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1 Overview
1.1 What the System does for you

The UNFCCC Online Registration System facilitates communication between the Designated
Contact Point (DCP) of the UN system organizations / Specialized UN Agencies and the
UNFCCC secretariat, with the aim of enhancing the efficiency of the nomination process for
UNFCCC sessions.

As a Designated Contact Point, the primary objective when using the UNFCCC Online
Registration System is to obtain a “Nomination Acknowledgement” document that is sent to
each individual the UN system organizations / Specialized UN agencies 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 DCP 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 DCP, the downloaded
document will no longer be valid. Informing the respective participant upon
deregistration to the session is solely the responsibility of the DCP!

1.2 What the System does

The UNFCCC Online Registration System permits a Designated Contact Point to:

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

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

¢ Nominate individuals to participate in UNFCCC sessions;

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

e Confirm the participation of nominated participants and download a “Nomination
Acknowledgment” document for each confirmed and registered participant. The
participant should present this document upon arrival at the session.

Use of the Online Registration System is not optional. All UN system organizations /
Specialized UN agencies 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

e The System does NOT give login permissions to participants. The Desighated Contact
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 Designated Contact Point contact details

Before a Designated Contact Point can use the System, the Designated Contact Point’s contact
details must be up to date with the UNFCCC secretariat, specifically the name and email
address registered for the Designated Contact Point with UNFCCC.

Existing processes must be used to update these contact details (i.e. a letter from the UN
system organization or the Specialized UN agency 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:

e Salutation

e Given Name

e Family Name

¢ Relationship to nominator?!
e Functional title!

e Department?

e Home organization?

e  Country of Nationality

e Country of Residence

e Residence City

e Badge Type

e Order in List of Participants
e Email Address

e |s UN staff member

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

o Date of Birth

o Official Identification Document Number

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

2.2.1 Minister or Above

The “Minister or above” check box is a special feature provided to indicate that a delegate
is the official Head / Executive of the UN organization. If the “Minister or above” check box

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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is ticked for a delegate, it is mandatory to upload a picture of the official Head / Executive
before the nominee can be confirmed.

2.3 Supported Software Configurations

2.3.1 Recommended Web Browser

The system has been tested with the following web browsers:
e Chrome
e Microsoft Edge
e 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

UN system organizations /

Specialized UN agencies

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

Ste
p

Indicative
Timeline

Action(s)

Approximatel
y three to four
months prior
to a session.

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

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

Designated Contact Points nominate participants to participate in
the session simply by adding them to their delegation using the
Online Registration System.

Designated Contact 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 Designated Contact 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.

Designated Contact Points and/or participants download
“Acknowledgement of Nomination”.

Registration
for session
open

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

Shortly before
the end of the
session

Confirmations Close (For each session please check the deadline
in the published notification to UN system organizations /
Specialized UN agencies)

Designated Contact Points and participants may still download
“Acknowledgement of Nomination” documents.
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4 Guidelines for using the system effectively

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

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

Please ensure you only confirm a nomination once you are sure that (a) the participant
will attend, and (b) that you have correctly entered all of the participant’s 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:

1. Anyone below 16 years of age (hereinafter referred to as the “minor”) nominated by a UN
system organization / Specialized UN agency 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 UN system
organization / Specialized UN agency 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 UN system organization / Specialized UN agency
will be requested to remove the minor from the UNFCCC venues.
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6
6.1

6.1

Instructions

Accessing the system for the first time

.1 Web address

https://onlinereg.unfccc.int/

6.1.2 Creating a new account in ORS
1. Click ‘create new account’, at the very top left of the screen.
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 ‘l am representing Admitted NGO, Admitted IGO, Party or UN/Specialized agency’

Log in or Create new account

(&) (@) UNFCCC
.- 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
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3. Enter the name of your organization. The system will make suggestions if you pause after
typing a few characters”

Log in or Create new account

@ ©) vrees,,...,

Step 1: Find country/organization you are representing

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

Country/organization: UN System Organization

Kazakhstan

UN system 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 ‘search’ once you have entered your search criteria.

Log in or Create new account

@) (©) U¥Fec, i

Step 1: Find country/organization you are representing

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

Country/organization: ’UN System 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.

4. Confirm the organization listed is correct and click on ‘Select and continue’. Note that there
may be more than one organization or country listed with a similar name, so be sure you
select the correct option.
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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: ‘UN System Organization ‘

Choose your country/organization

Entity details

UN System Organization A
UN system organization | Select and continue |
Kazakhstan

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 organization 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 ‘continue’.

Log in or Create new account

@ UNFCCC
Online Registration

Step 2 - Identify yourself

Select an appropriate option
from the list below:

I am Ms. UN Organization DCP
| 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 organization you will see the
screen below.
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Log in or Create new account
3 () Unrcce
== 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 Designated Contact 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
@ () unrcce
g 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 “Continue”.

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
8 } UNFCCC
@ {.@} Online Registration

Step 3 - Designated contact point registration

Hereby | certify that my name is Ms. UN Organization DCP and | would like to create an account

Email address as it has been |dcp@un.unfccc.int l (7
given to the UNFCCC:

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 message “Invitation email to XXX has been sent. Please check your
inbox” and return to the ‘Please choose your organization type’ screen as shown below. Note
that the green message bar displays information about the actions performed using the

system.

To continue go to your email address and follow the instruction included in the email sent to
you.

Log in or Create new account

@ © 1S

I 3) Invitation email to Ms. UN Organization DCP has been sent. Please check your inbox 03 Mar 2023 16:07 CETI

Please choose your organization type

‘r 1 am representing Admitted NGO, Admitted IGO, Party or UN/Specialized agency '

‘ 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
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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 “this link”.

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

Sent: Friday, 3 March, 2023 16:08

To: UN Organization DCP<dcp@un.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. UN Organization DCP,

You are receiving this notification because you are registered as Designated Contact Point / National
Focal Point of UN System Organization 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 UN System Organization 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 “this link” contained in the email, it will open a dialog screen as shown
below and ask you to pick and answer a secret question. Enter the answer to the secret
guestion and click on “Save settings”.

Log in or Create new account
@ ) 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 | dcp@un.unfeec.int ‘
(cannot be changed):

Fullname  |Ms. UN Organization DCP ‘
(cannot be changed):

Please choose your secret* | What is my favourite restaurant? ~| 7]
question:
Secret answer:* INandos | Gl

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 message “A login account has been created. An e-mail notification
with login credentials has been sent to you”.

Log in or Create new account

@ () uNFcce
e Online Registration

I 3) A login account has been created. An e-mail notification with login credentials has been sent to you. 03 Mar 2023 16:11 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: Friday, 3 March, 2023 16:12

To: UN Organization DCP<dcp@un.unfccc.int>

Subject: Your login credentials

Your login credentials

Dear Ms. UN Organization DCP,
You have successfully registered a new account in the UNFCCC Online Registration system.

Below are your login credentials:

Login: dep@un.unfccc.int
Password : iqimRueP

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 ‘Log in’ in the upper left to continue.
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| Log inlor Create new account

(@. ) (C) 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
‘Login’.

Online Registration login page

Login name: |dcp@un.unfccc.int

Password: |geeeeeeee

Log in

Forgotten your password ?
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11. To choose the meeting you want to work on, click on the “Select the meeting you are
applying to attend” and “Save and continue”

Logged in as Ms. UN Organization DCP [log out] Meeting: Delegation:

Your default meeting and delegation are not selected

Select your delegation: The following meeting(s) are available.
l UN System Organization A v | Please select the meeting you are applying to attend:
| UNC 2023 (open) v | | 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. UN Organization DCP [log out] meeting: (NGO Dclegation: [ UN System Organization

@ ) unrcce
= Online Registration All participants My delegation Account settings Communication

j) Default meeting has been changed 03 Mar 2023 16:24 CET
j') Default delegation has been changed 03 Mar 2023 16:24 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 unfccc.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 UN Agencies.
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6.1.3 Creating a representative account

The DCP can create and delete “representative accounts” via the Account Settings tab once
they have successfully logged in.
A representative account can do everything the DCP’s account can do, except for creating other
representative accounts. Individuals holding a representative account will not receive the
email notifications sent by the Secretariat to the DCP.
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 “Account Settings” tab and click on “Create new representative account”

E-mail address
(cannot be changed):

Full name
(cannot be changed):

Please choose your secret
question:

Secret answer:
New password:

Confirm:

Logged in as Ms. UN Organization DCP [log out]
@) } UNFcce
@ (@j Online Registration

My account settings

dcp@un.unfecc.int
Ms. UN Organization DCP

What is my mother's maiden name?

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.

I Create new representative account I

Meeting _ Delegation: | UN System Organization

All participants

v [
2

7]

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 UN Agencies

My delegation

Account settings Communication

2. Enter the representative’s salutation, first name, last name, email address twice and click
“Save and Continue”.
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Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation | UN System Organization |

@ €) unrece
E=2" Online Registration All participants

‘ My delegation ‘l Account settings I 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:* | Ms. V‘
Given name: ¥ iRamOOZ ‘ 7
Family name: ¥ |Ngoufo Ngumouo ‘ 2
Email address:* i"rngoufongumouo@un.org ‘ I
Confirm e-mail address:* 3mgoufongumouo@un.org ‘ e

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 UN Agencies.

The system will display a message “Invitation email to XXX has been sent. This invitation must
be accepted by the representative within 72 hours” and return to the “Account Settings” screen
as shown below.

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

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization

@ ©) unrecc - i ) o
= Online Registration All participants My delegation Account settings Communication

| y Invitation email to Ms. Ramooz Ngoufo Ngumouo (rngoufongumouo@un.org) has been sent. This invitation must be accepted by the representative within 72 hours.

06 Mar 2023 12:12 CET|

My account settings

E-mail address | dcp@un.unfecc.int
(cannot be changed):

Fullname  |Ms, UN Organization DCP
(cannot be changed):

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

3. An email from UNFCCC online registration (onlinereg@unfccc.int) will arrive in the
representative’s 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 “this link”.

Note that the DCP will simultaneously receive a separate email notifying them that a
representative account for their organization has been created.
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From: UNFCCC Online Registration <onlinereg@unfccc.int>

Sent: Monday, 6 March, 2023 12:12

To: Ramooz Ngoufo Ngumouo<rngoufongumouo@un.org>

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. Ramooz Ngoufo Ngumouo,

Designated Contact Point / National Focal Point of UN System Organization A (Ms. UN Organization
DCP) 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 UN System Organization A.

Kind regards,
UNFCCC secretariat

4. When you click on “this link” it will open a dialog screen as shown below and ask you to
pick and answer a secret question. Enter the answer to the secret question and click on
“Save settings”.

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization |

() unFcce -~ ; . o
Online Registration Al participants My delegation Account settings Communication

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 |rngoufongumouu@un.org ‘
(cannot be changed):

Full name |Ms. Ramooz Ngoufo Ngumouo ‘
(cannot be changed):

Please choose your secret* | What was my first pet's name? V|
question:
Secret answer®  [sparkles | )

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 UN Agencies.
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The system will display a message “A login account has been created. An e-mail notification
with login credentials has been sent to you”.

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: I UN System Organization

@ () unrece
o7 Online Registration All participants My delegation Account settings Communication

I \l) A login account has been created. An e-mail notification with login credentials has been sent to you. 06 Mar 2023 12:22 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 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 UN Agencies.

5.  Anemail from UNFCCC online registration (onlinereg@unfccc.int) should soon arrive in the
representative’s email account (see sample email below). This contains the login
credentials. Use the Login name (this is your email address) and password from the emalil

to log in.
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From: UNFCCC Online Registration <onlinereg@unfccc.int>
Sent: Monday, 6 March, 2023 12:22

To: Ramooz Ngoufo Ngumouo<rngoufongumouo@un.org>
Subject: Your login credentials

Your login credentials

Dear Ms. Ramooz Ngoufo Ngumouo,
You have successfully registered a new account in the UNFCCC Online Registration system.

Below are your login credentials:

Login: rmgoufongumouo@un.org
Password : yu4FEq9k

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 DCP can delete “representative accounts” via the “Account Settings” tab once they have
successfully logged in.

1. Go to the “Account Settings” tab and click on “Delete account” for the respective
representative. This will prompt a confirmation message. Then click on “OK”.

Page 23 of 57



Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: I UN System Organization I

&) (C) unFecc -~ _ _ -
S Online Registration All participants My delegation Account settings Communication

My account settings

E-mail address Idcp@un.unfccc.int |
(cannot be changed):

Full name |Ms. UN Organization DCP |
(cannot be changed):

Please choose your secret | What is my mother's maiden name? v|
question:

Secret answer:

‘ 2

|
New password: l ‘ [?
Confirm: l

|

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

Full name E-mail address Action

Ms. Ramooz Ngoufo Ngumouo | rngoufongumouo@un.org Delete account

Create new representative account

The system will display a message “Login account has been deleted. Your counterpart will
be notified on your decision”. An email notifying the respective representative that their
login account has been deleted will be sent to their email account.

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization |

ot (C) unrcce
Online Registration All participants My delegation Account settings Communication

| J) Login account has been deleted. Your counterpart will be notified on your decision. 06 Mar 2023 12:29 CET |

My account settings

E-mail address ‘dcp@un.unfccc.int ‘
(cannot be changed):

Full name  |m, UN Organization DCP |
(Cann(ﬂ be Changed):

Please choose your secret ‘ What is my mother's maiden name? v ‘ [7]
question:

Secret answer:

‘ G

|
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.

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
important part, the “My delegation” tab.

In the information banner under the “My delegation” tab, the ‘Onsite’ section displays the
nomination and confirmation deadline meant for in-person participation. Similarly, the ‘Virtual-
only’ section displays the nomination and confirmation deadline meant for virtual participation.

Displays error, warning, and

information messages when

you do something with the Th . The delegation you
e meeting you ;

Login/ Log Out system are workinggoyn are working on

|Legged in as Ms. UN Organization DEP [log oul IL’_% l Delegation: | UN System Organization I

‘d. (C) uNFece
Online Regstration All participants My delegation Account settings Communication

I _1) Default meeting has been changed 18 Sep 2023 10:05 CET)
By adding names to the list on "My delegation” page you are nominating individuals to farticipate in this meeting. Ensure youl confirm your paticipants before the Confirmation Deadline.
Onsite
27 Nov 2023
By adding names to the list on "My delegation” page you are nominating individuale to farticipate in this meeting. Ensure youl confirm your participants before the Confirmation Deadline.
Virtual-only
27 Nov 2023
Onsite Virtual-only " -
[ e l o The “Virtual-only” tab can be used to
nominate and confirm delegates
Mo participants found. Click *Add new participant” bution| ~ attending the conference virtually

¥ head) goes automatically to the top of the List Of Partigpants

Please choose at least one head of delegation

Add a new participant

joc YN Agencies (Virtual enly participatiof

D\splaye.l critlical information about Lists your organization's
the nomination process for the past participants. You The My delegation tab is The Communication tab
selacted mesling (e.g., deadlines). can transfer past used to compose your is used to respond to
The information displayed here may participants from here to organization's delegation your registration issues.
change as the process progresses. compose your for the currently selected You can submit your
delegations meeting requests in the
Communication log

6.2.1 What the Virtual-only System does for you

The UNFCCC “Virtual-only” registration in the Online Registration System (ORS) facilitates
Virtual-only (online) access to delegates from UN system organizations / Specialized UN
Agencies by providing access to UNFCCC meetings remotely, provided the meeting is open to
the respective delegate and has the possibility for online participation.

The “Virtual-only” registration tab has been separated from the “Onsite” registration tab and
allows the Designated Contact Point (DCP) of UN system organizations / Specialized UN
Agencies the ability for more inclusive participation in the UNFCCC sessions by adding
delegates who cannot attend the conference physically to the “Virtual-only” environment.

Note that registering the same participant under the “Onsite” and “Virtual-only” tabs is
not possible.
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Onsite attendance vs Virtual-only attendance

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

Participants registered for “Virtual-only” attendance will be registered for the whole duration of
the conference to attend the conference online only.

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

The first step in the process is to nominate your participants for a meeting. This is achieved
simply by listing them in the “My delegation” tab for a meeting.

Please make sure the environment is in the correct meeting by using the “meeting drop-down
menu” on the top right.

Logged in as Ms. UN Organization DCP [log out] Meeting: Delegation: | UN System Organization
E UNFCCC
@ @ Online Registration All participants jccount settings Communication
COP 27 |

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure y: fore the Confirmation Deadline.

Onsite

Nominate and confirm by

27 Nov 2023

126 day(s), 9 hour(s) left

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure y: [fore the Confirmation Deadline.

Virtual-only

Nominate and confirm by

27 Nov 2023

126 day(s), 9 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 (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

Add a new participant

Should you have technical prablems 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 UN Agencies or User Manual for UN Agencies (Virtual only participat
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 “All Participants” tab to display all of the participants from previous meetings (from
the last 5 years onwards).
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Logged in as Ms. UN Organization DCP [log ouf] Meeting: _ Delegation: I UN System Organization |

@ grmﬁecgegnslratwn | All participants |‘ My delegation V Account settings ” Communication

All participants

Find participant:

| | | Find
O o ation Birth date Emall Action
0 Mx. Martin Basnet 1995-05-07 | mbasnet@yahoo.com ’W
0 Ms. Juanita Eunice Jackson 1975-03-16 | jjackson@un.org
(] Santhosh Kulage 1989-12-04 | skulage@hotmail.com
[0  Mme Subasana Linero Villamizar = 1993-11-05 | slvillamizar@un.org
[0  Ms. Ramooz Ngoufo Ngumouo | 1960-07-02 | mgoufongumouo@un.org
O Mr. Kirill Sergeyvich 1988-11-06 | ksergeyvich@un.org
[OJ  Ms. Eva Soline Timme etimme@un.org M]

Transfer Participants

2. Nominate individual participants for a meeting by clicking the “Add to delegation” buttons.

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization |

&F () unrccc i i i
Online Registration All participants My delegation Account settings Communication

All participants

Find participant:

‘ Find!

(| Flmstaf'tgt:‘;’;m . Birth date Email Action

O Mx. Martin Basnet 1995-05-07 | mbasnet@yahoo.com
O Ms. Juanita Eunice Jackson 1975-03-16 | jjackson@un.org
Santhosh Kulage 1989-12-04 | skulage@hotmail.com | Add to delegation |
a Mme Subasana Linero Villamizar | 1993-11-05 | slvillamizar@un.org
[0 | Ms. Ramooz Ngoufo Ngumouo 1960-07-02 | rngoufongumouo@un.org
[0  Mr Kirill Sergeyvich 1988-11-06 = ksergeyvich@un.org
O Ms. Eva Soline Timme etimme@un.org

Transfer Participants

Alternatively, more than one participant can be transferred at a time by selecting the
checkboxes on the left and clicking the “Transfer Participants” button.
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Logged in as Ms. UN Organization DCP [log out]

Meeting: _ Delegation: | UN System Organization

3 @ UNFCCC
Online Registration

|

I All participants |‘ My delegation

” Account settings ” Communication

All participants

Find participant:
| | Find!

O Firsst‘j't;'t";’;me Birth date Email Action

Mx. Martin Basnet 1995-05-07 | mbasnet@yahoo.com
[ | Ms. Juanita Eunice Jackson 1975-03-16 = jjackson@un.org
Santhosh Kulage 1989-12-04 | skulage@hotmail.com
[J | Mme Subasana Linero Villamizar = 1993-11-05 | slvillamizar@un.org
Ms. Ramooz Ngoufo Ngumouo 1960-07-02 | rngoufongumouo@un.org
O Mr. Kirill Sergeyvich 1988-11-06 = ksergeyvich@un.org
Ms. Eva Soline Timme etimme@un.org

Transfer Participants
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Select the badge type appropriate to the participant(s) you wish to nominate and click on
‘continue’. You will be able to change the badge type later if required. The possible badge
types are:

e Observer UN Head/ Observer Sp. agency Head: These delegates have access to some
areas restricted to other registration types. The head of the organization should be
registered as Observer UN Head / Observer Sp. agency Head and assigned the list of
participants number 1 in the Online registration System. The Observer UN Head /
Observer Sp. agency head will be reflected first on top of the public document — Final
List of Participants

o Observer UN / Observer Sp. agency: Delegates attending the negotiations and have
access to related areas. These delegates appear in the Final List of participants.

e Observer UN overflow / Observer Sp. Agency overflow: Participants not attending
negotiation process, e.g. close protection officers/security, communications persons,
drivers, interpreters.

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

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization
@ ‘3{\@ UNFCCC
S S Online Registration All participants My delegation Account settings Communication

Add participants to the delegation

Badge type: I Observer - UN A% 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 Communication tab
If you require help, please first read the UNFCCC Online Registration User Manual for UN Agencies.

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

Logged in as Ms. UN Organization DCP [log out] Meeting _ Delegation: I UN System Organization ‘
:@ ) {.© UNFCCC ‘ [ I ]
¢ W7 Online Registration All participants ‘ My delegation Account settings ‘ Communication

g) Successfully transferred: Mx. Martin Basnet,Santhosh Kulage,Ms. Ramooz Ngoufo Ngumouo,Ms. Eva Soline Timme to the meeting UN Conference 2023
06 Mar 2023 14:53 CET

All participants

Find participant:

| [ Finat

0O Firsst";'tzas‘:?]';me Birth date Email Action
7 Mx. Martin Basnet 1995-05-07 = mbasnet@yahoo.com Already in delegation
O Ms. Juanita Eunice Jackson 1975-03-16 = jjackson@un.org [W
Santhosh Kulage 1989-12-04 = skulage@hotmail.com Already in delegation
O Mme Subasana Linero Villamizar = 1993-11-05 = slvillamizar@un.org Add to delegation |
Ms. Ramooz Ngoufo Ngumouo 1960-07-02 = rngoufongumouo@un.org | Already in delegation
D Mr. Kirill Sergeyvich 1988-11-06 = ksergeyvich@un.org | Add to delegation ]
Ms. Eva Soline Timme etimme@un.org Already in delegation

: Transfer Participants
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5. Click on the “My delegation” tab to view your delegation. Note that:

e In ORS, the order of your participants in the LOP (List of Participants) for your
delegation will be set to 999 by default. Please update this to reflect the order in which
your participants should be listed in the official list of participants that will be prepared
for the sessions. Participants given the same “Order in LOP” value will be listed in
alphabetical order by last name within a registration type. By protocol order the
delegates labelled ‘Ministers or above’ (Official Head / Executive of the organization)
and the head(s) of the delegation (‘Observer UN Head / Observer Sp. agency Head’)
will automatically go to the top of the list— no matter what LOP number is assigned.
This is followed by ‘Observer UN / Observer Sp. agency, then by ‘Observer UN
overflow / Observer Sp. agency overflow’.

e The red warning messages “Participant Details” under the “Data still required?” column
indicate that more information must still be added for these participants. This will initially
be the case for all past participants as some mandatory information such as
relationship to nominator, nationality, date of birth, is UN staff member and identification
document number will be collected for the first time by the new system.

Logged in as Ms. UN Organization DCP [log out] Meeting: [N  Delegation: [ UN System Organization

Communication

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadiine
Onsite

27 Nov 2023
By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline

Virtual-only

27 Nov 2023

Aot

Filter participants.

Filter!
Delex
Head of ¢ ati ncy head) goes automatically to the top of the List Of Participants
Please choose at least one head of delegation
Salutation
” 2 ” 0
0 | orderinLoP (2] Sy Badge type Status Attendance Data still required Action [?] Documents [?]
— Edit
0 999 Sta. Subasana Linero Vilamizar | Observer-UNhead | Nominated, pending DCPINFP confirmation | 30 Nov-12 Dec 2023 | Participant details | -~
hoto
— Edit
999 Ms. Soline Jackson Observer - UN Nominated, pending DCPINFP confimation | 30 Nov-12 Dec 2023 | Participant details |
Shoto
" . Edit
) 999 Ms. Eva Thanjavur Prakasam | Observer - UN Nominaled, pending DCPINFP confimation 30 Nov-12 Dec 2023 | Participant details |
hoto
Edit Remove Confirm
0 999 Mx. Martin Qamar Observer - UN overflow  Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 r‘ : : Ve onim
Shoto

Add a new participant Confirm selected Download LOP for your delegation in Excel Export full set of data to Excel

Page 30 of 57




6.3.2

1. Select the “Onsite” tab and click on the ‘Add New participant’ button at the bottom of the
“My delegation” tab.

Nominating completely new participants

Logged in as Ms. UN Organization DCP [log out] Delegation: | UN System Organization

Communication

&) (C) unrccc
Online Registration

By adding names to the list on "My

Al participants | My delegation | Account settings

in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

individuals to

lion" page you are

Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 10 hour(s) left

By adding names to the list on "My lion" page you are ing individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 10 hour(s) left

Onsite Virtual-only

Filter participants:
Filter!

Delegation can be sorted by clicking the red title of each column.
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

a Ordeli;? = Firsstjlt?stl“:\:m o Badge type Status Attendance rg:t:i’s;g; Action [?] DocLEgents
(m] 999 \Slﬁa:i‘;‘;f“"a Linero Observer - UN head N“’"‘"ate:c‘rfﬁf:a'gg :’ CRINFP 0 N‘;‘:,z"az DeC | participant details E:‘;w

D 999 Ms. Eva Thanjavur Prakasam = Observer - UN Nom\nate:[;r?ﬁe[rll\dal:\igr?CP/NFF i m;;;sz 2oz Participant details E:;D -

O 999 Mx. Martin Qamar novbes;rnvvir— UN Nsminatecdo‘r:;ﬁ:wndaiggr?CP/NFP 30 N.;-;‘-;sz Dec E:‘;D Remove || Confirm

Confirm selected | | Download LOP for your delegation in Excel | | Export fll set of data to Excel

Alternatively, you can also add participants for virtual-only registration by selecting the “Virtual-
only” tab. Then, click on the “Add a new Participant” button on the bottom left.

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization

& @ UNFCCC
Online Registration

Onsite

Al participants | My delegation I Account settings | Communication

By adding names to the list on "My delegation" page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Nominate and confirm by

27 Nov 2023

70 day(s), 10 hour(s) left

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 10 hour(s) left

Onsite

Filter participants:

Filter!
Delegation can be sorted by clicking the red titie of each column.
Order in LOP Salutation Data still 5
O &) First / Last name Badge type Status Attendance required? Action [?] Documents [?]
. Virtual-only Nominated, pending DCP/NFP 30 Nov-12 Dec o . Edit |
(m} 999 Mr. Kirill Sergeyvich (UN) confirmation 2023 Participant details —
8 Nomination
o 999 Ms. Ramooz Vignale Virtual-only R ent sent to 30 Nov-12 Dec Edit |
Lopepe (UN) participant 2023 Photo B Re-send

acknowledgement

| Download LOP for your delegation in Excel

Add a new participant Download nomination acknowledgements

Export full set of data to Excel

2. It will open a dialog screen as shown below and ask you to pick an option. Click on “Add a
completely new participant”.
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Note that it is possible to skip this step by ticking on the checkbox “Do not show this message
next time”

Logged in as Ms. UN Organization DCP [log out] Meeting | COP 28 | Delegation: | UN System Organization ‘
(a8 c’C'; UNFCCC
g_“-_;’ ‘x.__c__: nline Registrat All participants My delegation Account settings Communication

Did you know...

Did you know that all participants from 2010 onwards are listed in the "All Participants” tab?
You can add thes: to a new it re-entering their details
This will save you time and help UNFCCC to your nominations more quickly

View existing participants Add a completely new participant [C) Do not show this message next time

r support desk using the form
munication tab
Jser Manual for UN Agencies or User Manual for UN Agencies (Virtual only participation)

Enter the participant’s personal details. Note that in order to save the participant record, the
salutation, first name, last name, relationship to nominator, functional title, department, home
organization, country of nationality, country of residence, residence city, badge type, order in
list of participants, is a UN staff member and email address are mandatory fields.

However, the rest of the required details must be provided before the participant can be
confirmed. If you are unsure what to put in a field, you can see some help information by
pointing your mouse at the [?] symbol.

Please enter all information in mixed case, e.g. “John Smith”, not “JOHN SMITH” or “john
smith”.

Note that the personal details added for the participant must exactly match the official
identification document the participant will present upon arrival at the sessions.

The email address provided for each participant needs to be unique, i.e. a personal,
secure email for each participant to access online services and to receive the
acknowledgement letter.

Relationship to nominator, functional title, department and home organization are mandatory
fields as the UNFCCC secretariat considers 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 reflected in the List of Participants published for the
conference. FAQs on this can be found here: https://unfccc.int/process-and-
meetings/conferences/the-big-picture/changes-to-the-registration-system-and-
process#What-information-will-be-disclosed-publicly-1

For the participant’'s home organization, department and functional title please enter the full
official namesttitles in English, French or Spanish. Please do not mix different languages and
do not use acronyms or abbreviations.

Is UN staff member: Please indicate if participant is a UN staff member (e.g. holds a valid
contract with the UN, has UNLP or has a valid email address from an UN agency etc.). Please
note that when registering non-UN staff delegates, you are kindly requested to answer 'no'.

When you are done, click the “Save and Continue” button at the bottom of the screen
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L

569 1n.3s Ms. UN Organization DCP g out e R
#} @ UNFCCC
Grin Fegisiaion Al partiipants iy delegation

Create/update participant

Personal information

Salutation [ Ms. E
Ghenname™ g g
Family name™® [Thanjavur Prakasam "

Mo lastname inthe passport (0] 7]

Minister or above ) 17

UNFC

al considers that this information will help
UNFCCC pror
otes that in cases where par

hance the overall ranspa
e participants to provide this information
ot to provide the information, that choice wall be made publicly availa

of paricipation

ess and

spants choe

Information about relation with nominees on unfccc.int website

Relationship to nominator® | Paid relationship/contract with the nomin v || 7o =Cr iR mEE

ominee. Please refer o the FAQ

e wihthis I

Funchional tte* [yanager ¢

Department™ | Regstration and Accredeation Management| 7]

Home organization™® [y system Organgation A m

Date of birth (DOMMNYYY)* [16/03/1975 ”m

Passportnumber ONLY* (128192809 ]

Nationality® [ Swizertand V@

Residence country® | Swizatand vjm

Residence ctv* [Geneva ”n

Personal, secure smai* atp@un o ]
address for this participant
(used by participant o

access online senvices)
Phone number ”

Participation parameters

Badge ype® | Observer - UN v M

Orderin Listot Paricipanis® [g99 "
Is UN stalf member® | yes v M

Badge valid from™ | 2023-11-30 v M

Badge valid thru* | 2023-12-12 v M

[Fmarcston teia] * - must e comieted betore confrmation

For “virtual-only” registration, note that for “Badge type” you must select “Virtual-only
(UN)”.

Logged in as Ms. UN Organization DCP [log oul] weeting: [ NEEN  D-':o:tion
@ © ¥

Create/update participant

All participants My delegation Account settings Communication

Personal information

Salutation | M v
Given name™ [martin o]
Family name® [xulage u]

No last name in the passport (] (7]
Minister or above (] [?]

UNFCC nsiders that this information will help
n the UNFCCC process and enco
it notes that in cases where participar

> secretariat ¢ hance the overal transparency of partcipation
ges all conferencs participants 1o provide this information

00se not to provide 1

nformation, that choice will be made publicly available

Information about relation with nominees on unfccc.int website

Relationship to nominator® | Partner/sponsorship of the nominating enti v | (7]

Functional title™ |policy Advisor m
Department® [cca m

Home organization™® |Save the Green Forests m

Date of birth (DOMMYYYY* [07/05/1305 °
Passport number ONLY*  |192819280128500 PI
Mationality® | Germany v/

Residence country® | Germany v
Residence city® [gertin r

Personal, secure emai® [y, oge @sgf.com r

‘address for this participant
{used by participant to
access online services)

Phone number 1G]
Participation parameters

— 55 e n

Order in List of Participants™ [go9 )
Is UN staff member® | No v
Badge valid from* | 2023-11-30 v

Badge valid thu* | 2023-12-12 v [

Save and continue

4. The “My delegation” tab is re-displayed, with the new participant nominated.
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Logged in as Ms. UN Organization DCP [log out] Meeting _ Delegation: | UN System Organization

,3?’. (€) unrcce
Online Registration All participants My delegation Account settings Communication

[ Participants record has been created 18 Sep 2023 14:09 CET|

By adding names to the list on "My delegation” page you are nominating individuals fo participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 9 hour(s) let

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s). 9 hour(s) let

Onsite Virtual-only

Filter participants
Filter!

Delegation can be sorted by clicking the red fitle of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants.

Please choose at least one head of delegation

Salutation

First / Last name Badge type Status Attendance Data still required? Action [?] Documents [?]

[0 OrderinLOP[?]

Edit

(m] 999 Sra. Subasana Linero Villamizar =~ Observer - UN head Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023  Participant details Phot
hoto

Edit_|[ Remove |[ Confirm

O 999 Ms. Eva Thanjavur Prakasam Observer - UN Nominated, pending DCP/NFP confirmation =~ 30 Nov-12 Dec 2023 Phot
oto

Edit

O 999 Ms. Soline Zarif Cardoso Observer - UN overflow ~ Nominated, pending DCP/NFP confirmation =~ 30 Nov-12 Dec 2023  Participant details Photo

Add a new participant ‘Confirm selected Download LOP for your delegation in Excel Export full set of data to Excel

6.3.3 Nominating a Minister or Above

To nominate the official head / executive of the organization, the system offers a “Minister or
above” check box in the create/update participant page. This is provided for individuals who
are the official head / executive of the organization. If the “Minister or above” check box is ticked
for an individual, it is mandatory to upload a picture of the head / executive before the nominee
can be confirmed.

UN 'S,

Logged in as M. UN Organization DCP log o] eetng [RRN 0+ U1 Systom Orgonzaton
UNFcce
@ ©) WS Al paricipans oy e o

Create/update participant

Personal information

Salutation Sra. v
Gren name™ [subasans n
Family name® | inero Villamizar y]

No last name in the passport [ (7}
Ministaror abows LV E e e this chockbor onty s person i head of |
unFed| your organization I the overal transparency of participation

in provide this informsation
tin cases where participants choose not to provide the information. that chice will be made publicly available

Information about relation with nominees on unfcce.int website

Relationship to nominator® | Paid relationship/contract with the nominat v | [7]

Functional title® [Executive Secretary ”
Department™® | Execytive Division ”

Home organization® |y System Organization A il

Date of bith (DDMMYYYYY* 071171975 rl
Passport number ONLY* 013036323 m
Nationality® | Morocco v

Residence country® | Taly v M
Residence city* |gome l

Personal, secure email® |cjilamizar@un.org m

address for this pariicipant
(used by participant to
access online senices)

Phone number gl
Participation parameters

Badge type™ | Observer - UN head v 7

Order in List of Participants® [ggg ”

I UN staff membsr® | Yes ~|

Badge valid fom* | 2023-11-30 v

Badge valid thu* [ 2023-12-12 v M

Save and continue

1. To nominate an individual who has a Head / Executive status, tick the “Minister or above”
check box. This will prompt a dialog box asking to confirm that this person is the Head /
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Executive of your organization (as shown below). Ensure that this information is correct
before confirming and click on “OK”.

@ onlinereg uatunfeecint

Please tick this box if the person is the Head / Executive of your

organization

B -

When you are done, click the “Save and Continue” button at the bottom of the screen

Logged in as Ms. UN Organization DCP [log out] Meeting Delegation: | UN System Organization

IF
@ © 0 e T T e

Create/update participant

Personal information

Salutation Sra. v
Given name™ [subssana ]
Family name® | Lingrg villamizar g}

Mo last name in the passport (] [?]
Minister or above I8 [7]

UNFCCC secretariat considers that this information wil help enhance the overall transparency of participation
in the UNFCCC process and encourages all conference participants to provide this information
H notes that in cases where participants choose not to pravide the information, that choice will be made publicly available.

Information about relation with nominees on unfccc.int website

R nominator® [ paid the v m
Functional tle® [Executive Secretary )
Oepatment® [eatveomson | [
szt m

Date of birth DDMMYYYY)* [05/11/1875 ¢
Passport number ONLY* 913036323 ]
™ —
Residence cty* [rome 4]
ol secus a7l [awtmascenoy |1

(used by participant to
access online services)

Phone number | | [
Participation parameters

Badge type® |Observer-UNhead | [

Order in List of Participants® [gga | [

lUNstafimember® [yes |0

Baggewaidfom* [2023-1130 |0

Badgewalidthu® (2031212 v|[]

‘Save ond continue

The “My delegation” tab is re-displayed, with the updated participant’s record. As it is mandatory
to upload a picture of the official Head / Executive of the organization before the nominee can
be confirmed, a red warning message “Photo required” will be displayed in the “Data still
required” column, even if all other required details of the participant has been provided.
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Logged in as Ms. UN Organization DCP [log ouf]

Veeins T

Delegation: [ UN System Organization

UNFCCC
Online Regstration

@

All participants My delegation

Account settings

Communication

| Particioant's record has been updated

18 Sep 2023 15.28 CET|

By adding names to the list on "My

" page you are
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s). 8 hour(s) left

By adding names to the list on "My

" page you are
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s). 8 hour(s) lef

to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Onsite Virtual-only

Filter participants
Filtert

Delegation can be sorted by clicking the red title of each column.
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

. Salutation
[J  Orderin LOP [?] First / Last name Badge type Status

a 999 Sra. Subasana Linero Villamizar = Observer - UN head Nominated, pending DCP/NFP confirmation
0 999 Ms. Eva Thanjavur Prakasam Observer - UN Nominated, pending DCP/NFP confirmation
(] 999 Ms. Soline Zarif Cardoso Observer - UN overflow | Nominated, pending DCP/NFP confirmation
Add a new participant | | Confirm selected | | Download LOP for your delegation in Excel | | Export full set of data to Excel

Attendance | Data still required? Action 7]

Edit | [Remove
30 Nov-12 Dec 2023 | Photo required L=a ve ]l

Photo

Edit | [ Remove | [ Confirm
30 Nov-12 Dec 2023

Pholo

- ) Edil [

30 Nov-12 Dec 2023 Participant details

Photo

Documents 7]

2. The photo of a participant can be uploaded by clickin

g on the “Photo” button in the

“Action” column under the “My delegation” tab. Note that the “Confirm” button remains
disabled for the official Head / Executive, until the photo is uploaded.

Logged in as Ms. UN Organization DCP [log out]

Delegation:

UN System Organization

UNFCCC
Online Registration

@

All participants | My delegation I Account settings

Communication

By adding names to the list on "My individuals to p

page you are r
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 8 hour(s) left

By adding names to the list on "My

page you are r individuals to p

Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 8 hour(s) left

Ip: in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Virtual-only

Filter participants:

Filter!

Delegation can be sorted by clicking the red titie of each column.
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participa

Please choose at least one head of delegation

Salutation

Order in LOP
o 7] First/ Last name Status

Badge type

Sra. Subasana Linero Nominated, pending DCP/NFP

nts

Data still

Attendance required?

30 Nov-12 Dec

O 999 Vilamizar Observer - UN head confirmation 2023 Photo required
5 Nominated, pending DCP/NFP 30 Nov-12 Dec Edit
() 999 Ms. Eva Thanjavur Prakasam  Observer - UN co:ﬁrmatign 2023 Pholo
) ) Observer - UN Nominated, pending DCP/NFP 30 Nov-12 Dec . . Edit
a 999 Ms. Soline Zarif Cardoso overTow confimation 2023 Participant details Pholo
Add a new participant | | Confirm selected Download LOP for your delegation in Excel Export full set of data to Excel

Action [?]

Edit | [ Remove :
[Ehoe ]

Remove

Documents

1

Confirm

3. The system then loads the “Upload Photo” page. Click on “Browse”, select the photo you
want to upload from your files. Once the photo is uploaded, it gets displayed on the image
section. Ensure that the uploaded photo, and the participant’s name are matching and

click on “Save changes and continue”.
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Logged in as Ms. UN Organization DCP [log ouf] veeting [EREN  oc-oation [
(#’ @ UNFCCC
Online Registration All participants My delegation

stem Organization A

Account settings Communication

Upload photo

The picture upload option has been installed for your VIP delegates or in case a badge needs to be pre-printed for an urgent reason. The secretariat reminds you that for security reasons it is strongly recommended that
every delegate approaches in person the registration counters to have a real time picture taken, to be issued a badge and to sign the conference rules and regulations of the UNFCCC.

It is the NFP’s responsibility to ensure that pictures are uploaded in the accurate order and appropriate to the conference needs.
Please upload portrait photo as for passport. Please make sure the uploaded picture matches the correct person

Photo requirements:
= Taken within the |ast € months
« Portrait photo (biometric standards).
With no shadows.
With a piain background
Person must face the camera in the photo
Have a neutral expression
Have both eyes open
Not wear eyeglasses except for medical reasons
« Image type: jpeg
- Image size: square, min 300 x 300 pixeis

2 mage

Participant name | Subasana Linero Villamizar

3 [ Save changes and continue ] | o back witnout saving

4. The “My delegation” tab is re-displayed, with the message bar displaying that the photo
has been uploaded. Now the “confirm” button gets enabled (as shown below).

Logged in as Ms. UN Organization DCP [log out] wmeeting: |G Delegation: | UN System Organization

,& (€) YNFecce
Online Registration Al participants My delegation Account settings Communication

|.i) Photo has been uploaded 18 Sep 2023 15:36 CET

By adding names to the list on "My del " page you are dividuals to participate i this meeting. Ensure you confirm your participants before the Confirmation Deadiine
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 8 hour(s) et

By adding names fo the list on "My " page you are to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s). 8 hour(s) lek

Onsite Virtual-only
Filter participants
Filter!

Delegation can be sorted by clicking the red fitie of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

- Salutation . - .
[J  OrderinLOP [7] Firet] Lot e Badge type Status Attendance Data still required? Action [2] Documents [7]
Edit | "Remove |[ Confim ]
] 999 Sra. Subasana Linero Villamizar = Observer - UN head Nominated, pending DCP/NFP confirmation = 30 Nov-12 Dec 2023 — e
Edit |[ Remove |[ Confirm
(m] 999 Ms. Eva Thanjavur Prakasam  Observer - UN Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 o
Edit
[m] 999 Ms. Soline Zarif Cardose Observer - UN overflow =~ Nominated, pending DCP/NFP confirmation | 30 Nov-12 Dec 2023 | Participant details Ph' :
010

Add a new participant Confirm selected Download LOP for your delegation in Excel Export full set of data to Excel
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6.3.4 Editing participant personal details

The personal details for any unconfirmed participant can be edited by clicking on the “Edit”
button in the “Action” column on the “My delegation” tab. You may need to do this to complete
or correct a participant’s personal details as you collect the information required. If some details
have not been completed, a red warning message “Participant Details” will be displayed in the
“Data still required” column of the “My delegation” overview.

Logged in as Ms. UN Organization DCP [log out] weeting: SRS Dc'coation: | UN System Organization

# @ UNFCCC
v Online Registration All participants My delegation Account settings Communication

By adding names to the list on "My delegation™ page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Onsite

Nominate and confirm by

27 Nov 202

70 day(s), 8 hour(s) left

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Virtual-onl
Nominate and confirm by

27 Nov 2023

70 day(s), 8 hour(s) left

Onsite Virtual-only
Filter participants:
Filter!

Delegation can be sorted by clicking the red ftitle of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

Order in LOP Salutation Data still " Documents
7

O 7 First/ Last name Badge type Status Attendance required? Action [?] ®

Sra. Subasana Linero ’ Nominated, pending DCP/NFP 30 Nov-12 Dec
a 999 Villamizar Observer - UN head confirmation 2023 Participant details o
O 999 Ms. Eva Thanjavur Prakasam  Observer - UN bl et i ol e e [ €t

| - confirmation 2023 Photo
- / X Edit

D 999 Ms. Soline Zarif Cardoso Observer - UN Nominated, pending DCP/NFP 30 Nov-12 Dec Participant details

overflow confirmation 2023 Photo

Add a new participant Confirm selected Download LOP for your delegation in Excel Export full set of data to Excel

Figure below:

e A delegate can only be confirmed (section 6.4) for a session if all required details are
provided: All details showing a red asterisk are required.

e Some details can be updated even after the delegate has been confirmed: All white
enabled fields can be updated by the DCP. The acknowledgement letter will
automatically reflect the changes (section 6.5).

e In case the grey fields Given Name and Family Name need to be updated, the DCP is
requested to submit a message in the Communication tab. Once changes are
processed by the secretariat, they will automatically be reflected in the
acknowledgement letter (section 6.5).
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Al participants.

Delegation: | UN System Organization

Account settings

Logged in as Ms. UN Organization DCP [log out]
UNFCCC
@ © ot

Create/update participant

My delegation Communication

Personal information

Sauation | Sra. ) [
Given name |Subosona o
Family name  |Linero Villamizar 2

Minister or above

Om

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
It notes that in cases where participants choose not to provide the information, that choice will be made publicly available

Information about relation with nominees on unfcce.int website

Relationship to nominator™® | Paid relationship/contract with the nominat v | [7]

Personal, secure email*
address for this panicipant
(used by participant to
access online senices)

Phone numbar

Save and continue

shillamizar@un.org

Participation parameters

- mandatory field

Functional title™® | Registration Services Assistant g}
Depantment™ | Conference Affars m

Home organization® |yy System Organtzation A o

Date of birth (DDMMAYYYY)* [05/11/1975 g
Passport number ONLY* (018282305 o
Nationality® | Morocco v r

Residence country® [ aly | ¢
Residence city™ |Rome vl

]

gl

Badge type® | Observer - UN v

Order in List of Participants™® |gag ]
Is UN staff member® | ves v
Badge valid fom* [ 2023-11-30 v m

Badge valid thr* | 2023-12-12 v

# - must be completed before confirmation

6.3.5

Removing participants from a delegation

Unconfirmed participants can be removed from your delegation by clicking on the “Remove”
button in the “Action” column on the “My delegation” tab.

Meeting: _ Delegation: | UN System Organization

All participants | My delegation | Account settings

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline

Logged in as Ms. UN Organization DCP [log out]

@

Onsite

UNFCCC -
Online Registration Communication

Nominate and confirm by
27 Nov 2023

70 day(s), 7 hour(s) left

By adding names to the list on "My delegation" page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 7 hour(s) left

Onsite Virtual-only

Filter participants:

Filter!

Delegation can be sorted by clicking the red title of each column.
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

Add a new participant

| Confirm selected Download LOP for your delegation in Excel

Export full set of data to Excel

] O'“'I.f,? Lor el Badge type status Attendance r'z:ﬁ’i:e';"? Action [7] Documents
o 999 %laariil.zn;?sana Linero Observer- UN head Nommate:‘;npﬁerrn\;ja\:vignDCF/NFP 30 Nn;\‘l]zl; Dec E::“; Confirm

a 999 Ms. Eva Thanjavur Prakasam = Observer - UN Nnminate:‘;'%eﬁrfairl\ignDcP/NFP L) Nl;\:!';: Dac E::lo LT

O 999 Ms. Soline Zarif Cardoso Uovisr::ﬁr N Nomlnale:o,npﬁerrr\r::l;:\ignDCP/NFP w0 Nozx‘lulg Dec Participant details E::Iu

6.4

Step 3 - Confirm participants by the confirmation deadline
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You can confirm exactly who will be participating as part of your delegation. However, before a
participant can be confirmed, the “Data still required” column clearly displays what remains to
be done. All required personal details of a participant must be completed to enable their
“Confirm” buttons.

Logged in as Ms. UN Organization DCP [log out] meeting: NS  Oclcgation: [ UN System Organization ]
3:; (©) unrece -
Online Registration All participants My d n Account settings Communication
By adding names to the list on "My deleg " page you are to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Onsite

27 Nov 2023

70 day(s), 7 h

By adding names to the list on "My " page you are dividuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline
Virtual-only

27 Nov 2023
70 day(s), 7 hour(s) left

a

Mot ooy

Filter participants:

Filter!
Delegation can be sorted by clicking the red titie of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants
Please choose at least one head of delegation
(] OrderinLOP [2] Salutation Badge type Status Attendance Data still required? Action [2] Documents [?]
— First / Last name = 5
p- Edit Remove
O 999 Sra. Subasana Linero Villamizar  Observer - UN head Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 | Photo required Phol
holo
—. ) a o Edil
0 999 Ms. Eva Thanjavur Prakasam  Observer - UN Nominated, pending DCP/NFP confirmation ~ 30 Nov-12 Dec 2023 | Participant details —
Photo
o Edit Remove Confirm
J 999 Ms. Ramooz Vignale Lopepe Observer - UN Nominated, pending DCP/NFP confirmation = 30 Nov-12 Dec 2023 Phot
Shoto
Edit
O 999 Ms. Soline Zarif Cardoso Observer - UN overflow  Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 | Participant details Phot
hoto

Add a new participant Confirm selected Download LOP for your delegation in Excel Export full set of data to Excel

6.4.1 Confirming participants

1. To confirm a participant, simply click the “Confirm” button for that participant. This will
prompt a dialog box informing that further editing of certain personal details will only be
possible via a request in the Communication tab (as shown below). Ensure that all the
details are correct before confirming and click on “OK”.

Note that each delegation must have at least one delegate assigned the registration type
‘Observer-UN head / Observer Sp. agency head’. The head of delegation is usually the
person being responsible for the delegation and the secretariat's counterpart during the
session, apart from the DCP here in ORS.
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@ onlinereg.uatunfecc.int

edit: Salutation, Fi

appropriate section of Communication Log. Continue?

-

After Confirmation, the status column indicates that the participant has been confirmed and
is pending UNFCCC processing. Processing will often be automatic, and the status will
change to “Registered” in the following hours, however in some cases manual
processing will need to be performed by UNFCCC. Once the status changes to
“Registered” an acknowledgement/visa letter will automatically be generated and sent to
the unique email address the DCP provided for the delegate. Note that all fields except
salutation and name can be edited by you even after confirmation of a delegate. If a
participant should be removed or further changes to a participant are required after
confirming, please contact UNFCCC.

Logged in as Ms. UN Organization DCP [iog out] veeting: RSN 0cegation [ UN System Organization

@ @ gm’ec é:egsmun Al participants

I 9 The following nominations have been confirmed and are awaiting processing by the UNFCCC secretariat: Ms. Ramooz Vignale Lopepe. 18 Sep 2023 16:16 CETI

My delegation ‘ Account settings Communication ‘

By adding names to the list on "My page you are to in this meeting. Ensure you confirm your participants before the Confirmation Deadline

Onsite

Nominate and confirm by

27 Nov 2023

70 day(s). 7 hour(s) left

By adding names fo the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s). 7 hour(s) left

Onsite Virtual-only

Filter

Filter!

Delegation can be sorted by clicking the red title of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically o the top of the List Of Parficipants

Please choose at least one head of delegation

Salutation

()  Orderin LOP [?] First 1 Last name Badge type Status Attendance Data still required? Action [?] Documents [?]
(] 999 Sra. Subasana Linero Villamizar =~ Observer - UN head Nominated, pending DCP/NFP confirmation | 30 Nov-12 Dec 2023 | Photo required % [
(m] Ms. Eva Thanjavur Prakasam Observer - UN Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 Participant details E::hll—]' 0763 [SCaram|
(m] 999 Ms. Ramooz Vignale Lopepe Observer - UN Confirmed, pending UNFCCC processing | 30 Nov-12 Dec 2023 %]J:’ [Confirm |
(] 999 Ms. Soline Zarif Cardoso Observer - UN overflow  Nominated, pending DGPINFP confimation 30 Nov-12 Dec 2023 | Participant details %”:' I

| Add a new participant | | Download LOP for your delegation in Excel | = Export full set of data to Excel |

Page 41 of 57




Alternatively, more than one participant can be confirmed at a time by selecting the checkboxes
on the left and clicking the “Confirm selected” button at the bottom left.

Logged in as Ms. UN Organization DCP [log out] Meeting: [ ESNI  Deegation: [ UN System Organization
@ UNFCCC
Online Registration Al participants My delegation Account settings Communication
By adding names 1o the list on "My page you are to in this meeting. Ensure you confirm your participants before the Confirmation Deadiine
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s). 7 hour(s) left

By adding names 1o the list on "My " page you are to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadiine.
Virtual-only

Nominate and confim by

27 Nov 2023

70 day(s), 7 hour(s) left

| Onsite | Virtual-only

Filter participants:
Filter!

Delegation can be sorted by clicking the red title of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Please choose at least one head of delegation

Order in LOP [7] e n Badge type Status Attendance Data still required? Action [?] Documents [?]
R fi
999 Sra. Subasana Linero Villamizar | Observer - UN head Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 TE):%E owous| | Conimi
Edit || Remove || Confirm
999 Ms. Eva Thanjavur Prakasam Observer - UN Nominated, pending DCP/NFP confirmation = 30 Nov-12 Dec 2023 Pno(?ii p—
— Edit | [ Remove | [ Confirm
999 Ms. Ramooz Vignale Lopepe  Observer - UN Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 =
999 Ms. Soline Zarif Cardoso Observer - UN overflow | Nominated, pending DCP/NFP confirmation 30 Nov-12 Dec 2023 i:';‘o Remove | Conéem

‘Mdanewpamdpant Download LOP for your delegation in Excel | | Export full set of data to Excel

3. Inthe screenshot below more of the participants have been confirmed. They are all pending
UNFCCC processing.

Logged in as Ms. UN Organization DCP [log out) Meeting. [ EESINMMMMMI  Declegation: [ UN System Organization

@ UNFCCC

Online Registration All participants My delegation Account settings Communication |
I 4) The following nominations have been confirmed and are awaiting processing by the UNFCCC secretariat: Ms. Ramooz Vignale Lopepe, Ms. Eva Thanjavur Prakasam, Sra. Subasana Linero Villamizar, Ms. Soline Zarif Cardoso

18 Sep 2023 16:30 CET|

By adding names to the list on "My " page you are to in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Onsite

Nominate and confirm by

27 Nov 2023

70 days). 7 hour(s) lef

By adding names to the list on "My " page you are 1o participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 7 hour(s) left

Vistony

Filter

Filter! |

Delegation can be sorted by clicking the red title of each column

Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants
O OrderinLOP [7] et Badge type Status Aftendance  Data still required? Action [7] Documents [7]
a 999 Sra. Subasana Linero Villamizar | Observer - UN head Confirmed, pending UNFCCC processing | 30 Nov-12 Dec 2023 %1‘7 st ]
(m] 999 Ms. Eva Thanjavur Prakasam Observer - UN Confirmed, pending UNFCCC processing | 30 Nov-12 Dec 2023 JES RS (REHRa|
Photo
a 999 Ms_ Ramooz Vignale Lopepe Observer - UN Confirmed, pending UNFCCC processing | 30 Nov-12 Dec 2023 Photo |
a 999 Ms._ Soline Zarif Cardoso Observer - UN overflow | Confirmed, pending UNFCCC processing | 30 Nov-12 Dec 2023 %cl'l‘: |:|

| Add a new participant | | Download LOP for your delegation in Excel | | Export full set of data to Excel
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4. Once UNFCCC processing has been completed, the “Status” column will normally change
to “Registered” and the “Nomination Acknowledgement” button will be enabled. Almost
there!

Logged in as Ms. UN Organization DCP [log out] Meeting: | NNSEENNNMIN  De'egation: [ UN System Organization ]

o @ UNFCCC i
Online Registration All participants My delegation Account settings Communication

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadiine.

Onsite
27 Nov 2023
70 day(s), 7 hour(s) left
By adding names 1o the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline

Virtual-only
27 Nov 2023
My delegation for COP 28, 30 Nov-12Dec 2023

B

Filter participants

Filter!
Delegation can be sorted by clicking the red title of each column
delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Paricipants
Order in LOP Salutation Data still = ™
] o Ry Badge type Status Attendance imgoked? Action [?] Documents [7]
Nomination
. 9% Sra. Subasana Linero Gsarver - UN Fead Registered, acknowledgement sent to 30 Nov-12 Dec Edit Hk,m.ﬁ,mgn,,w(
U Villamizar Obssrve . participant 2023 Pholo
A Re-send acknowledgement
Nomination
= Registered, acknowledgement sent . Edi B »
a 999 Ms. Eva Thanjavur Prakasam | Observer - UN Registared, acknowledgement sert fo 30.Hov-12 Dec Acknowledgement
participant 2023 Pholo
-send acknowledgemen
fRe-send acknowledgement
Nomination
- agisterec 7 Edit =]
O 999 Ms. Ramooz Vignale Lopepe | Observer - UN Registered “f‘kf " N%g e e Acknowledgement
: oto {8 Re-send acknowledgement
. ) - 8 Nomination
o = o Observer - UN Registered, acknowiedgement sent to 30 Nov-12 Dec Edit | riesbanio
overflow participant 2023 Photo
e-send acknowledgement
{8 Re-send acknowledgement

Add a new participant Download nomination acknowledgements Download LOP for your delegation in Excel Export full set of data to Excel

6.4.2 Change the Badge Type of a participant

This feature allows you to change the badge type of a participant from one to the other as
required. For example, you may consider doing this to change the badge type of a participant
from onsite participation to virtual only participation, and vice-versa. In addition, badge types
can also be changed between the onsite badge types (‘Observer UN Head / Observer Sp.
agency Head’ or ‘Observer UN / Observer Sp. agency’ or ‘Observer UN overflow / Observer
Sp. Agency overflow’).

Please note there is no limit to the number of times an organization can change the
badge type of their delegates until the confirmation deadline.

To move registered participants from Onsite to Virtual-only or vice versa after the confirmation
deadline has passed, please provide the names of the delegates (exactly as registered in your
delegation) via a request in the Communication tab, and the secretariat will reassign them on
your behalf.

Disclaimer: Please note that during the session, in case of badge type change, already
issued badge will be immediately disabled, meaning existing badge cannot be used
anymore to access the Blue zone. In this case delegate needs to proceed to the
registration counter as soon as possible to get a new badge with the updated badge type
/ validity dates.
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1. To change the badge type of a participant, click on the ‘Edit’ button under the ‘Action’
column on the “My delegation” page. This is possible on both tabs, “onsite” tab as well as
the “virtual only” tab.

In the screenshot below, the example is displayed on the “onsite” tab.

Logged in as Ms. UN Organization DCP [log out] Meeting: [ EEONN Ds'egation: [UN System Organization &3

-i;!' (C) unrece
Oniine Registration All participants My del Account settings Communication

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline

Onsite
Nomin
27 Nov 2023

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline
Virtual-only

by
27 Nov 2023
2

70 day(s). 3 hour(s) lef

Virtual-only

Filter participants:
Filter!

Delegation can be sorted by clicking the red title of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

] Order in LOP Salutation Data still

7] 7]
A Oy el Badge type Status Attendance e Action [7] Documents [?]
Nomination
- 5 Sra. Subasana Linero Stssrvor= i baad Registered, acknowledgement sent to 30 Nov-12 Dec Edil Eknuwmgemem
Villamizar participant 2023 Photo
8 Re-send acknowledgement
. 8 Nomination
(m] 999 Ms. Eva Thanjavur Prakasam | Observer - UN Egshre Bl mengament st 0 Hov-12Dec Eat Acknowledgement
articipan
i s {8 Re-send acknowledgement
Nomination
™ Observer - UN Registered, acknowledgement sent to 30 Nov-12 Dec a
(] 999 Ms. Soline Zarif Cardoso 9 9 Acknowledgement
i overflow participant 2023 3

8 Re-send acknowledgement

Add a new participant Download nomination acknowledgements Download LOP for your delegation in Excel Export full set of data to Excel

2. Atthe bottom of the participant details page, under participation parameters, select the
“badge type” appropriate to the participant from the drop-down menu.

Logged in as Ms. UN Organization DCP [log out] veeting: [N  0:':oxton: [UN System Organization
# (€) unrcce
Onine Regisiraton Al participants My delegation Account settings Communication

Create/update participant

Personal information

Salutation Ms. -
Given name Soline o
Family name Zarif Cardoso o

Minister or above

nce the overall transparency of participation
nts o provide this information.
¢ information, that choice will be made publicly available

Information about relation with nominees on unfccc.int website

Relationship to nominator® | Paid relationship/contract with an affiiate/i v | [7]

Functional title® | consuftant [7]
Depatment® [cca m

Home organization® U system Organization A o

Date of bith (DOMMAYYYY)* [31/1071975 o
Passport number ONLY* (4343424 n
Nationality® | pominican Republic v ™

Residence counlry™® | Austria v
Residence city* [vienna mn

Personal, secure emai® |gzegun.nt n

address for this participant
(used by partcipant fo
access online senices)

Phone number [E]
Participation parameters
Badge type® | Observer - UN overflow V] 1
Order in List of Participants® | - Please select - m
Observer - UN head
s UN staff member® b IE]
Observer - UN
. * ]
Badge valid fom™® | o N overflow K]
Badge valid thru* | vietual-only (UN) 1m

Save and continue

Note that the validity dates for both “onsite” and “virtual only” badge types are for the whole
duration of the conference by default.

In the example below, the badge type of the registered participant (Ms. Soline Zarif Cardoso)
is being changed from ‘Observer UN overflow’ to the badge type ‘Virtual only (UN)’.
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Logged 1 as Ms. UN Organization DCP (o9 out] weesns: |  Oceooton: [0t Sysien Organizaton

) (€) wrece
Yine Reysanen Al particpants My ceiegation Account settngs Communication

Create/update participant

Personal information

Soutaton [ e v
Givennome e m
Fomiy name  Zarif Cardoso m
uinster or sbove 01 [7)

UNFCCC
n the UNF s o
Rrotes that it cases v

ublicl avaiabie

Infe with nominees

Restonsn fo nomnator* | Pad relatonship/contract wth an aflate) v | 71

Functionaittie® [Consuitant n
Department* foca n

Home organization® (LN System Organization A o

Date of ith (OOMMNYYY)* (3371072975 n
Passportrumbar ONLY* (1323934 m
Nationalty® | Gominican Republic ¥ P

Residence caunty® [ Ausiria Bm
Resience ctY® [ema o

Personal, secure eral* oz gunnt ”

‘address for th particpant
(used by partcpant to
access onine services)
Phone number m
Participation parameters

Order i List of Particpants® gg5 [}
s UN statf member® [Yes Bl
Tadge vard fomT | DIIT30 T
[ (s =M
ty change, siready issved badge Blue zone.
the 5 300n as possible t

Please confiem badge typeNvalidity dates change.

Please confrm regstration® () [7]
typeiadge vaidty dates

Save and continue

Continuing with another example, badge types can also be changed between the onsite badge
types.

Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: [ UN System Organization

&) (C) ynrece [ - ) )
Online Regstration All participants My delegation Account settings Communication

By adding names to the list on "My delegation" page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Onsite

Mominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

Virtual-only

Filter participants:

Filter!

Delegation can be sorted by clicking the red titie of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Order in LOP Salutation Data still -
o 21
(] e S Badge type Status Attendance S ikea? Action [7] Documents [?]
§ {8 Nomination
O 999 Sra. Subasana Linero Observer - UN Registered, acknowledgement sent to 30 Nov-12 Dec Edit | Acknowledgement
Villamizar head participant 2023 Photo B Re-send
acknowledgement
{8 Nomination
Ms. Eva Thanjavur Registered, acknowledgement sent to 30 Nov-12 Dec Edit Acknowledgement
O 999 Prakasam w participant 2023 Photo A Re-send
acknowledgement
Add a new participant Download inati LOP for your in Excel Export full set of data to Excel

In the example below, the badge type of the registered participant (Ms. Eva Thanjavur
Prakasam) is being changed from ‘Observer UN’ to the badge type ‘Observer UN overflow’.
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25 M. U Organization DG og o [ —]

@B () uwreee
@®©

Createlupdate participant

Personal infor:

Information about relation with n

tor® | Guest of the nominating entty vim

185% Cimte Change Resexrcher 1

g — I
01* Save the Green Forests m

Date of bi * 1s/03/1975 L

Passport number ONLY*  [asasas n

v|m
v|m
™
n
(]
= [l
959 m
o v|m
05313 v|m
e i v
o te that in case of badge type change or validity dates change, already, will be immediately disabled, meaning existing badge cannot be used snymore to sccess Biue zone.
n this case delegate needs to proceed a5 s00n 2 new badge with new badge typenalidty dates.

Please confirm badge typeivalidity dates change.

]

Save and continue

3. Once the new badge type of the registered participant is selected, tick the check box to
confirm the changes made to the badge type and validity dates of the registered
participant and click on “Save and continue”

B (€) unrcee
@Y

Create/update participant

Personal information

on* {Un system Organizaton & [E]

* [suo/97s gl

Participation p

20231130 vlm

u* 20231212 B _vm

Please note o validity rcady issued badge will be immediately disabled, Biue zone.
In this case delegate needs to proceed to the registration counter as Soon as possible to get a new badge with new badge typeivalidity dates.

Please confirm badge typeivalidity dates change.

2k

g Pievse contem
%

ed 1 a3 M. UN Organization DCP e

4. Once processed the registered participant has the updated badge type and attendance. If
applicable the participant is moved to the respective tab, i.e., “Onsite” or “Virtual only”
under the “My delegation” page.

Continuing the first example from above (Page 44), the registered participant (Ms. Soline Zarif
Cardoso) has been moved from the “Onsite” tab to the “Virtual only” tab as the badge type was
changed to ‘Virtual only (UNY).
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Logged in as Ms. UN Organization DCP [log out] Meeting: | EISGNMM  De'egation: | UN System Organization

@. (C) unFcce - ) .
Online Registration All participants My delegation Account settings Communication

By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

By adding names to the list on "My delegation" page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

Onsite Virtual-only

Filter participants:

Filter!
Delegation can be sorted by clicking the red title of each column.
Order in LOP Salutation Data still -
a 21 First/ Last name Badge type Status Attendance required? Action [?] Documents [?]
Virtual-only Nominated, pending DCP/NFP 30 Nov-12 Dec Edit || Remove || Confirm
O 999 Mx. Martin Kulage () confirmation 2023 Photo
- . - 5 > Edit e r— 8 Nomination

O 999 Ms. Soline Zarif Virtual-only Registered, acknowledgement sent to 30 Nov-12 Dec Acknowledgement

Cardoso (UN) participant 2023 Photo

8 Re-send acknowledgement

Add a new participant Confirm selected Download nomination acknowledgements Download LOP for your delegation in Excel Export full set of data to Excel

Please note that the system will automatically send the updated Nomination
Acknowledgement /UNFCCC Visa Support Letter to the registered participant only in
case of changes to the badge validity dates as well as changes to the badge type from
onsite to virtual-only, and vice-versa. In such cases, the “My delegation” tab is re-displayed,
with the message bar displaying that the email has been sent to the respective registered
participant (as shown below).

Logged in as Ms. UN Organization DCP [log out] Meeting: — D UN System O i
&. () unrcce -~ )
Online Registration Al participants My delegation Account settings Communication
|- Email to participant about regi pe change has been sent 18 Sep 2023 22:16 CET |
By adding names to the list on "My ion" page you are indivi to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

By adding names to the list on "My ion" page you are ing indivi to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

Onsite Virtual-only

Filter participants:
Filter!

Delegation can be sorted by clicking the red titie of each column.
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants
m) Order in LOP Salutation Data still

2 First/ Last name Badge type Status Attendance required? Action [?] Documents [?]
8 Nomination
o 999 Sra. Subasana Linero Observer - UN Registered, acknowledgement sent to 30 Nov-12 Dec Edit Acknowledgement
Villamizar head participant 2023 Photo 8 Re-send
acknowledgement
Nomination
Ms. Eva Thanjavur Registered, acknowledgement sent to 30 Nov-12 Dec Edit Acknowledgement
] 999 Prakasam Disene s participant 2023 Photo Re-send

acknowledgement

Add a new participant Download nomination acknowledgements Download LOP for your delegation in Excel Export full set of data to Excel

5. If an automatic email is not sent by the system, as a final step, click on the “Re-send
acknowledgement” button to send the updated ‘Nomination Acknowledgement / UNFCCC
Visa Support Letter document to the registered participant.

All changes that are processed in ORS by the DCP or upon request by the secretariat (e.g.
personal details of the delegate) will automatically be reflected in the acknowledgement/visa
letter.
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Logged in as Ms. UN Organization DCP [log out] Meeting: _ D i \ UN System O izati \

@ UNFCCC . ) ' o
Online Registration All participants My delegation Account settings Communication

By adding names to the list on "My delegation" page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Onsite

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

By adding names to the list on "My delegation" page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.
Virtual-only

Nominate and confirm by

27 Nov 2023

70 day(s), 1 hour(s) left

‘ Onsite I Virtual-only I
Filter particip:
‘ ‘ | Fittert
Delegation can be sorted by clicking the red title of each column.
Order in LOP Salutation Data still .
(] 6] First/ Last name Badge type Status Attendance required? Action [?] Documents [?]
. Virtual-only Nominated, pending DCP/NFP 30 Nov-12 Dec Edit || Remove || Confirm
u} 999 Mx. Martin Kulage ) confirmation 2023 Pholo
= Nomination
(m) ?‘ Ms. Soline Zarif Virtual-only Registered, acknowledgement sent to 30 Nov-12 Dec Edit 8
Cardoso (UN) participant 2023 Photo

‘ Add a new participant ‘ ‘ Confirm selected ‘ ‘ Download nomination acknowledgements ‘ | Download LOP for your delegation in Excel Export full set of data to Excel
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6.4.3 Swap Participants

This feature allows you to swap two confirmed delegates between the “Onsite” and “Virtual-
only” tabs. You can submit a “Swap Participants Request” to swap/exchange the mode of
participation for the respective two confirmed delegates in one go.

***Please note that the “Swap Participants Request” can only be submitted for confirmed
participants in both “Onsite” and “Virtual only” tabs respectively. For detailed instructions
on how to confirm a delegate please refer to section 6.4.

If you wish to swap participants from “Virtual only” to “Onsite”, and vice versa, please follow the
instructions below:

1. Go to the communication tab. Under "type” you will find a drop-down with multiple
options. Click on “Swap Participants Request”.

Logged in as Ms. UN Organization DCP [log out] Meeting: [ENCI202S: | Delegation I UN System Organization

|

Communication with the Secretariat

Other (Regular) v [?

Add a new message*  Other (Regular) [?]

Vaccination related queries

Pre-Printed badges

ISwap Participants Request

Save and continue

% - mandatory field

Unread messages are displayed in bold text

(&) (@) UNFcce
‘&3 \Q} Online Registration All participants My delegation Account settings

2. The system loads two mandatory fields to be provided. Firstly, the option “Confirmed
participant whose area should be swapped” will appear. Select the name of participant to
be swapped from “onsite” to “virtual only” attendance, and vice versa.

3. Secondly, the option “With following confirmed participant” gets displayed. Choose
another participant that needs to be swapped with the above selected participant.

4. It also offers an optional section to post a reason for the Swap Participants Request.
Once completed, click on “Save and continue”.

Please note that if the participant you want to appoint does not appear in the drop-down list,
make sure that all the required personal details is provided for this participant and they are duly
confirmed.

In the example below, “onsite” attendance of the confirmed participant (Ms. Soline Jackson) is
being swapped with the “virtual only” attendance of the confirmed participant (Mr. Kirill
Sergeyvich).
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Logged in as Ms. UN Organization DCP [log out] Meeting: _ Delegation: | UN System Organization |

@ ) unrece
s Online Registration All participants My delegation Account settings Communication

Communication with the Secretariat

Type* ‘ Swap Participants Request v| [?]

Confirmed participant who's* ‘ Ms. Soline Jackson - Onsite (Observer - UN v | 21
area should be swapped

With following confirmed® l Mr. Kirill Sergeyvich - Virtual only (Virtual ¢ v I [?1
participant

Reason [?]

% - mandatory field

6. Once UNFCCC receives your request, it may take a few working days for the request to
be approved, as it requires manual processing to be performed by UNFCCC. When the
request is approved a confirmation email will be sent to the unique email addresses of both the
swapped participants.

***Please note there is no limit to the number of times the DCP can swap their delegates
from “Virtual only” to “Onsite”, and vice versa. However, all such swaps must be
completed by the confirmation deadline.

Logged in as Ms. UN Organization DCP [log out] Meeting: [ SEDESNNNNIII  Delegation: [ UN System Organization
;ﬂ, ©) unrece N
Online Registration All participants My delegation Account settings Communication
|&) New message has been posted 05 May 2023 11:24 CET |
By adding names to the list on "My d " page you are to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadine
Onsite

Nominate and confirm by

16 Jun 2023

42 day(s), 12 hour(s) lef

By adding names to the list on "My " page you are to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadiine
Virtual-only

Onsite Virtual-only

Filter participants
Filter!

Delegation can be sorted by clicking the red title of each column
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

£ Salutation N .
[  OrderinLOP [?] gy Badge type Status Attendance  Data still required? Action [7] Documents [?]
§ .. Edit {8 Nomination Acknowledgement
(m] 999 Ms. Soline Jackson Observer - UN head Registered, acknowledgement sent to participant | 05-16 Jun 2023
Photo {8 Re-send acknowledgement
Edit {8 Nomination Acknowledgement
0 2 Santhosh Kulage Observer - UN Registered, acknowledgement sent o participant 05-16 Jun 2023
Photo {8 Re-send acknowledgement
§ e Edit {8 Nomination Acknowledgement
(m] 999 Mme Subasana Linero Villamizar | Observer - UN overflow = Registered, acknowledgement sent to participant | 05-16 Jun 2023
Photo {8 Re-send acknowledgement

Add a new participant Download nomination acknowledgements Download LOP for your delegation in Excel Export full set of data to Excel
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6.5 Step 4 - Download Nomination Acknowledgement/Visa Support Letter

Click on the “Nomination Acknowledgement” button to download the “Acknowledgement of
Nomination/UNFCCC Visa Support Letter” document for a registered participant.

All changes that are processed in ORS by the DCP or upon request by the secretariat (e.g.
personal details or registration type of the delegate) will automatically be reflected in the
acknowledgement/visa letter.

More than one acknowledgement/visa letter can be downloaded at one time (as shown below)
by selecting multiple participants using the checkboxes on the left of the screen and clicking
the “Download Nomination Acknowledgements” button at the bottom of the screen.

Logged in as Ms. UN Organization DCP [log out] meeting: (NS  De'eoation: [ UN System Organization
@) (C) unrcce )
Online Registration Al participants Account settings Communication
By adding names o the list on "My delegation” page you are g individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadiine

Onsite
Nominate and confirm by
27 Nov 2023
70 day(s), 7 hour(s) left
By adding names to the list on "My delegation” page you are nominating individuals to participate in this meeting. Ensure you confirm your participants before the Confirmation Deadline.

Virtual-only

Nominate and confirm by
27 Nov 2023
dayls). 7 hou(s) lef

Filter participants:

Filter!
EOE sef . Agency head) goes automatically to the top of the List Of Participants
O’“’I;r]‘ Lop Flrssta/‘fi‘t‘?";m Badge type Status Attendance r‘z:ﬁ;’;‘; Action [?] Documents [?]
{8 Nomination
Sra. Subasana Linero Registered, acknowledgement sent to 30 Nov-12 Dec Edit A
Observer - UN hea q g \cknowledgement
99 Villamizar Obseever:-UN head participant 2023 Photo g
{8 Re-send acknowledgement
- Registered, acknowledgement sent to 30 Nov-12 Dec Edit
a ¢ Prakasam Ybserver
999 Ms. Eva Thanjavur Prakasam  Observer - UN Seiionet 2023 =
Regist " ' 8 Nomination
9% s: Ramoos Visisle Lopens Observer - UN Registered, acknow :*tk;ul:wu[wu!m 30 Noz\a;az Dec Edit Acknowledgement
participan B
. ot {8 Re-send acknowledgement
) Ma. Soline Zant Cardosn Observer - UN Registered, acknowledgement sent to 30 Nov-12 Dec Edit o mant
SO AUCOs overflow participant 2023 Photo
{8 Re-send acknowledgement

Add a new participant | | Download nomination acknowledgements | = Download LOP for your delegation in Excel | | Export full set of data to Excel

Note that before the download option for the Acknowledgement of Nomination/lUNFCCC Visa
Support Letter is available, the DCP or the respective participant will have to access a
confirmation link. Depending on the conference setting, they may get prompted to an interface
to provide further detalils.
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From: UNFCCC Online Registration <onlinereg@unfccc.int>
Sent: Tuesday, 7 March, 2023 16:07
To: Juanita Jackson <j_jackson@un.org>

Subject: Registration confirmation for UNFCCC UNC 2023

Registration confirmation for UNFCCC UNC

2023

Dear Mx. Juanita Jackson,
You have been registered for UNFCCC UN Conference 2023.

You will need to show the acknowledgement letter at the registration counter in paper or electronic form
to obtain your conference badge. The acknowledgement letter can be downloaded by clicking on the
link below. By clicking on that link to download your acknowledgement letter, you agree and confirm:

« That you will abide by secretariat's Code of Conduct, as amended from time to time, which can
be accessed from here;

« That the secretariat will share your personal data from the on-line registration system with the
host government for the purposes of organizing the UNFCCC UN Conference 2023 and issuance
of related visa;

« That if your name is included in the List of Participants, the secretariat will publish other related
details provided during registration such as your title and the organization you represent.

You can download the acknowledgement letter by clicking here.

Details on how to participate virtually will be shared prior to the commencement of the
conference

Kind regards,

UNFCCC secretariat

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

It is the sole responsibility of the DCP to ensure that participants have downloaded the
Nomination Acknowledgement /UNFCCC Visa Support Letter documents. When
approaching registration counter, each participant must bring their Nomination
Acknowledgement document (sample shown below) along with their official and valid photo
identification document to the session to collect their badge and enter the venue. This makes
the registration of your participants at the venue much faster.
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To Diplomatic Missions: Please take note of the code 7V3SXA that may be used to confirm this
registration. Please log into the system to find the most updated information.

ACKNOWLEDGEMENT OF PARTICIPANT'S NOMINATION / UNFCCC VISA SUPPORT LETTER

to attend the meeting session UN Conference 2023, Bonn, Germany, from 05 Jun 2023 to 16 Jun 2023
as specified below.

Full name:
Mx. Juanita Jackson

Date of Birth: Document identification number: Country of Nationality:
16 Mar 1975 23344554DF Belgium
Registration type: Attendance starts: Attendance ends:
Observer - UN 05 Jun 2023 16 Jun 2023

At the registration counter of the conference, participants must provide this document (either printed or
from a mobile device) and a personal identification document in the form of a valid passport or a
nationally approved photo identification card. Please note that the details provided to the UNFCCC
Secretariat using the Online Registration System (ORS) must match with the identification document.

6.5.1 After the confirmation deadline has passed

Once the confirmation deadline as noted on the top left of the “My delegation” tab has passed
it is no longer possible to confirm participants directly. Please note that it is still possible to
download documents for registered participants.

Unconfirmed participants will NOT be able to participate in the sessions.

Confirmed participants will NOT be able to participate until they have been processed by
UNFCCC and their status has become “Registered”. There may be delays processing
participants who are confirmed immediately before the confirmation deadline, due to the volume
of processing UNFCCC will be required to perform. It is therefore recommended that you
confirm earlier when this is possible.

6.5.2 After the sessions have ended

After the sessions have ended, you can view the final status of your nominated participants
under the “My delegation” tab. The records of a confirmed participant cannot be deleted once
a badge has been activated or a conference is over. The participants are saved and can be
reused by transferring them to a future meeting.
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Logged in as Ms. UN Organization DCP [log out] Meeting: — Delegation: | UN System Organization £

@ (€) ynrece B ' -
Online Registration All participants My delegation Account settings Communication

Registration for the meeting is closed or not yet open.

Onsite

Virtual-only Registration for the meeting is closed or not yet open.

Onsite ’ Virtual-only

Filter participants:
| | Filter! |

999
Delegation can be sorted by clicking the red title of each column.
Head of delegation (Observer - UN head / Observer - sp. Agency head) goes automatically to the top of the List Of Participants

Salutation

Order in LOP [?] Fient 1 Liaut oo Badge type Status Attendance
999 | Sra. Subasana Linero Villamizar [ Observer - UN head "R g ackr sent to participant [ 30 Nov-12 Dec 2023
999 [ Ms. Eva Thanjavur Prakasam Observer - UN [ gi sent to ici| [ 30 Nov-12 Dec 2023
999 Ms. Ramooz Vignale Lopepe Observer - UN gi , ackr sent to participant 30 Nov-12 Dec 2023
999 " Ms. Soline Zarif Cardoso " Observer - UN overfiow | Regi A sent to participant 30 Nov-12 Dec 2023

| Download LOP for your delegation in Excel | | Export full set of data to Excel
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6.6 Miscellaneous features

6.6.1 Changing your password

Please change your password as soon as possible after you log in for the first time and after
requesting a password reset. This can be done on the “Account settings” tab, simply update

the fields “New Password” and “Confirm” and click “Save Settings”.

Note that the new password should be at least 8 characters long and contain at least one digit
and one special character (for example !, ~?.)
This password will be used each time you receive natification to nominate participants. You
will not need to create a new login for each session.

Logged in as Ms. UN Organization DCP [log out]
@ @} g:ldf;::sf stration
My account settings

E-mail address | dep@un.unfecc.int

(cannot be changed):

Fullname  |Ms, UN Organization DCP
(cannot be changed):

Please choose your secret What is my mother's maiden name?
question:

Secret answer.

7

New password: |“.",."

I ]

Confirm: |u.-u-u

Representative accounts

No representative accounts registered.

Create new representative account

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 UN Agencies

Meeting: _ Delegation: | UN System Organization

Al participants

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.

My delegation Account settings Communication
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6.6.2 Resetting your password / requesting your login credentials

If you forget your password, you can request a password reminder from the log in screen.
1. Enter your e-mail address and click “Continue”.

Log in or Create new account

@ UNFCCC
Online Registration

Password reminder

Enter your e-mail: Idcp@un.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. Enter the answer to your secret question and click “Continue”. You will receive an email
containing a new temporary password. Please log in and change your password as soon as
you receive this email.

Log in or Create new account

@ UNFCCC
Online Registration

Password reminder

Please answer the question: |What is my mother's maiden name?

Your answer: Iupendo

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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7 Security

To ensure the security of your data please observe the following guidelines:

When you request access to the system for the first time or reset your password you
will be sent an email containing a password. Always log in to the system and change
this password.

If you choose to record your password somehow, please secure the record
appropriately.

Do not share logins and passwords. The system allows you to create an account for
your representative.

Please only create a representative account for a person you trust to represent you
and delete the account when it is no longer required. You are responsible for the actions
of your representative.

Only log in using the official UNFCCC Online Registration System web address, which
always begins with “https://onlinereg.unfccc.int/”. In particular, do not log in using web
addresses provided in other websites, emails, or other messages you may receive (so
called “phishing” attacks).

Never tell your password to someone else, including someone claiming to be with the
UNFCCC secretariat. UNFCCC will never ask for your password.

Always log out of the system when you are finished.
For your security, the system will automatically log you out after 60 minutes of inactivity.

For your security, the system will automatically log you out every 60 minutes even if
your session is still active.
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