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1 Introduction
The objective of the Daily Badge System is to allow for more enhanced and flexible participation for observers attending the UNFCCC sessions. It is an add-on
complementary process to enable a more enhanced utilization of the quota for badges for those organizations that would like to bring in certain nominated delegates on

specific dates for the conference.

This manual provides a step-by-step guide on how to use the Daily Badge System in the Online Registration System (ORS) during the pilot phase. Please also see the UNFCCC
website and the short video tutorial for further information. For other ORS functions, please refer to the standard ORS user manual.
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https://unfccc.int/process-and-meetings/parties-non-party-stakeholders/non-party-stakeholders/participation-and-engagement-in-the-katowice-climate-change-conference-december-2018-cop-24
https://unfccc.int/process-and-meetings/parties-non-party-stakeholders/non-party-stakeholders/participation-and-engagement-in-the-katowice-climate-change-conference-december-2018-cop-24
https://www.youtube.com/watch?v=bQjjnyds3j8&feature=youtu.be
https://onlinereg.unfccc.int/onlinereg/public/UNFCCC_ORS_User_Manual-Observer_Organisations.pdf

2 Step-by-step guide

1. Loginto your ORS account (https://onlinereg.unfccc.int/onlinereg/acl users/multipas/login_form).

File Edit View Favorites Tools Help

Online Registration login page

Login name: |DCP_Earth@web.de ‘

Password: eeeeesssseee |

| Log in |

Forgotten vour password ?
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2. Select the appropriate meeting from the “Meeting” drop-down in the upper right corner, then go to the ‘My delegation’ tab.
a. Before being able to enter daily badges, you must confirm your delegates as per the regular process.
b. Select the attendance dates and save.

-— - = IS 1
File Edit View Favorites Tools Help

IMPORTANT: UNFCCC has set a quota for your organisation

Negotiations You must now confirm exactly who will be participating. A
Ensure you confirm your participants before the Confirmation Deadline.
Step 1: Nominste by Step 2: Your quota is Step 3: Confimm by e A o ot o e
07 Sep 2018 26 Nov 2018 conference documents
Deadline passed Check Attendance column for blance 27 day(s), 5 hour(s) left fo confirmed delegates

Ensure that the correct meeting/session
is selected.

Extended nomination periog for COP24:

ORS will remain open for inati until 24 2018, midnig!

ORS will be open for ion of rep: i from 1 October until 26 November 2018, midnight CET.

| Negotiations

Filter participants:

J Filter! /\
Head of delegation is Nr. 1 in the List Of Participants.

P Attendance
. alutation 2 > 5
Order in LOP ot [ L aat miie Badge type Status Week 1 Week 2 Vﬂ still required? Action [?] Documents [?]

O
3outof3left 3 outof3left
O Mr. Muhammad Bauer | Observer-NGO Nominated, pending DCP/NFP conf‘\ation O O An\dance dates [(Edit | [ Remove || ] | [ ]
O Mr. Horaco Cardoso Observer-NGO Nominated, pending DCP/NFP coﬁrmatlon O O Aneﬁance dates [ Remove || | | ] ]
O Mr. David Dayasin Observer - NGO head | Nominated, pending DCP/NFP clfnfirmation O O Attendfince dates [[Edit | [Remove || ] | E |
O Ms. Zohreh Gawrillota = Observer-NGO Nominated, pending DCP/NFP fonfirmation O O Attenddhce dates [(Edit | [ Remove || | =nt |
O Mr. James Hilderswand | Observer-NGO Nominated, pending DCP/NFP fonfirmation O O Attendaljce dates | [ Edit | [ Remove || ] | [ 1
O Ms. Ave Mannaman Observer-NGO Nominated, pending DCP/NFP Ronfirmation O O Attendaffce dates [[Edit ][ Remove || | | amenl_|
O Ms. Sara Moisuavin Observer-NGO Nominated, pending DCP/NFP Jonfirmation O O A dates [[Edit | [Remove || ] | ]
O Ms. Elena Musterfrau Observer-NGO Nominated. pending DCP/NFP O ] dates [(Edit | Remove || | |
? Once attendance is se|ected' the ‘save’ CPINFP c‘ﬁrmation O O Attenfnce dates | [Edit | [ Remove || | | & ] ]
9| button will appear at the bottom. oo con\maton 0 O Atofance dats Remoe. ——
[} CPINFP conﬁ*ﬂon O [} lfndance dates [[Remove || ] | (& ]
Ws. Monica Seilman Observer-NGO an DCP/NFP conﬁrma\ O O /nendance dates [(Edit | [ Remove || | | | |

y -
{(Add a new participant | | Export whole delegation to csv |

Should you have technical problems accessi Se contact the UNFCCC Service Desk.

Should you have questions regarding your delegation, please use Communication tab. Show desktop
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3. Delegates for which the attendance period has been saved can be confirmed — this part has not changed and is as per the usual process.

File Edit View Favorites Tools Help
S IMPORTANT: UNFCCC has set a quota for your organisation.
Negotiations You must now confirm exactly who will be participating. ) A
Step 1: Nominate by Step 2: Your quots is Step 3: Confirm by e i Downioand s provide Ensure you confim your before the C Deadiine.
07 Sep 2018 26 Nov 2018 conference documents
Deadiine passed Check Attendance column for balance 27 day(s), 5 hour(s) left o confimned delegates.
Extended nomination period for COP24:
ORS will remain open for nominations until 24 September 2018, midnight CET.
ORS will be open for confirmation of representatives, from 1 October until 26 November 2018, midnight CET.
Negotiations
Filter participants:
‘ Filter!
Hea\of delegation is Nr. 1 in the List Of Participants.
Attendance
- Salutation 2 3 <
O ‘Prderin LOP Flskl East i Badge type Status Week 1 Week 2 Data still required? Action [?] Documents [?]
Ooutof3left 0 outof3left
%7} 999 Mr. Bauer | Observer-NGO Nominated, pending DCP/NFP confirmation %3] = [ Remove |[ Confirm | (= ation A
O 999 Mr. Horaco Cardoso Observer-NGO Nominated, pending DCP/NFP confirmation O ] Attendance dates Remove |[ Caninm | [Een 0 & |
[ 999 Mr. David Dayasin Observer - NGO head | Nominated, pending DCP/NFP confirmation %] ] Remove |[ Confim | | (B0 ]
O |: 999 Ms. Zohreh Gawriliota | Observer-NGO Nominated, pending DCP/NFP confirmation ] | Attendance dates [Remove | [Commm | | [BNen ]
O I: 999 Mr. James Hilderswand | Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [(Edit | [Remove | [E&F | @ ]
7} |: 999 Ms. Ave Mannaman Observer-NGO Nominated, pending DCP/NFP confirmation M O [ Remove |[ Confirm | ) |
O [ 209 Ms. Sara Molsuavin Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates Remove | [Gonmm | | [ENom |
999 Ms. Elena Musterfrau | Observer-NGO Nominated, pending DCP/NFP confirmation O ] Remove |[ Confirm | T wie it
¥} 999 | Mr. Marco Mustermann | Observer-NGO Nominated, pending DCP/NFP confirmation O ] [_Remove |[ Confirm | at v ent |
(] 999 Mr. Boris Pelufo Observer-NGO Nominated, pending DCP/NFP confirmation L] L] Attendance dates [ Remove | [Eaaim | 0 B Tl
O I Mr. Santosh Rodriges Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [Remove | [Zoniin | [ B Nominat 3|
Ms. Monica Seilman Observer-NGO Nominated, pending DCP/NFP confirmation 0 (] Attendance dates Remove |[Commm | | [BNan A ]
Add a new partic Confirm selected | whole to csv
Should you have technical problems accessing ORS please contact the UNFCCC Service Desk.
Should you have q i you ion, please use C i 1 tal v
—l _= B g p— ECEE | g ) e— | =]
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4. To request daily badge(s), go to the ‘Communication’ tab and select ‘Daily badge request’ from the drop-down menu ‘Type’. Please note that, in some cases, it can
take up to 30 minutes for the option “Daily badge request” to appear in the drop-down menu after delegates have been confirmed. Please try in 30 minutes if you do

not see this option.

File Edit View Favorites Tools Help
Logged in as Ms. DCP Earth [log out]

| 7 ©) uNFece
& Online Registration

Communication ecretariat

) -

UL Ciher (Reguian) 0]
Request to extend

Add fnew message* | Quota Increase Request

Replacement Request
Daily badge request

g}

[ save and continue |

% - mandatory field

Unread messages are displayed in bold text.

Nominator: Iniciativas for earth

Should you have technical problems accessing ORS piease contact the UNFCCC Service Desk.
Should you have questions regarding your delegation, please use Communication tab.

— 311 — Tir

| QP | G— | ge—

T

All participants ‘ My delegation ‘ Account éngs H Communication ‘

ORS daily badges user manual-V4-14/05/2019
5




File Edit View Favorites Tools Help
Logged in as Ms. DCP Earth [log out]

5. Select the ‘donor’ of the days for the daily badge. Then select who of your nominated delegates will receive the daily badge.

UNFcCC
Online Registration

'@

Communication with the Secretariat

Meeting: _ Delegation: | Iniciativas for earth |

You are entitled to submit equests out of total 3.

ype* | Daily badge request

Daily badge donork ‘ Mr. David Dayasin - [both weeks]

'Who shall get daily badge*

selec|

Mr. Horaco Cardoso
Badge valid from* | Ms. Zohreh Gawrillota
Mr. James Hilderswand
Badge valid to* |Ms. Sara Molsuavin ]
Mr. Boris Pelufo

Mr. Santosh Rodriges
Ms. Monica Seilman

Reason

2

* - mandatory field

Unread messages are displayed in bold text.

. Nominator: Iniciativas for earth

Should you have technical problems accessing ORS please contact the UNFCCC Service Desk.
Should you have guestions regarding your delegation, please use Communication tab.

m

’ All participants ” My delegation H Account settings H Communication L
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Enter the period of validity for the daily badge. Continuous days can be processed as a single daily badge request (e.g. a daily badge for 3 consecutive days from 8-10
December, will be treated as a single request — given the donor badge originally covers the requested dates as in the example below “both weeks” — please also see the
examples in section 3 below and the FAQs). For non-consecutive days, individual requests are necessary (e.g. one request for 8 December, a second request for 10
December) and the steps have to be repeated in the communication log. Note that the Donor can be a different confirmed delegate for each request.

J file Edit View Favorites Tools Help

Logged in as Ms. DCP Earth {log out]

weetng: [EORBINMNN  0eg-ton: | Inciatvas for carh

@ @} g:\‘ﬁfﬁ%‘q" stration

Communication with the Secretariat

You are entitled to submit 3 daily badge requests out of total 3.

Type* [Daily badge request

Daily badge donor® | Mr. David Dayasin - [both weeks]

=

& ™

Who shall get daily 3

1 [?]

Badge valid from* | 08 Dec 2018

Badge valid to*

10 Dec 2018

g
~ ™

| Save and continue

* - mandatory field

Unread messages are displayed in bold text.

Nominator: Iniciativas for earth

Should you have technical problems accessing ORS please contact the UNFCCC Service Desk
Should you have questions regarding your delegation, please use Communication tab

All participants H My delegation Account settings Communication

L1l GE—— R

- ———

T

|| up— ——— |
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https://unfccc.int/process-and-meetings/parties-non-party-stakeholders/non-party-stakeholders/participation-and-engagement-in-the-katowice-climate-change-conference-december-2018-cop-24

A confirmation message will appear after the request is successfully saved. Please note that, in some cases, such as with addition of a new participant, it may take

longer for synchronization, we hence recommend to use the existing nominations as much as possible. Note that most requests will be processed immediately,
however, certain requests may require an approval from the secretariat depending on a variety of factors. In such cases, the status will not be confirmed and the

secretariat will try to approve these within 3 working days.

File Edit View Favorites Tools Help

TOYgET T &S WIS, DCP Earn (107 001

TVIEENTIT. — DETEgAnoIT T TNICIANvas 1or earmn |

@ ) UNFcce
# Online Registration

A

Communication 1 new

Al participants H My delegation H Account settings ‘

Communication with the Secretariat

Type* | Other (Regular)

& ™

Add a new messageX

[ save and continue |

* - mandatory field

Unread messages are displayed in bold text

Nominator: Iniciativas for earth

Request for daily badge.

Confirmed participant: Ms. Ave Mannaman, attendance: 02-09 Dec 2018,
Daily badge for: Mr. Boris Pelufo, attendance: Undefined,

Requested periog, D208 L
Coge

Vis. DCP Earth, Wednesday, 31 Oct 2018, 10:39

Your Request for daily badge has been approved.
Ms. DCP Earth, Wednesday, 31 Oct 2018, 10:39

Request for UTmmaagag
Confirmed participant: Mr. David Dayasin , attendance: 02-14 Dec 2018,
Daily badge for: Mr. Santosh Rodriges, attendance: Undefined,
Requested period: 05-07 Dec 2018

Comment:

Ms. DCP Earth, Tuesday, 30 Oct 2018, 18:45

Your Request for daily badge has been approved.

Ms. DCP Earth, Tuesday, 30 Oct 2018, 18:45

Request for daily badge.

Confirmed participant: Mr. David Dayasin , attendance: 02-14 Dec 2018,
Daily badge for: Ms. Sara Molsuavin, attendance: Undefined,
Requested period: 08-10 Dec 2018

Comment:

[ e pa—— E—

Tr

T — T
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8. Please click on “My Delegation” tab to see the full list with the Daily Badge requests displayed in red, as shown in the encircled areas below.

I[M‘ Edit Yiew Favorites Jools Help

Negotiations You Mt now Confirm ity who Wit D arte
. St Maiinte by I Bt Yoresth ' o St Oy 1 Emure you contm your parscoants bofore Me Contrmaton Deadine A
Lnee oy 3 ! - v { Trmp 4 (rmr ol ool proie
3 || 26 Nov 201 rorderence documerts
Crwce Adwrcwrnm S Wr dawen | 37 deyinl 5 bowrla) W J © oordree Gelmgets.

Extended nomination period for COP24:

GRS il reman open S nominations until 24 September 2013 musngnt CET
ORS it b cpen for confimmation of representatives, from 1 Ociober until 26 November 2018 mingrt CET

Nogotanonm

Fiter paricoants

Fitert
+0ad of delegation i Nr 1 m e List Of Parscipants
Atteosance
Order m LOP Saletation Badge type Ststus Data still reguired? Action [7] Docwments |7}
q First) Last neme Week 1 Woek 7 = s
Doutofdleft  0outof el
w5 W Mutammad Gauer Otsarve!-NGO Regatered. ackrowkedpement sent 1o partcigant v Edi B Nomnadion Adinosiedgément
o e W Horaco Candoso Otsarvet-NOO Nomseaned. pendng DCPOGFP confematon O - Afllendanie Sates Eot | [ Faeow o]
& Davia Daryaes earves - N I Regatered, simowledgement 1ot 1o partc part I o~ Ty
il W. Dovio Dinyes TRV - NOO ST Dty bodpe for Ms. Saca Motsuavin for 68-10 Dec 2045 ; Daity badge Soe Mr. Santosh Rodriges for 05.07 Dec 2018 v 4 L 1 Nomnation Acnceiedgement
0 £ M. Zotroh Oaarlicts Olserver-NOO 0 0 Atlendance catey for ][ Remow [+]
e NrJames Hiderswand | Oteerver-NGO Nomnated, pending OCPINFP confiematon ] [ Afieodance dates Eot || Remove [ <]
0 we My Ave Vamaman Otserver-NOO ROgrtennd. 3inowiooomant 60t 55 Dartcpant v (a1 a NOTENIon ACKnoaiea)ement
P S 'Sarh Kiakamia AR, Nominated, pending DCPNFP conftrmaton 4 =
O e . Sara Molscavy SRVt -NOH Dety 10 05-90 Dec 201 48 liees Of Mr. David Deyasin Aleecance dates Eot | [ Hemow <]
O v M Elena Masloday  Otserver-NGO v ] ) Fiomnation Acirowiedgeert
[ e M. Maeco Musiormans — Oosenver-NGO ROGMIMOD. JCTOWIDMTN SO7T 10 PACHAnt v fat 8 Nominaton Acknowsecgement
O e M. Bors Pelufo Otstrver-NGO Nomirated. pencing DCPINE P confirmation o L Attendance cales £ot || Resiow [ <]
N Sartosh Rod NGO Nomnaned, pendeyg DCPINFP conflamation 1 . - Gon
L5 Bosh Roary Josarvet-NGO Far O
w g oo aiahisits I Dasty bodge for 05.07 Dec 2013 i ew of Mr. David Dayasin I : Aiandence dstes AL a
[ e My Motsca Sedman Nomsnated, pendey DOPINSP confemation Cl 0 Atlendance dates £ot 1| Remove 4]
ASS 3 new pancgant Downioad P Expon whow 10 eov¢

Shoud you harve Sechneal protlems
Shouk you Rirel GUOSIOnS g

_ = . Em— S EE L S| B B e | EE— i | T T

Note to DCPs: It is the responsibility of the DCP to inform the Donor of the changes, i.e. that his/her attendance days have been partly assigned to a Recipient via the Daily
Badge System. Although ORS sends automatically an email to all involved (Donor, Recipient and DCP), this might not be seen or end in Spam folder. Kindly note, that the
Donor cannot claim that he did not know.
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3 Daily Badge request example

The example uses dates from the COP 24 registration to illustrate the process. Please see ORS and the UNFCCC website for information on the respective session for which
the Daily Badge system is open.

Week 1: 02-09 December
Week 2: 10-14 December
Both weeks: 02-14 December

- Continuous days will be processed as a single daily badge request, e.g.
o Daily Badge for 3 consecutive days from 4-6 December (single week)
= will be treated as a single request as the Donor badge originally covers the requested dates. In this case donor needs to be confirmed for “week 1”.
= remaining days (2-3 December + 7-9 December) will consequently stay with the Donor who was initially assigned the quota.

= Due to technical reasons, the Donor may have to proceed to the Daily Badge Helpdesk in order to get the second badge. In most cases, the
Donor should be able to be issued the badge at the Daily Badge Registration.

o Daily Badge for 3 consecutive days that overlap the week split e.g. 8-10 December

= will be treated as a single request —in case the Donor Badge originally covers the requested dates. In the given case, the Donor needs to be
confirmed for “both weeks”.

= will be treated as two requests — in case the Recipient will be donated days from two different donors, e.g. Donor 1 is confirmed for week 1, Donor
2 for week 2. The Recipient shall receive two days from Donor 1, i.e. 8-9 December plus one day from Donor 2, i.e. 10 December.

= remaining days will stay with the Donor who was initially assigned the quota.

= Due to technical reasons, the Donor may have to proceed to the Daily Badge Helpdesk in order to get the second badge. In most cases, the
Donor should be able to be issued the badge at the Daily Badge Registration.

- Non-consecutive days are considered as individual requests: e.g. one request for 8 December, a second request for 10 December, etc. The steps to request a daily
badge have to be repeated in the communication log.

= Due to the technical reasons, the Donor may have to proceed to the Daily Badge Helpdesk in order to get the second badge. In most cases, the
Donor should be able to be issued the badge at the Daily Badge Registration.

ORS daily badges user manual-V4-14/05/2019
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Note: Every initially confirmed delegate (i.e. who has been assigned a slot of the allotted quota) can become the Donor for a non-confirmed delegate (the to be Recipient).
Hence, the Donor can be a different confirmed delegate for each request.
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4  Support

Note that this system is being launched as a pilot. The UNFCCC service desk is the first point of contact for any technical issues. In case of registration related errors or
queries, please submit a query through the communications log of the ORS system. The contacts are linked on the bottom of each page in your ORS account. If your

reported issues are still not resolved, you can contact cool@unfccc.int.

[ —

File Edit View Favorites Tools Help

IMPORTANT: UNFCCC has set a quota for your organisation.

Negotiations You must now confirm exactly who will be participating.
S Ensure you confirm your particip: before the Ci ion Deadline.
Step 1: Nominste by Step 2: Your quota is Step 3: Confirm by i
Step 4: Downiosd and provide
07 Sep 2018 3 26 Nov 2018 conference documents
Deadiine passed Check Attendance column for balsnce 27 day(s), 5 hour(s) left 0 confimned delegales

Extended nomination period for COP24:

ORS will remain open for nominations until 24 September 2018, midnight CET.
ORS will be open for confirmation of representatives, from 1 October until 26 November 2018, midnight CET.

Negotiations
Filter participants:
‘ Filter!

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

Attendance
[ | OrderinLOP S (ation Badge type Status Weer1 Week2 | Data still required? Action [2]

First / Last name
3outof3left | 3 outof 3 left

Documents [?]

O Mr. Muhammad Bauer | Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | [
O Mr. Horaco Cardoso Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | ||
O Mr. David Dayasin Observer - NGO head | Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || ] | &
O Ms. Zohreh Gawriliota | Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates Remove | [ | =
O Mr. James Hilderswand | Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates Remove | [ | [ ]
O 999 Ms. Ave Mannaman Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | [
O @ Ms. Sara Molsuavin Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [Remove [ | [E=H
O Ms. Elena Musterfrau Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [Remove || | =l
O Mr. Marco Mustermann | Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | [
O 999 Mr. Boris Pelufo Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | [
O Mr. Santosh Rodriges Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | [
O Ms. Monica Seilman Observer-NGO Nominated, pending DCP/NFP confirmation O O Attendance dates [ Remove || | [

Add a new participant

Should you have technical problems accessing ORS please contact the UNFCCC Service Desk.
Should you have ing you , please use Communication tab.

Show desktop
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