il UNEeSsCco

Division of Conferences, Languages and Documents/Support Unit (CLD/S)

gDoc 2.0 - Manual for Submitting Officers

Table of Contents

O 1o 4 e Te [¥ Lot o o] o IR PSP P U URR PP 2
2. HOW t0 aCCESS BDOC 2.0 .. ... 2
3.8D0C 2.0 dashboard ................ooiiiiiiiic e e e e e e e e et e e e e eanees 3
4. How to create and submit @ FOrecast ............cocueiiiiiiiiiiiiicee e 6
a) Navigate to FOrecast dashboard..........cocueiiiiiiiiie et ee et sae e e be e e eneee s 6
b) Create a document fOrecast Via WIzZard .........c.eeeeiiiiiiiiiiiieiiie ettt e e e e esarree e e e e e eeeeareaes 6
c) Create a document fOrecast Via WIiZard. ..........cooeeuveeeeiiiiiiiiiiieeeee e eeecirreeeee e e eeeeiireeeeeeeeeeessareeeeeees 13
5. How to create and submit a document requEest..............ccoccuviiiiiiiiie e 14
a) Navigate to Request dashboard ............ccceiiiiiiiiie e 14
b) Create a document reqUEST Via WIZard.........coccueeeciieiiiie e eee ettt e e vte e s e e eae e ae e snae e 14
c) Create a document request with “Duplicate” fuNCtioN.........cccueeiiiiiieiiccie e, 27
d) Create a document request from @ fOrECast .......ccoiviiieiiiiiie e e 28
6. Additional Video tULOrIals.............cooouiiiiiiiiii e 31

1|Page Last updated 20/02/2024



It

jiilg UNEesSCco

Division of Conferences, Languages and Documents/Support Unit (CLD/S)

1. Introduction

The gDoc 2.0 system is the new unified global document workflow and capacity management system
which replaced prototype conference applications developed by the United Nations such as gDoc,
DCPMS and CMA.

gDoc 2.0 include a complete set of client-facing, documentation planning, request registration,

processing and issuance modules to support globally coordinated document workflow and capacity
management.

2. How to access gDoc 2.0

The gDoc 2.0 application is available on the eConference Portal for registered users.

a) The gDoc 2.0 linkis at https://conferences.unite.un.org/gDoc2
b) On the login page, use the option “Sign in with your UNESCO ID”,

# Welcome to the United Mations English

'_' ;\‘“ United Department for General Assembly
: Nations and Conference Management

Sign in to the DGACM
Conference Services Portal

Already have an account?

Sign in with your un.org email

Sign in with your ITU ID /

Sign in with your UNESCO ID

Sign in with other email

New to portal?

Request Access

Need help?

For technical questions please visit our information porial or request assistance.
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c) Type your UNESCO email on the Sign in page, then click Next

i unesco
Sign in

|Er“-3.' phone, or Skype

Can't access your account?

d) Type your password then click Sign in

¢ gd.abes@unesco.org

Enter password

Forgot my password

Expect to receive your second source of validation from your previously selected multi-factor
authentication method: 1) phone, 2) email or 3) authenticator app.

3. gDoc 2.0 dashboard

Dashboard grid

Each dashboard has a list of records for a special purpose, based on assigned user role(s):

Submitter’s dashboard provides a snapshot of forecasts and document requests submitted by

the secretariat group(s) the submitter is listed.

Split-screen view

The details page on the right side of your screen can be viewed while keeping the dashboard

view visible, by clicking on the icon button which becomes visible upon mouseover.

This feature provides quick access to the details of the record and easily navigate among

details of different records.
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I B gDoc2.0  Forecast REQUE:

IMPORT FORE]
Requests
9 Requests
— R2400009 @D
Draft/Retumed For
ReQUEST# Learcrs rorecasts | 10C/CL2975

/ Provisional Programme of Work
a

| Parliamentary: Pre-Session #  Submitted by: 10€, Extra-budgetary Processed by: CLD/D/PCU #

Forecast: # Publication: None #  Finance Document: Nene

Document Reguirements z Languages and Services V4
Symbol1 10C/CL-2975 Original Version Single Original Version
Symbol2 - Original Language(s) E
Symbol3

Destination Language(s)
Title Provisional Programme of Work A C E F R S

Mandate

Mandate URL

Original submission files V4

Total # of original pages 1

>

Special Instructions Vs

Column options

Visibility and sorting of your dashboard columns can be customized by clicking the column
options icon.

% gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter -
Requests ol =
v
Main te e Column Options
REQUEST # LEGACY # FORECAST # STATUS XB REVIEW ORGAN SESSION
R2400003 F2400002 ® Draft Intergovernmental Cceanogra...
R2400008 ® Draft Intergovernmental Cceanogra...
E2400007 ® Authorization Requested Intergovernmental Oceanogra...
R2400006 ® Document Requirements Review @ XB Review Extra Budgeta... Intergovernmental Oceanogra...

® Registered # XEB Review Approved Intergovernmental Oceanogra...
E2400004 ® Document Requirements Review Intergovernmental Oceanogra...
R2400003 ® Document Requirements Review Intergovernmental Cceanogra...
E2400002 ® Requested Cancellation Intergovernmental Oceanogra...
R2400001 ® Registered @ XB Review Approved Intergovernmental Oceanogra...

® Document Requirements Review # XB Review Approved Intergovernmental Oceanogra...
R2300007 ® Document Requirements Review @ XB Review Extra Budgeta... United Nations Environment P...

Filter search

Perform ad hoc queries using filters.
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3 gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter ~  g.abes_decs.control v @ 0

L
Requests h =Y ¢

I Create Documen [iiCtE]

REQUEST # FORECAST # STATUS XB REVIEW ORGAN SESSION TITLE
R2400 F2400002 @ Draft Intergovernmental Oceancgra...
R2400008 ® Draft Intergovernmental Oceanogra...

@ Authorization Requested Intergovernmental Oceanogra...

Query builder and Export to Excel options

Create and save queries including export query results into Excel file by clicking the three-dot
menu found on the top right side of the request dashboard.

g QDQC2.0 FORECAST REQUEST IMPORT FORECAST Submitter g-abes_docs.control v e G

L]
Requests ————Ee
You are running the Untitled query Close
REQUEST # LEGACY # FORECAST # STATUS XB REVIEW ORGAN
R2400003 F2400002 ® Draft Interge
R2400008 ® Draft Interge
R2400007 ® Authorization Requested Intergovernmental Oczanogra...
R2400006 ® Document Requirements Reviey @ XB Review Extra Budgeta... Intergovernmental Oceancgra...
AutoSave : = gdoc2-request-2024021717... L. yel Abes, Gerald De Guzman
R24000 —
File Home Insert Page Layout Formulas Data Review Wiew Automate Help Acrobat I Comments | | [ |
E‘ T Conditional Formatting ~ @ T Analyze Data
Fi it as Table ~
Clipboard | Font | Alignment | Number ¥ Format as Table Cells | Editing | Sensitivity | Add-ins Adobe
- - ~ ~ i Cell Styles ~ ~ - - Acrobat ~
R24000
Styles Sensitivity | Add-ins ~
Rzao0od | E17 - & -
R24000
A B c D E [a]
1 |Request # - | Forecast # ~ Status - XB Review - Organ m
2 R240000% F2400002 Draft Intergovernmental Oceanographic Commission
3 |R2400008 Draft Intergovernmental Oceanographic Commission
4 R2400007 AuthorizationRequested Intergovernmental Oceanographic Commission
5 |R2400006 DocumentRequirementsReviev ExtraBudgetaryReviev Intergovernmental Oceanographic Commission
& |R2400005 Registered Approved Intergovernmental Oceanographic Commission
7_|R2400004 DocumentRequirementsReview Intergovernmental Oceanographic Commission
2 |R2400003 DocumentRequirementsReview Intergovernmental Oceanographic Commission
9 |R2400002 ReguestedCancelation Intergovernmental Oceanographic Commission
10 |R2400001 Registered Approved Intergovernmental Oceanographic Commission
11 | R2300009 DocumentRequirementsReviev Approved Intergovernmental Oceanographic Commission
12 | R2300007 Dy R yReview United Nations Environment Program (UNEP) / du Programme des Nations Unies pour lenvirsnnement (7
13
14
15 |
16
17 [
18]
19
20 |
21|
2
FEN
24
28
6
27 |
28 |
29 |
30
ar |
32
33| |
4] =
Data @ L 1] [+
T
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4. How to create and submit a Forecast

a) Navigate to Forecast dashboard

Once logged in as a submitter, you can either: i) click on the “Forecast” on your home page;
or ii) click on the “Forecast” in the top navigation menu, to go to your Request dashboard.

% gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter g-abes_docs.control @ G

Good morning, Gerald.

Mavigation Visual Dashboard

Planning

b) Create a document forecast via wizard
You can create a document forecast through the Create wizard.

i.)  Click on “Create Forecast” to initiate the wizard. The secretariat group(s) you’re about to
create/submit the document forecast from is shown in the “Submitted by” field, and the
coordinator group your document request will be reviewed/approved will be shown in the
“Processed by” field.

Doc2.0 FORTCAST REQULST IMPORT FORCCAST Submitter - g-abes_decs.centrel v
L#] 2
L

FORECAST & LEGACY & EIQUEST & RGN S50 TITLE FINRT BATT

ii.) Based on the document forecast you’re about to create, choose Parliamentary or Non-
parliamentary, and then document type.
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Note: The Parliamentary types refer to a document that needs to be issued before a
meeting starts Pre-session); during a meeting (In-session); or after a meeting ends
(Postsession). The non-parliamentary types include publication and miscellaneous (e.g.,
poster, brochure).

Create Forecast

Submitted by , o

Forecast Type o

iii.) Click “Create” to start the wizard.
iv.) Step 1 inthe wizard — Submitting Information

The Location/Department/Division are populated with the information in your user profile.
You may change the “Requestor” field if you're submitting on behalf of your colleague.

The “Author/Consulting Officer” is the contact person who is the author of this document
request or can be consulted with about this document request. You can add more than one

Author/Consulting officer.

The “Authorizer” The contact person who authorizes/certifies financial implications
associated to the services requested in the document request.

®

Submitting Information

Location”  paris UNESCO [
Department’ | NESCO °
Division* UNESCO [

Budget Type  Extra Buagetary o

Author/Consulting Officer* 0 ToBeConfirmed

Authorizer © ToBeConfirmed

Certifier” To Be Confirmed

i
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v.)

Step 2 — “Organ, Session and Agenda information”

Organ is the entity that requires the document (e.g., a principal body that will consider the

document in its meeting).

Meeting (Session) request is the meeting where the document is required for. This field is a
lookup into the linked gMeets sessions.

@

Orgam, Session and Agenda

Information

> oBE

You can use the Advance search function to find the session if needed.

B gboc2.0

© ®

Organ, Session and

FORECAST REQUEST

Agenda Information

IMPORT FORECAST

Organ®  |ntergovernmental Ocea 1 OO Showa
Meeting (Session) Request # SE ]
Find Meeting Session /

SESSIONSTA  ACTION

The details of the selected session can be viewed:
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Organ® il Aviation Organization a o008
Mesting [Session) Request#  NA230207A Qa e
Meeting Information
Organ Code Organ Acronym
80.0190 IcAQ
Organ Title
International Civil Aviation Organization
Meeting # Meeting Title
NA230207A ICAC - AF| PBN Roadmap development and Route

development Laboratory
Start - End Dates
22-05-2023 - 26-05-20230
Meeting Venue (City, Country) Budget Type

Nairobi X8

vi.) Step 3 - “Document requirements”

A unique Symbol 1 and document title must be provided. You can also reflect the Mandate
for this document request and include any special instructions for the Document Control

Unit.
o o @
Document Requirements

symbaly | | o
Symbeal 3 [
" [

Mardate
o
Handuis UL o
Ingraciizra o

==

vii.) Step 4 — “Language and Services”
Select the original language(s) of the document is submitted in and the destination languages
for the document to be issued in. If the document needs to be issued also in the original

language, check the destination language for the same original language.

A document may come in with multilingual parts or multiple original versions. Select the
appropriate the “Original version”.
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3 = -
(= {2 2 @
B 2 i il Language and Services

Ortginal varsion Snghe Crignal Version

LAREUIRGE | Meitirgus | St ple Versien
isltighe Grigingl Versians

Arsbic
Sirgle Oripnal Yersies

Chinsus

[
o o O & O 0O E
a

viii.) Step 5— “Submission and Schedule”

Choose the date document request will be submitted and specify the estimated word limit.

Fag ) Fa ) P P |
& & & @
amitting befarmatis i, Session and Agenna cument Requireme] nBLARS and Servi Susbymisssine and Schedule
Sebwnsion Dele Expecied of Disst® L]
Dscasvieel Cabegory o
Fatimaied woad coamt™ I o

ix.) Wizard summary
Now you’re at the end of the wizard, you can:
a. Save the document forecast as Draft
b. Directly submit or advance submit the document forecast

c. Go back to any of the steps (just click on the Step in the top wizard trail) in the wizard and
make revisions.
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[ gD0c2.0  FORECAST  REQUEST  IMPORT FORECAST _
@ 2 2 2 o ®

Document Requirements  Language and Services  Submission and Schedul Summary

Submitting Informatio

= e

Document Requirements
Organ, Session and Agenda Information

Symbol 1 loc/cL-2s74

Symbol2 Orga

Title APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C ..

Instructions

Instr

Partiamentary Documents

Submitting Information

Paris UNESCO

Stats
UNESCO
UNEsco
Budget Type x®
Requestor Gerald Abes @
Author/Consulting Officer patrice BONED®
Authorizer Marisol Garrido ©

Languages and Services

service

Editing Levelnotset E

Accessibility

Accessibility Types.

X.)  Save as Draft
Once the document request is saved as a draft, the forecast is in the status of “Draft”, which is

the first stage in the workflow. The status of the forecasted request is also reflected on the
Forecast dashboard.
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F2400001| @€ZB| -

HOCICL- 2574

APPOINTHENT OF THE NEW EXECUTIVE SECRETARY OF 1I0C ...

O Processed by CLDVDVPCY 2

Submitter -

B gboc2.0 FORCCAST REOQUEST IMPORT FOREEAST
- o
2 T C

FORECAST 8 LEGACY REQUEST# RN SESHONTITLE FTART QATE ENDDATE IR FORECAST TYPE DOCUMENT FYPE
ntergovernmentsl Gcasnagraphic Commis... vkt Parlismentsry Pre-Session

xi.)  You can continue to update the draft forecast until you submit.

xii.) Once all information is ready, click “Submit” to complete the submission process.
The forecast status will change to “Authorization Requested” (Submitter’s view) or
“Document requirements review” (to be actioned by the Document Control Unit). The
submitter can no longer edit the forecast unless the Document Control Unit sends it back
(via the function of “Return for revision).
The submitter can request to have the forecast cancelled by using the “Request for
Cancellation”.

F2400001 @D -

OC/CL:29T4

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C ..

Paita

=
B gpocz.0 FORECAST REQUEST IMPORT FORECAST / Submitter ~

Details @
F2400001 5

10C/CL-2974

APPOQINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C ...

Parliamentary: Pre-Session # Submitted byt 10C Processed byt CLD/D/PCU #

Request: None Preforecast: None Publication: None

You can choose to Advance submit: the forecast will be in the Advance submission status.
In this status, you can revert the forecast to Draft.
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F2400001 @D - - s -

WOC/CL-2974 ] .

[T
APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C ... “ _
Pabamentary : Pre-Session #  Submitted byz 100 Processed by CLDDVPCY 2
Request: None Preforecast None Publication: None #
‘I 9

F2400001 @@=y . (/] X - o

10C/CL-2974

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10€ ... m bt

Parbamentary : Pre-Session # Submitted by 10C  Processed by: CLD/DVFCY #

Request: None Preforecast: None Publication: None #

c) Create a document forecast via wizard.

You can use the “Duplicate” function to create a new forecast by duplicating an existing forecast,
to re-use the same document metadata.

F2400001 :

1DC/CL-2874
APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C ...

Parlumentary : Fre-Session #  Submitted by 10 Processed by CLOVDVPCU #

Request: Nore Preforecast: None Publication: Nore

The new forecast will be created directly without the need to go through the Create wizard.
A suffix will be automatically added to the original document symbol and title. You'll need to
change the suffix before submitting the forecast.

B gboc2.0 FORECAST REQUEST IMPORT FORECAST Submitter v g.abes_docs.control - 0 0

Details ®

F2400002 @D -

10C/CL-2974_Duplicate2024021614221%
APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C ..._Duplicate20240216142219

Parliamentary : Pre-Session # Submitted by: I0C Processed by: CLD/D/PCU #

Request: None Preforecast: None Publication: None #
(1)
S

Draft/Returned for
Revision

Document Requirements Z
Organ, Session and Agenda Information Z
Symbol1 10C/CL-2974_Duplicate20240216142219
Symbal 2 Organ
Title APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C Intergovemmantal Oceanographic Commission @

..._Duplicate20240216142219 Meeting is not specified

Mandate

Mandate URL

Submission and Schedule 4
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5. How to create and submit a document
request

a) Navigate to Request dashboard

Once logged in as a submitter, you can either: i) click on the [Request] on your home page;
or ii) click on the [Request] tab from the top navigation menu, to open your Request dashboard.

% gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter ~  g.abes_docs.control ~ @ G

Good morning, Gerald.

Mavigation Visual Dashboard

Planning

Forecast

Impaort Forecast

b) Create a document request via wizard
You can create a document request through the Create wizard.

i.)  Click on [Create Document Request] to initiate the wizard. The secretariat group(s) you are
about to create/submit the document request from is shown in the [Submitted by] field,
and the coordinator group your document request will be reviewed/approved will be
shown in the “Processed by” field.

Create Document Request

Submitted by 10C

Processed by CLD/D/PCU

Request Type
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ii.)

iii.)

Based on the document request you are about to create, choose Parliamentary or Non-
parliamentary, and then document type.

Note: The Parliamentary types refer to a document that needs to be issued before a
meeting starts (Pre-session); during a meeting (In-session); or after a meeting closes (Post-
session). The Non-parliamentary types include publication and miscellaneous (e.g., poster,
brochure).

Create Document Request

Submitted by 1oc o
Processed by CLD/D/PCU [
Request Type [

Parliamentary

Non-Parliamentary

Cancel

-
Create Document Request
Submitted by 10C 0
Processed by CLD/DIPCU 0
RequestType  parliamentary 0
Document Type 0
Pre-Session
In-Session
Cancel
Post-Session
Mone

If you’re creating a documents request, for which you’ve already submitted a forecast that
was approved, then you can search and link the forecast to this document request in the
[Forecast Ref#”type].
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iv.)

Create Document Request

Submittedby  |oC L]
Processed by CLD/D/IPCU (]
RequestTyps  parliamentary L]

DocumentTyps  pre Session 9
Forecast Ref # 20

Click [Create] to start the wizard.

Note: if you have linked a forecast to the document request, then the document request
will be populated with the field value from the forecast to the same fields. Otherwise, you
would need to fill up the fields.

Step 1 in the wizard — Submitting Information

The Location/Department/Division are populated with the information in your user
profile.

You may change the [Requestor] field if you are submitting on behalf of your colleague.
The [Author/Consulting Officer] is the contact person who is the author of this document
request and can be consulted for related matters. You can add more than one

Author/Consulting officer.

The [Authorizer] The contact person who authorizes/certifies financial implications
associated to the services requested in the document request.

Location”  paris UNESCO [

Department’  UNESCO °

Division®  UNESCO o

16 |Page Last updated 20/02/2024



unesco

Division of Conferences, Languages and Documents/Support Unit (CLD/S)

vi.) Step 2 —[Organ, Session and Agenda information]

Organ is the entity that requires the document (e.g., a principal body that will consider the
document in its meeting).

Meeting (Session) request is the event where the document is required. This field is a
lookup into the linked gMeets sessions.

B gDoc2.0  FomecasT REQUEST  IMPORT FORECAST Submitter - g.abes_docs.control @ 9
Submitting Organ, Session and

nformation  Agenda Information

QOrgan® O O showAl

Meeting (Session} Request # SO |

You can use the Advance search function to find the session, if needed.

Doc2. FORECAST  REQUEST  IMPORT FORECAST Submitter ~+  g.abes_docs.control
gDoc2.0 g-abes_

© ®

Organ, Session and

Agenda Information

Organ®  |ntergovernmental Ocea 3 OO0 Shows
Meeting {Session) Request # o
Find Meeting Session /
a w
UNESCOAOC

SISO SESSIONTITLE START DATE-ENOBATE.S  LOCATL., SESSIONSTA  ACTION

The details of the selected session can be viewed:
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Organ® il Aviation Organization a o008
Mesting [Session) Request#  NA230207A Qa e
Meeting Information
Organ Code Organ Acronym
80.0190 IcAQ
Organ Title
International Civil Aviation Organization
Meeting # Meeting Title
NA230207A ICAC - AF| PBN Roadmap development and Route

development Laboratory
Start - End Dates
22-05-2023 - 26-05-20230
Meeting Venue (City, Country) Budget Type

Nairobi X8

vii.) Step 3 — [Document requirements]

Provide a unique Symbol 1 and document title. The Mandate for this document request
can be included as well as any special instructions for the Document Control Unit.

= -~ @
Document Requirements
symbalt | | o
Symbeal 3 [
. L]
Mardate
o
Handuis UL o
Insiraciizna ™

viii.) Step 4 — [Language and Services]
Select the original language(s) of the submitted document and the required destination
languages for the issued document. If the document needs to be issued also in the original

language, check the destination language for the same original language.

A document may come in with multilingual parts or multiple original versions. Select the
appropriate the “Original version”.
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Lanpuape and Services

orignalvaien | g vl verson

LANGLNGE Muitiangusl Sizgia Vertien OEFGINRL [ ]
i ltighe Original Verskans
Arsbic C (-]
| Sirgle Srigmal Yersien =

Chinms O (]
b 1) =
o o =
Ruaian O -]
Spanih 0 [- ]

ix.) Step5-—[Submission and Schedule]

Choose the issuance date of the requested document.

B gboc2.0 FORECAST REQUEST IMPORT FORECAST Submitter v g.abes_docs.control @ o
() )
© @ © © ®
Submitting Organ, Session and Document Language and Submission and
Information ~ Agenda Information  Requirements Services Schedule

Requested issuance date*

Document Category* NA o

Document Disposition o

< Previous step > Next step

X.)  Step 6 — [File(s) for processing]
Upload the original submission files that require document services.

The [# of Original pages] refers to the physical pages of the submission file(s).
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B gDocz2.0 FORECAST REQUEST IMPORT FORECAST Submitter ~  g.abes_docs.control ~ @ @
@ Y Y \Z/ -z
Submitting Organ, Session and Document Language and Submission and File(s) for
Information Agenda Information  Requirements Services Schedule processing

# of Original Pages 0 ~ /

Upload dmw

xi.) Step 7 — [Distribution and Output]

Specify the distribution requirement and its output type.

Indicate the confidentiality level of the document and set an embargo release date, if

applicable.
% gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter - g.abes docs.control @ G
) () )} ()}
Submitting Organ, Session and Document Language and Submission and File(s) for Distribution and
Information Agenda Information  Requirements Services Schedule processing Qutput
Distribution®  General L[]

Distribution Instruction

p [ ]
Output*  Full Production L[]
Confidentiality Not Applicable L/}
Embargo [ ]

xii.) Wizard summary
Finally, at the end of the wizard, you can opt to:

a. [Save as Draft] the document request or
b. [Submit], if all requirements have been reflected or
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c. Go back to any of the steps (click on the Step in the top wizard trail) in the wizard and
make revisions.

B gboc2o FORECAST REGUEST MPOET FORCCAST E-mSey_ oo cenbsl E m
P Pt ) Y LY Fa Y P
I\ - ety S’ Wt L S o x' @
Summary

€ a. b.

Cecument Requirements Grgan, Session and Agenda Infarmation

Sprabad HOCIOL- 2T Dgan

Symboll 3 rdergovemimental Gcsancgraphic Commiasion

Soyealyel 3 Elpening if Aol joeified

Tithe AFPOINTMENT OF Tl HEW EXECUTVE SECRETARY OF 00C

Handair

Handasie URL

Submissien and Schedule

Erguesled invesece duln @3-08-3004 138 @

Blocument Calegary

Special Instructions

Deusrin L Digeniting Stavetiedl st

Sprvial byl ees

Distribution and Qubput

Dritribvisibon Crarimrad
Submitting Information e e
Liseaticn Paria UMESCD pnlidentisiy Pt Apglicakie
Department ST Ermdsar g Recueriled By Cheni i
e UMESCE
Tusdget Typs il
Pequarifics
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xiii.) Save as Draft

Once the document request is saved as draft, the request is in the status of [Draft], which is
the first stage in the workflow. The Request dashboard reflects the status of the request.

B gbecz.0 FORECAST REQUEST IMPORT FORCCAST Submitter ~  gabes docs.centrel =

Rz400009 @D

IDCACL-297T4

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10:C

Parllamentary; Pre-Session #  Submitted byt 100, Extra-budgetary Processed byl CLDTNPCL #

Forscask: MoRefe #  Publicabion: Mone #  Finamce Document: Nooe

1
|
o
Document Requirements & Organ, Session and Agenda Information 4
Symibal 1 WOC/CL-2974 Oigaa
@ gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter g.abes docs.control @ e
L]
Requests Search = Y C
Main Create Document Request
REQUEST # LEGACY # FORECAST # STATUS XB REVIEW ORGAN SESSION
R2400007 @ Draft Intergovernmental Oceanogra...
@ Document Requirements Review @ XB Review Extra Budgeta... Intergovernmental Oceanogra...
R2400005 ® Registered ® XB Review Approved Intergovernmental Oceanogra...
® Document Requirements Review Intergovernmental Oceanogra...
® Document Requirements Review Intergovernmental Oceanogra...
® Requested Cancellation Intergovernmental Oceanogra...
® Registered @ XB Review Approved Intergovernmental Oceanogra...
R2300009 ® Document Requirements Review @ XB Review Approved Intergovernmental Oceanogra...
R2300007 @ Document Requirements Review @B Review Extra Budgeta... United Nations Environment P...
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xiv.) Continue updating the draft request under the [Details] tab by clicking the pencil icon on
the respective section.

% gDoc2.0 FORECAST REQUEST IMPORT FORECAST Submitter ~ g.abes_docs.control @ o

Details [=] i 20

R2400007 @D

10C/CL-2974

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C

Parliamentary: Pre-Session # Submitted by: 10C, Extra-budgetary Processed by: CLD/D/PCU 2

Forecast: NoRef# # Publication: None # Finance Document: None

—
(1)
S
Draft/Returned For
Revision
Document Requirements $ 4 Organ, Session and Agenda Information @ z
Symbol 1 10C/CL-2074 Organ
Symbol 2 - Intergovernmental Oceanographic Commission @
Symbol 3 - Meeting is not specified
Title APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF IOC
Mandate
Mandate URL P P 3
Original submission files $ Z
Total # of original pages 2
>
Special Instructions @ z
Special Instructions
i Submission and Schedule $ V4
Requested issuance date 01-04-2024 23:59 ©
Document Category Parliamentary Documents
Submitting Information @ Vi Document Disposition Standard Document
Location Paris UNESCO
Department UNESCO
Division UNESCO Distribution and Output * 2
Requestor Gerald Abes @
Distribution General
Author/Consulting Officer patrice BONED @
Qutput Full Production
Authorizer Marizol Garrido @
Confidentiality Not Applicable
Embargo Requested By Client ®
Accessibility $ V4
Accessibility Types Distribution Instructions 7

Distribution Instruction

Languages and Services * z

Original Version Single Qriginal Version

Original Language(s)

Destination Language(s)
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xv.) Update the submission files under the [File Desk] tab.

FORECAST Submitter ¥

{MPORT FORECAST _

Details a I 9 0

REQUEST g-abes_docs.control

R2400007 @D

10C/CL-2974

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C

Parliamentary: Pre-Session # Submitted by: I0C, Extra-budgetary Processed by: CLD/DIFCU #

Forecast: NoRef# # Publication: None # Finance Document: None

BT
File Desk
AL ORIGINAL DOCUMENTS Upload
.
Batch
SHARED DOCUMENTS

FINAL DOCUMENTS

xvi.) Provide under the [Finance] tab relevant information pertaining funding source for your
document request, as needed (subject to the requirements by the Document Control
Unit).

[B) gDoc2.0  FORECAST  REQUEST  IMPORT FORECAST Submitter ~  g.abes_docs.contrel
R2400007 @D (@) > v -
10¢/CL-2974

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C

Parliamentary: Pre-Session #  Submitted by: 10C, Extra-budgetary Processed by: CLD/D/P. _+#

Forecast: No Ref= »# Publication: None #  Finance Document: None

Finance
Funding information
Change Funding Infermation
Budget Type Breakdown Type
Extra Budgetary Budget Type™ No breakdown
Eatra Budgetary
BREAKDOWN Certiber [FUNDING DETAILS

EDcost estimate invoices

Service Costs

Requast

Have an Umoja Cost Assignment Funding Code?™

Not apphcabie

Breakdown Type*

o breakdown

EO cost astimste irvoices

Printing cost estimate involce®

.

Change Funding Information

% Share

100

Funding”

éal.
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Extra-budgetary submissions

For documents that are extra-budgetary in nature, the budget type must be specified
in stage 1 of the submission wizard. Select [Extra Budgetary] from the ‘Budget Type’
drop-down menu:

Division* 10C 0

Budget Type”  Extra Budgetary 0
Requestor*  Document.SUB New ... @ 0
Author/Consulting Officer* 4 o

After completing the 7 wizard stages and are at the ‘Summary’ stage, please save
your request as a draft. If you inadvertently click on [Submit] before entering the
funding information, an error message will appear:

Please provide funding information.

To reflect funding information, click on the [Finance] tab in the upper left side of the
screen:

APPOINTMENT OF THE HEW EXECUTIVE SECRETARY OF 10C

Pacllamentacy: Pre-Sedslon # SubmBted by 100, Btra-Budpetssy Prodesisd by CLDVDIP. @
Forecast: HoRef® »# Publication: Hone # Finance Docurment: Hane
Fananoe
Funding infermation
Busdget Type Certifier Fu Breskdowm Type

Exirn Budipetar My bewakaown

B AR DO 15 EXT RUABL ColsE TARY s SHARE FUKDING FURSDI NG DETAILS

Once within the [Finance] tab, click on the [+] icon to add funding information. A
‘Change Funding Information’ dialogue box will appear. Enter the correct fund
certifier and approver as well as select the most appropriate options related to your
fund. Click on the [Next] button when ready to proceed.
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Change Funding Information
Budget Type™
Extra Budgetary

Certifier

Have an Umoja Cost Assignment,/Funding Code?™

Not applicable

Breakdown Type®

No breakdown

EOQ cost estimate invoice#

Printing cost estimate invoice#

-

bl

The next screen will allow you to enter the relevant fund reservation information.
Click on the [Save] button once the required information is complete.

Change Funding Information

% Share Funding® Cost Center Funding # Functional Area
50 : Cost/Fund center 3110115000

Budget Period Valid Until Grant

% Share Funding® Cost Center Funding # Functional Area
50 : Cost/Fund center 3110115001

Budget Period Valid Until Grant

xvii.) Click “Submit” to complete the [ process after providing all required information. The
document request’s status will change to “Authorization Requested” (Submitter’s and
Authorizer’s view) (to be actioned by the Authorizer). The request can no longer be edited
by the request submitter unless the Authorizer sends it back (via the function of “Return
To Draft”).

Submitter may submit corrections files after the submission of request. Refer to the guide
on File desk for submitter.
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Submitter can request to have the document request returned for necessary updates by
using the “Return To Draft”.

B ghee2.0  rosmcasy LG ST IMEOET FORICAST

e

R2400007 22D - - - - .

W CL-29Ta
APPOINTRENT OF THIE KIOW EXECUTIVE SR TARY CoF 10

B ghoci.o FORLCAST BLGULET IMPORT FORICAST

R2400007 (v ] f - - "

B CL- 2574

AFPCINTHENT OF THE NEW EXECUTIVE SECRE TARY OF I0C

Parliamenteny: Predeasion #  Schmimed by 100, Extra-budipitary  Processed by CLDVDVB. o

Ferecaat: Mo Refe # Publcstion Mot Finence Dodument: Nont

@ gDoc2.0 FORECAST REQUEST IMPORT FORECAST Authorizer cld_support ~

R2400007

10C/CL-2974

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C

Parliamentary: Pre-Session Submitted by: 10C, Extra-budgetary Processed by: CLD/D/PCU

Forecast: NoRef# Publication: None Finance Document: None

c) Create a document request with “Duplicate” function
Use the “Duplicate” function to create a new document request by duplicating an existing

request, to re-use the same document metadata (for example, if submitting a set of document
requests.
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B gboc2.0 FORECAST REQUEST IMPORT FORECAST Submitter ¥ g.abes_docs.control @ 0
Details a3 i1 ® 0O
TN \
R2400007 (/] O
Draft/Retumed For Authorization

10C/CL-2974 Revision

APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C

Parliamentary: Pre-Session # Submitted by: 10C, Extra-budgetary Processed by: CLD/D/Pw__#*

Forecast: MoRef# # Publication: None Finance Document: None

Return To Draft

Details

The new document request will be generated directly without the need to go through the Create
wizard.

Note that a suffix is added by default to the original document symbol and title. Update these
fields before submitting the document request.

B gbocz.0 FORECAST REQUEST IMPORT FORECAST Submitter ¥  g.abes_docs.control ¥ @ 0

Details a @ 0O

R2400008 @D -

Draft/Retumed For
10C/CL-2974_Duplicate20240216182053 Revision
APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF I0C_Duplicate20; «

Parlizmentary: Pre-Session #  Submitted by: 10C, Extra-budgetary  Processed by: CLD/D/Pw_ &

Forecast: NoRef# # Publication: None # Finance Document: None

Details
Document Requirements & Organ, Session and Agenda Infermation Fs
Symbeol 1 10C/CL-2974_Duplicate20240216182053 Organ
Symbeol 2 - Intergovernmental Oceanographic Commission @
Symbeol 3 - Meeting is not specified

Title APPOINTMENT OF THE NEW EXECUTIVE SECRETARY OF 10C_Duplicate20240216182053

Mandate

Mandate URL . -
ancate Original submission files 7

Update all required fields and upload the new submission file for the new document request
prior submission.

d) Create a document request from a forecast
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Go to the approved forecast on the Forecast dashboard. You can tell if a forecast is already linked
to a document request by the “Request #” column.

B gbec2.0  roancasy BIGUEST IMPORT FORTCAET

E-abaa_dsca.coatral - E E
L

BE %
Create Forecast

FOEECALT 0 LAY @ AT AN Mo TR SEANT paly g At

sherprrepmeran bl Qoeancgraphe Commes

rhgrpvemmankl Doganograph Commes

Click the “Create Document request” from the forecast.

e v« g soncors© @ @

et ‘v @
F2400002 @D (] (]

10C/CL-2975

Provisional Programme of Work . .
Create Document Request Request Cancellation

Parlismentary: Pre-Session # Submittedby: 10C Frocessed by: CLD/D/PCU #

Request: None #  Preforecast: None Publication: None

Document Requirements Languages and Services Organ, Session and Agenda Information
Symbol 1 10C/CL-2975 Original Version Single Original Version Organ
Symbol2 - Original Language(s) - Intergovernmentsl Oezanographic Commission @
Title Provisional Programme of Work Meeting is not specified

Destination Language(s)
Mandate B A C E F R S

Mandate URL

Create Document Request

Request Type: Parliamentary

: Pre-Session
Forecast Ref#: F2400002

Multi-slot £ Non-Slotted

Cancel V

Then you’ll go through the Create Request wizard. the value of the same fields will be passed on
from the forecast to the new document request.

The linked forecast will be shown in the header of the document request.

DOC2.0  FORECAST  REQUEST  IMPORT FORECAST Submitter v g.abes_docs.contral
g REQUEST & X

Details 8 2 0

R2400009 @

10C/CL-2975

Provisional Programme of Work

Fariiamentary: Pre-Session #  Submitted by: 10C, Extra-budgetary Frocessed by: CLO/D/RCU #

Forecast: 2400002 »# Publication: None # Finance Document: None

o

Check if there are any differences between the document request and the linked forecast under
the “Compare” tab on the document request. Difference will be highlighted.
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R2400009 @D B - - - -

WOCCL-29TS

Privdikanal Pragramsme of Wadk
P = [}
Paligmentary; Pre-Sespon #  Submitses bys K00, Dvir-budgetary  Processed by: CLDA_ 0 #

Fosecast: 4 # Peblcations Mot #  Finsnoe Decument: Mong

This regeest [y —

kbemeiby  JOC hbeinedby OO0

Proceased by

Froceed by CLOVDAPCL

Grpevisthe  nisrgovermmantal Dosanogeaphic | Cpanicther  Iniggevemenenial Ocoasographic |
deparma SpatTEn
Seusion ¥ feuiom @
Seasaen Tith Saigaye T
Sessbsn Staet Date Sastion St Bute
Samsion Bad Date Seision Erd Date
Erguasi Tt Paramentany Ferecai Tyve

Doment Type  Prg.Sassion DocumestTyle  Pyg.Session

Spriell  OCACL-2ATS e

Syredpoll Syl

% Provisional Programme of Work ¥ Provisional Programme of Work

tardate Mandaty
Origingl Lanpuagely; A Origingl Languapeis) bz
Chonann Chirsur
Engliih -« Erqglish
Frandh Frasch
EBspan Buasbr
Spanat Lapmah
Destination =" Arbic Destination ~"Anbi
Chirie Chinese
LB ¥ Langusje s
e Burge .
French Frerch

Cormiphetion Dpie 07047004 Drsmuded inpsance

02-04- 2004

ohl worth [N Apreed woed Court SRR

Lotatos  Paris UNESCO

Lecstion gy UNESCO

Depsrmant  LUKRESCO Cepartment  MNESCO

Devigaen

Divigon  NESCO
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6. Additional video tutorials

a)

b)

c)

d)

f)

g)

Quick Request in gDoc 2.0
https://youtu.be/GoJFoSOAJMM

Basic user guide on Authorizing a request
https://youtu.be/uvE-OeyjvGU

The eight step Request Wizard overview in gDoc 2.0
https://youtu.be/AdpglvBnhul

Quick Search Bar
https://youtu.be/dsOINY9pSmI

Quick Tutorial Run/Save a Query
https://youtu.be/bRLIcleyiAc

Filter Search using Query in gDoc 2.0
https://youtu.be/BA8vcBITVgQ

Make a quick search in gDoc 2.0
https://youtu.be/SmWtWUW?Zrsc

How to customize the dashboard in gDoc 2.0
https://youtu.be/iXUIBa9L17M

Quick Forecast in gDoc 2.0
https://youtu.be/_Dbern8PLYc

Save as Draft, Submit and Advanced Submission in gDoc 2.0

https://youtu.be/8nC_JBeHi5Y
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