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Background

This Quick Guide is for Edit Users who have been granted access to upload relevant documentation,
such as project documents, quarterly, annual and technical reports, to assigned projects. Submission of
mandatory reports uses the same upload process described below.

Guidelines

Documents are posted directly to the live public web-site, and GATEWAY keeps a log of upload activity.
By posting, the Edit User certifies that the document has been cleared for posting. Documents should
be in finalized form and relevant to the particular project. Document with annexes should be merged
into one file and named appropriately. Use of special characters (e.g. “/”) in the file name should be
avoided as it may cause system errors.

Who can upload documents?

The Edit users who have access to upload Home/Menu My GATEWAY | Funds & Joint Program
documents are listed on the project factsheet 00067203 <= O SE_Etllrch idea;:_.
. Atlas project £
page. To g0 to project factsheet, enter the Project # of participating organization
project ID and click on Projects. Programme referencetitle
Contacts =

Scroll to the bottom of
If you have questions about this programme you may wish to contact the RC office in Guatemala or the h . C
lead agency for the programme. The MDTF Office Portfolic Manager (or Country Director with the page to view Contacts

Delegation of Authority) for this programme: box for that project

* Anders Thomsen, Senior Portfolic Manager; Telephone: "B+ 212 906 5703 @ ; Email:
anders.thomsen@undp.org

The persons with GATEWAY access rights to uplead and maintain documents for the programme:
" Matalia Garcia, MDG Officer; Telephone: (502} 23843170; Email: natalia.garcia@undp.org; Skype:
marianataliagarcia

" Carmen Gonzalez, Coordination Analyst; Telephone: (502)23843170; Email:
carmen.gonzalez@undp.org; Skype: carmen.aida.gonzalez.lopez

Step-by-step instruction for Uploading a document

1. Go to GATEWAY on http://mptf.undp.org/
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Sign in

2. To Access edit mode click on Sign-in in upper right hand Username  [Xfamaz shermiran ‘
corner of page. Click on the Forgotten Password link if Passiord [eeesesss) \
needed and system will email you a new password (as after

third failed login attempt, user access will be blocked). S Pa“m

3. Navigate to the Project Factsheet page:
Enter project ID/ reference in search box
under Menu, or click on My GATEWAY to
view listing of accessible projects and select

link to project. (Email Alcasgoies [
Farnaz.shemirani@undp.org to update \ =
project listing). Overview

ADout MDTF Office

4. To upload documents:

(a) In Project Factsheet page, click on My GATEWAY, and select Manage documents for this
project.

[To upload a document at the Fund level, go Multi-Partner Trust Fund Offlée
to Fund Factsheet page, click on My Fund administration in real time. Data refreshed 1 hour 45 min
GATEWAY, and select Manage documents Home My GATEWAY | Funds & Joint Progr
for this Fund. The Document will be in Project Factsheet Options for this page
. . _T Is fi . .
“Pending” status until approved by the [Toolsfor=] PBF/CIV/A E’O""ﬁrk this Project =
. . . § M d ts for thi ject
responsible MPTF office Portfolio Manager.] Project ID 00083061 | _“TRgR AP AR = % PR
Fund Peacebuilding Edit the About box
(b) Cllck on Browse and Select your dOCument, Home/Menu My GATEWAY Funds & Joint Progrﬁmmes
Document Type, and document date; Enter Manzge Project Docurnents JP BGD Local Governance Suppt
Description if needed. Return to factsheet.
Document Manager
Click on Save to post. Once saved, the document Upload document (5 |jCDF)BGD LGSP [ Browss.. )
will appear in the box to the right. Document type | apnual Progress Repart v/
Reporting period
‘Descript'mn |
|

5. To edit description of documents (date, document type or description), click on My GATEWAY, and
select Manage documents for this project. Click on the document located in Edit existing
documents box to bring up
the record. The fields
“Document type”,

Edit existing documents

“Document date”, and Document
. e MDG-F BiH YEM JPD FINAL 19.12.2008.doc
Description” can then be MDG-F BiH YEM JPD Signed Cover Page ENG.pdf

edited. Click on Save when MDGF Monitaring Report June YEM BiH 01 07 2010 cnnsnlidated.dnﬁ
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finished.

6. To replace an existing report with an updated/corrected version, click on My GATEWAY, and select
Manage documents for this project. In the Edit existing documents box, click on the document to
be replaced.

Home/Menu | My GATEWAY ‘ Funds & Joint Programmes ‘ Countries | Participating Organizations ‘ Donors/Development Partners |

Manage Project Documents JP BGD Local Governance Suppt

Return to factsheet.

Document Manager Edit existing documents
Current document 566.9 KB uploaded 5 Oct 2009
Bangladesh _ JP LGSP-LIC Prodoc final on Sep 02 2007.pdf Bangladesh JP LGSP-LIC Prodoc final on Sep 02 2007.pdf
J:plgrl:jvgl slzalzust Approved - Public Bangladesh-1P.pdf
ploa ocumen
| |(Browse... ] 1P BGD SAA.pdf
Document type  [proDac |

JP LGSP-LIC (Bangladesh) MOU - final 17.4.2008.doc

Document date
2 September 2007 |
PFick date |Description

Public document

When checked, the document will be posted to the public web-site.
You confirm that the document has been cleared for posting. To
improve usability, please merge annexes into main file.

| I Delete | Upload a new document |

Click on Browse and select the updated/corrected document. Click on Save to post.
Once saved, the updated/corrected document will replace the existing document.

7. Todelete a document, click on document hyperlink and click on Delete button.

8. The Change log box records activity by user(s) once Change log
action is Comp'eted Modified User Activity status
' 16 Jun 2010 Kfarnaz.shemirani Approved
10 Jun 2010 Kdawn.delrio Approved

9. Review the existing documents: Click on the Tools for from the Project Factsheet page and select
the View the Document Center to view project-related documents. Take note of missing documents
for later upload.

Home,/Menu | My GATEWAY | Funds & Joint Prograrmmms

Project Factsheet

) | {7o0 o | P BED Local Governace SUppt

within this Project
Track payment vouchers LIC
Wignw the Document Center
Wigws in Progress Monitor

¥ =

To view the Fund-related documents, go to the Fund oot My GATEWAY

Factsheet page and click on the Search all documents.

Joint Programme Factsheet

Tools for » [ JP- Bangladesh LGSP—LIC

The listing under Funds will also include the Project- For this Joint Programme
Search all documents
related documents under that Fund. Map where the funds are going

Map where the funds are coming from
Search all projects
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Step-by-step instruction for Updating Project summary in the “About” box

Please consult with the MPTF Office Portfolio Manager regarding updates to the Project descriptions in
the “About” box.

About -

Project Summary

The Local Governance Support Project — Learning and Innovation
Component (LGSP-LIC) Joint Programme targets Union Parishad to enhance
decentralisation and local governance, promaote better local governance and local
service delivery, and reduce poverty.

1. Navigate to the Project Factsheet page:
Enter project ID/ reference in Search
box under Main Menu, or click on My
GATEWAY to view listing of accessible
projects and select link to project.

Multi-Partner Tmst»Fl_,l,ndédf gcie

A

Home/ Meny @ am

All cmegones v My projects

Overview

ADOUt MDTF Office

2. Inthe Project Factsheet page click on My GATEWAY then on Edit the About box.

Home;/Menu ‘ My GATEWAY | Funds & Joint Prograr|

Project Factsheet Options for this page

P BED LSS pollow this Project

Project ID 000676542 Manage documents for this project
Fund - Banglades| Edit the About box

=) JP- Banolades]

3. Enter (or copy and paste) text into box. Standard formatting as per below: Highlight heading and
select “Heading 3” from format box dropdown. Click Save.

Home/Menu | My GATEWAY | Funds & Joint Programmes | Countries | Participating Organizations | Donors/Development Partners |

Project Factsheet -
JP BGD Local Governance Suppt

——P | | Heading 3 - B I U 4 X, x’Ql

Project Summal

The Local Governance Support Project — Learning and Innovation Component (LGSP-LIC) Joint Programme targets Union Parishad to
enhance decentralisation and local governance, promote better local governance and local service delivery, and reduce poverty.

R — | & |m

To learn more about the GATEWAY, or locate additional Quick Guides, Resources
go to the Learn about GATEWAY page via link on the main Menu. Learn about GATEWAY
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