help them upload submissions is provided in pages 9-11
below. Pages 3-8 provide guidance on how to find calls and related submissions.



Finding calls and related submissions

Submission Search

Submission search helps users to find submissions and calls they are interested in. The
following image is a screenshot of the submission search. The screen contains two parts
presented in columns. The first part is the refinement panel which is displayed in the left
column. The second part shows the results panel, where all calls and related submissions
will be displayed.

Refinement panel Results panel
Search The following call for submissions returned based on Years as Open,Annual,2016,2015,2014 Submissions from as
Parties

Body(ies) 2014

[ ~ADP

D CMP SUBMISSIONS FOR CONSIDERATION AT SBSTA 41

E cop Methodological guidance for activities relating to reducing emissions from deforestation and forest
S8 degradation and the role of conservation, sustainable management of forests and enhancement of

O forest carbon stocks in developing countries

[ SBSTA

Session(s)
[E] ADP 2-6 (October 2014)

[F cMP 10

[E] <OF 20

[E] 5B 40

[F]sB a1

[F1=RT 40

Theme(s)

[F] Adaptation Fund

[F] Science and Research

1.

I

w .

Views from developing country Parties on experiences and lessons learned from their development of
systems for providing information on how all the safequards are being addressed and respected and
the challenges they face in developing such systems.

FCCC/SBSTA/2013/3, paragraph 29

(Deadline 24 September 2014)

Mo submission has been made yet

Methodological guidance for activities relating to reducing emissions from deforestation and forest
degradation and the role of conservation, sustainable management of forests and enhancement of
forest carbon stocks in developing countries

[ Afforestation and Reforestat
[F] Clean Development Mechanism
[F]Long Term Global Goal (2°C)
FI1LILCF (1 and Lisa. |and Lse )
Year(s)

[#] Cpen

[#] Annual

#2016

@] 2015

@] z014

Views from Parties and admitted observer organizations on the type of information from systems for
providing information on how all the safequards are being addressed and respected that would be
helpful and that may be provided by developing country Parties

FCCC/SBSTA/2013/3, paragraph 30

(Deadline 24 September 2014)

Mo submission has been made yet

Nairobi work programme on impacts, vulnerability and adaptation to climate change




Refinement Panel
e Search: Allows users to search with keywords. Keywords will be searched within
the title, issue and mandate of the calls for submission. Currently, this function

does not search keywords within submissions contents.

Below an example of a search by keyword:

)
C L‘P‘ Submission Partal *"Home
i

e

The following call for submissions returned based on Keyword as FVA Years as
Open,Annual,2020,2017,2016,2015,2014 Submissions from as Parties

e 2014
[cme
[]cop SUBMISSIONS FOR CONSIDERATION AT SBSTA 41
ImEE Framework for various approaches (FVA)
[]15B5TA Views on the design and operation of a framework for various approaches including on approaches
developed or being developed by Parties
Session(s)
[]cmP 10 SBSTA/2014/2, para 166
~
P 3 )
[Jeor:2a (Deadline 22 September 2014)
[]sB 40
[se41 Party Date of submission Submission
[]sBI 40 v

Liechtenstein on behalf of the Environmental =
MSAT 41 ‘ 08 October 2014 ™ 2014 10 EIG on FVA(B7 kb)
Integrity Group (EIG)

Themeal<) o

e Bodies: Allows user to filter calls for submissions by bodies

Below an example of a search by body:

)

y Submission Portal »*Home
A

Search

i-i0*
The following call for submissions returned based on Years as Open,Annual,2020,2017,2016,2015,2014 Bodies as
SBI Submissions from as Parties

Body(ies)

[Jcmp i
[JcoP
[ 581 SUBMISSIONS FOR CONSIDERATION AT SBI 41

Enhanced action on mitigation, A. Nationally appropriate mitigation commitments or actions by
< < =

SESTA
[|SBSTA developed country Parties (UNFCCC b | reporting for developed countries)

Session(s) Views from Annex I Parties on their experience with reporting the first biennal reports.
[ssi 40
SBI 4
[]set 41 Decision 2/CP.17, paragraph 17, FCCC/SBI/2014/8, paragraph 14
[]=e142 {Deadline 20 August 2014) Extended deadline
D SBI 46
Theme(s) Party Date of submission Submission
Adaptation -
L» - A United States of America 27 September 2014 Bus. Expeiehes BIERatng REs ennad
[T Capacity Building Rennrt Suhmissinnf 182 khl



e Sessions: Allows user to filter calls for submissions by sessions

Below an example of a search by session:

N

.\j Submission Portal »*fHome
i’

Search The following call for submissions returned based on Years as Open,Annual,2020,2017,2016,2015,2014 Submis
from as Parties

Body(ies) 2014

=

[Jcor SUBMISSIONS FOR CONSIDERATION AT COP 20

[ser Appropriate methodologies and systems used to measure and track climate finance

[1sBs5TA Information from developed country Parties on the appropriate methodologies and systems used to

measure and track climate
Session(s)

[Jcme 10 Decision 5/CP.18, paragraph 10
~
OP 2 f ‘
Mc 0 (Deadline 01 May 2014)
s 40
[dsBat Party Date of submission Submission
[T15BI 40 v =

e Themes: Allows user to filter calls for submissions by themes. Please note that
within ADP, it is currently only possible to search for two themes: Workstream 1
and Workstream 2.

Search The following call for submissions returned based on Years as Open,Annual,2020,2017,2016,2015,2014 Themes as
Finance Submissions from as Parties
Body(ies) 2014
[]cmMe
[Qcoe SUBMISSIONS FOR CONSIDERATION AT SBI 41
[se Further guidance to the LDCF
[]sB5TA Information from Parties and relevant organizations on their experiences with the implementation of
the remaining elements of the least developed countries work programme, considering the options
Session(s) contained in the report of the twenty-first meeting of the Least Developed Countries Expert Grou,
DCMF 10 LEG).
~

2
[1eap-20 Decision 10/CP.18, paragraph 8
[]sB 40

{Deadline 01 August 2014)

Party Date of submission Submission

Theme(s)
[]Adaptation

[]Capacity Building
[ Education, Training and Publ
Finance

[]Kyoto Mechanisms
FHEE fand lies Tand 1)

Nepal On behalf of the Least Developed 29 August 2014 = Nepal Submission on Behalf of LDCs
Countries ) . LDCF [final](296 kb)

Second review of the Adaptation Fund

Views from Parties and ohserver organizations, as well as other interested international organizations
™ stakeholders and non-gevernmental organizations involved in the activities of the Adaptation Fund and
imnlementinn entities acrredited hv the Adantation Fund Roard nn the review nf the Adantation Fund




e Years: Allows user to filter calls for submissions by year:

on Portal »"Home

Seaith The fallowing call for submissions returned based on Years as 2016 Submissions from as Parties
2016

Body(ies)
Ceme SUBMISSIONS FOR CONSIDERATION AT SBSTA 44
[Jcor Issues related to agriculture

SBI
a . Views on identification of adaptation measures and assessment of agricultural practices and
[]sBsTA technologies to enhance productivity in a sustainable manner

Session(s)
C]cMp 10
[]coF 20

~ (Deadline 0% March 2016)

No submission has been made yet

W
SUBMISSIONS FOR CONSIDERATION AT SBI 46
Theme(s) Information from Parties and relevant organizations on how they have impl ed capacity-buildi
[] Adaptation i s in those countries with economies in transition that are currently receiving support. Parties
= ~ include this information as part of their annual submissions on capacity-buil in accordance
[[] Capacity Building with decision 4/CP.12, paragraph 1(a).
[[] Education, Training and Publ
[JFinance
[ kyoto Mechanisms vy Decision 21/CP.18, paragraph 5
TILULLICF (L and Lise. | and lisa (Deadline 29 February 2016)
No submission has be de yet
- o submission has been made ye

buildi

Information from Parties and relevant organizations on how they have impl

ed capacity
ng support. Parties
ing in accordance

acti < in those countries with economies in transition that are currently rece
“ could include this information as part of their annual submissions on capacity-buil
with decision 4/CP.12, paragraph 1(a).

Results panel

e Highlight section: Displayed on top of the search result. It states which filter
criteria have been applied for the result.

)
C J\j Submission Portal *WHome

N

=

Search The following call for submissions returned based on Years as 2014 Bodies as COP Themes as Finance Submissions
from as Parties

Body(ies)

[Jcme

c@: SUBMISSIONS FOR CONSIDERATION AT COP 20

[Oset Appropriate methodologies and systems used to measure and track climate finance

[]sBsTA Information from developed country Parties on the appropriate methodologies and systems used to

measure and track ate finance.

Session(s)

[Jcor 20 Decision 5/CP.18, paragraph 10

Theme(s) (Deadline 01 May 2014)

[]Adaptation

[]Capacity Building
[]Education, Training and Publ
[1Finance

Party Date of submission Submission

Japan 13 June 2014 @ 20140613 _japan(136 kb)



e Paging section: Displayed on the right corner. It allows user to navigate between
pages.

Submission Portal »WHome

Search
L 1 N e S D S S i S B

Body(ies) 2014

=l

¢ Year Grouping Section: Results are grouped by year first (starting with current
year).

Submission Portal »Home

Search

10t
0o call for submissions returned based on Submissions from as Parties

Body(ies)
[]cmp
[]cor R4S STONS FOR CONSIDERATION AT SBSTA 41
[se1 Framework for various approaches (FVA)

SBSTA
[1=BsTA Views on the design and operation of a framework for various approaches including on approaches
Session(s) developed or being developed by Parties
[Jcme 10 " SBSTA/2014/2, para 166
[1CoP 20

e Body/Session Grouping Section: After grouping by years, results get sorted by
reverse alphabetical order of body/session (upcoming sessions first, starting with
SBSTA). Those calls for which the submissions are not to be considered at a
particular session will come up last within a particular body.

Submission Portal »Home

Search

1wt
The following call for submissions returned based on Submissions from as Parties
Body(ies)
Dos 2014
[]cor SUBMISSTONS FOR CONSIDERATION AT SBSTA 41
[se1 Framework for various approaches (FVA)
SBSTA
[1=BsTA Views on " ” T:
Session(s) developed or being developed by Parties
[Jcme 10 SBSTA/2014/2, para 166
1o 20 (o



Calls for Submission Section: Call for Submissions are being listed within
body/session grouping by alphabetical order of issue under which a particular call
will fall. It displays the issue, submission title — highlighted in blue (as provided
by mandate), mandate, and deadline for submission.

Submission Portal WHome

Search
1-10*
The following call for submissions returned based on Submissions from as Parties

Body(ies) 2014
[Jcme
[Jcop ONE FOR CONSIDERATION
[ser Framework for various approaches (FVA)
3637 Views on the gesmrangoperaton of a framework for various a

z developed or being developed by Parties
Session(s)
[]cMp 10 SBSTA/2014/2, para 166
rcop 20 )

Submitted Document Section: Submitted documents are displayed by
chronological order of submission (latest first) with the following information;
Party’s name, date of submission and document link.

Submission Portal *"Home

Search
1-10 *
The following call for submissions returned based on Submissions from as Parties

Body(ies) 2014
CJcme
D cop SUBMISSIONS FOR CONSIDERATION AT SBS5TA 41
[]sBIL Framework for various approaches (FVA)
[]5BSTA

S Views on the design and operation of a framework for various approaches including on approaches
Session(s) developed or being developed by Parties
fJcue 1o N SBSTA/2014/2, para 166
]cop 20 i B
[]s8 <0 (Deadline 22 5

5B 41
[E]28:41 Date of submission Submission

SBI 40 v

o Liechtenstei behalf of the Envi tal

ImECES SRt RIS SRR, 66 Bctaber 004 B 2014 10 E16 on FUAGE7 Kb)
h (=) Integrity Group (EIG)

eme(s
[ Adaptation Japan 02 October 2014 T Fva_tapan(7s4 kb)

[[] Capacity Building

) . Italy and the European Commission on
[[] Education, Training and Publ

behalf of the European Union and its

[JFinance Member States. This submission is
30 September 2014 ~09-29-] ission(75
[ kvota Mechanisms v DDkl L A B B el eptember I@ IT-09-29-FVA EU submission(75 ki
FLLCF (Tand Lise. Land Lise C crzegavina, the Former Yugoslav Republic
of edonia, Montenegro and Serbia.
Year(s)




Uploading and publishing submissions

Access rights

The submission portal is a public site. However, for Parties to be able to upload
submissions, access rights are required. Parties can obtain them by having their
National Focal Point contact: submission-info@unfccc.int.

Access rights will then be sent back (within maximum 2 working days) and will be
comprised of a user’s name and a password.

Once a Party user has received their access rights, the user needs to click on the relevant
call for submission title (highlighted in blue in the result panel).

Submission Portal *Home

Search
The following call for submissions returned based on Submissions from as Parties

Body(ies)

Jcme 2014

[Jcor SUBMISSIONS FOR CONSIDERATION AT SBSTA 41
D SBI

[]sesTA

Session(s)
cme 10

[Mcoe 20

This will prompt the user to enter their log-in details in the field as shown below:

Application and Network Access Portal I

Log On

User name: | |

Password:

For security purposes, when you finish working with this sile do one of the following
» Click the Logoff bution fo log off from the site
* (ose all browser windows (including applications that are open in other windows)

Clic

This site is intended for aufhorized users only
If you experience accass problems contact the site administrator

@ 2010 Microsoft Comporation. All rights reserved. Terms and Condilions.



Once logged in, the page will show the submission screen for the chosen submission call,
allowing the user to search for the file to be uploaded and published:

My Work Manage Submissions

Information on nominations from Parties of their national designated entities in accordance with decisions 2/CP.17 and 14/CP.18.

Submitted by:

If this submission is made on behalf of a group of Parties/organizations, please enter below the exact text:

Please select your submission here:
Browse...

Submission should be a Micresoft Word or a PDF document
In case of a Microsoft Word document, please make sure that your file is protected.

The name of the Party submitting the document appears automatically in the “Submitted
by” field as individual credentials are linked to a country. This means that the credentials
may be shared by more than one Party user.

A text field under the Party’s name allows the user to enter additional information on the
document to be uploaded, as appropriate. In particular, if the submission is done on
behalf of a group of Parties, this can be indicated in this field, starting with “on behalf of”
and followed by the name of the Parties/group of Parties.

Clicking on “Browse” will allow the user to browse their computer and select the file to
be uploaded. To protect submission documents from unauthorized changes, please upload
them as PDF documents or make the MS word documents as read only. Clicking on the
submit button will store these inputs in the system.

Please note that there may be a delay of up to 30 minutes between the uploading of the
file and its publication on the public site. Refresh your page by clicking simultaneously
ctrl and F5 keys. Should the submission not appear after a longer delay, please contact
submission-info@unfccc.int.
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My Submissions Screen

After the submission, the user will be redirected to the “My Submissions” screen where
they can track the status of their submissions: Submitted and/or Published. This screen
can be accessed via the “Manage Submissions >> My Submissions” menu as well.

My Submissions

Status

Submitted Name
18 Feb 2014 Review guidelines Published
18 Feb 2014 Revizion to the eligibility of lands as CDM afforestation and reforestation project activities Published

For any questions on the portal, please contact submission-info@unfccc.int.
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