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HOW TO ACCESS & REVIEW NEW EXPERTS'
NOMINATION REQUESTS

National Focal Points, IGO-designated focal points, and ROE Custodians will receive a

welcome email providing you with the access link to the UNFCCC Roster of Experts Portal.
Step 1: Portal

access email If you have not received a welcome email please check your Junk email mailbox and if not
please contact us at: roster@unfccc.int and tools.support@unfccc.int

When an expert nomination request is submitted, the NFP receives an email notification that a
new request is in the Roster of Experts Portal for their review.

New expert nomintation submitted for your approval from Mario DEca Bxonsume x S e B

svc_roe-prd-flow <svc_roe-prd-flow@unfeec365.onmicrosoft.coms @ 1201(1vackasan) & @ €
komy: kunal_luv20, mariodeca22, mrve ~

o Dear National Focal Point,
Ste p 2 . Rece IVe A new profile for Mario DEca has been submitted for your approval.
° I In order to approve or reject the nomination, please access; RosterApp
e m a I It is very important that profiles of experts are approved and thereby added to the pool of experts available to the UNFCCC Secretariat.

t ‘f‘ t M In order to review pending profiles, you need to log into the ROE approvers portal using the email account where you have received this email. You will then be able to verify the pending profiles in the

n 0 I Ica Io n portal. First, you would need to approve or reject the new expert profiles under the Expert Registration section. Please note that you can find the expert's Curriculum Vitae at the bottom of each
experts' registration card. Afterwards, you will need to approve the specific Nomination Task that the experts will be involved in. You can find the Nomination Tasks requested under the
ActiveNominationTask Section.

If you experience any technical issues when logging into the ROE approvers portal please contact: tools.support@unfcce.int indicating your name, Nominating Party and email account and the issue
you are facing (including a screen shot when relevant).

As National Focal Point you can also designate a Roster Custodian, who will then receive the same ROE access rights as a National Focal Point. The roster custodian can then approve, change or
reject pending profiles on your behalf. If you would like to designate a Roster Custodian, please inform us via email: roster@unfecce.int

Thank you for your action,
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Follow RosterApp link in order to view the request.
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Ste p 2 : Dear National Focal Point,

A new profile for Mario DEca has been submitted for your approval. /

O pe N pe 1] d i N g In order to approve or reject the nomination, please access; RosterApp

It is very important that profiles of experts are approved and thereby added to the pool of experts available to the UNFCCC Secretariat.

req u eSt t h ro U g h In order to review pending profiles, you need to log into the ROE approvers portal using the email account where you have received this email. You will then be able to verify the pending profiles in the
portal. First, you would need to approve or reject the new expert profiles under the Expert Registration section. Please note that you can find the expert's Curriculum Vitae at the bottom of each
experts' registration card. Afterwards, you will need to approve the specific Nomination Task that the experts will be involved in. You can find the Nomination Tasks requested under the

ROSte rAp p I i n k. ActiveNominationTask Section.

If you experience any technical issues when logging into the ROE approvers portal please contact: lools.support @unfccc.int indicating your name, Nominating Party and email account and the issue
you are facing (including a screen shot when relevant).

As National Focal Point you can also designate a Roster Custodian, who will then receive the same ROE access rights as a National Focal Point. The roster custodian can then approve, change or
reject pending profiles on your behalf. If you would like to designate a Roster Custodian, please inform us via email: roster@unfccc.int

Thank you for your action,
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Step 4:
Scroll to the
end of the page
to review the
expert's profile
in the request
card

Step S:
Accept or
decline the
approval of

Nomination
Tasks

Step 6: Add a
comment

To start the assessment of the Approva
expert's qualifications, the NFP has Aporos carmment are recquie beor selectiog Aprove o Rejc
to scroll to the bottom of the page R T——
until they find the request card
associated with the nomination. Psconme I
The request card contains the s
profile information and buttons e st
that allow the NFP to record and

submit their decision.

Last Mame Email
DEca mariodeca

Mationality Date of Birth
German; 1990-01-01

Once NFPs have assessed the overall profile, they need to accept or decline the
Nomination Task that the experts have requested to be engaged, based on their
experience. NFPs may see more than one Nomination Task per expert; please approve or
not all the relevant ones in line with the expert's experience.

Approval Nomination ...

DEca, Mario Acceptance decision

Matters related to non-Annex | Party national communications l v Accepted J

DEca, Mario Acceptance decision

In-depth review of Annex | Party national communications | v Accepted | [ X Not Accepted I

DEca, Mario Acceptance decision

Matters related to non-Annex | Party national communications [ v Accepted ] [ X Not Accepted ]

The NFP must provide a comment by clicking "Add comments" on the request card to indicate
the rationale of their assessment. Another window will open where, at the bottom, NFPs can
find the link to the expert's CV.

The available outcomes are:

Approval

Approval Status

Approved - the nomination is approved
Partially approved - the nomination is approved but
not for all the nomination Tasks selected

Approval comments are required before selecting Approve or Reject.

Approval / Rejection Comments

Rejected — the nomination is not approved. Required befors approva or rejection.
r'-’hdd comments
The comment should clearly state the NFP's decision .
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After the comment has been added, the NFP should use the action botons available on the
request card to accept or decline the overall profile. The step confirms the decision in the
system.

Step 7: Accept
or decline the
Approval Status
approval of
nomination
request

Approval

Important: The comment and the final action on the request card are two separate steps.
The comment records the NFP's assessment, while the Approve/Reject action submits the
decision.

After the decision has been submitted, to increase the transparency of the process, the system
automatically sends an email notification confirming the outcome to all NFPs and the

relevant expert.

° . . .
Step 8 New expert nomintation approved for DEca, Mario Bropsume x Y 8 @
° °
Co nfl rm at I o n svc_rne-prd-ﬂnw <svc_roe-prd-flow@unfeccc365.0nmicrosoft.coms = 12:06 (2 yaca Hazap) ﬁ‘r @ —

komy: mariodeca, kunal_luv20, mariodeca22, mue, Roster -

notification Dear DEca, Mario,

Please find attached the confirmation form following the approval of your expert submission.
Thank you for your attention to this matter. Should you have any questions, please do not hesitate to contact us.

Sincerely,
Roster team
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