INSTRUCTIONS TO SUBMIT YOUR COP TO THE WEBSITE OF THE GLOBAL COMPACT

This small document (based on a guide created gemtma) is intended to help Global Compact par-
ticipants with the process of submitting their COR¥e estimate that the submission process takss le
than 10 minutes.

General Information

The participant administration section of the Gldbampact website was developed to facilitate the
maintenance of participant information and the sigbian of Communications on Progress (COP) and
other practice examples (Case Stories).

All official contact points of participating orgarations have received a personal login and passteord
manage their organization's record. Upon logintactrpoints can add new contacts, modify contact
information and assign different roles to thesetacts.

« Please note that all form fields marked with a'rédare mandatory fields.

« When choosing options from a menu list, such assrot interests of contacts, multiple options
can be marked by holding down the Ctrl key whilekehg.

- Likewise, hold down the Ctrl key while clicking tieselect a menu option.

Managing and Editing Contact Information

Typically, the Global Compact database containsrméation about the organization's top executive
and one or several contact poih#ll contacts listed in the database have one wersé roles assigned
to them?

The following roles are available:

« CEO or equivalent

- Company Contact (if the individual is the main @attfor all GC related matters)

« Regional CEO (if the individual heads a regiongamization or a subsidiary)

« General Contact (for all other individuals - thegegory should be chosen in cases where none
of the other categories apply)

Likewise, individual contacts can be assigned geaof interests related to specific issues. Theeiss
identification helps the Global Compact Office iettier targeting our communications efforts. How-
ever, this is not a mandatory field.

Please be reminded that all organizations must hawecontact listing for their top executive and
at least one contact point.

L All contact points can edit the contacts listedtfair organization.
2 These roles can be modified only by the contatttp
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Step-by-Step Instructions to Submit Your COP to theNebsite of the glboal compact

Step 1. Enter the Website of the Global Compaciww.unglobalcompact.org

Step 2. Click on the section “Participant login”.See visual reference below.
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Step 3. Enter your login y password.
These were sent to all participants in early 2@@6,if you do not know yours please contact us at

global compact@un.org (we hope to automate the process of obtaining lost passwords soon).
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Step 4. The contact details of the Company will apgar

In this section you can add, delete, or edit thetaxt details of one or several persons in yourpaomg

that serve as contact points to the Global Comp#fate and/or manage the COP submission process.
You can also create contacts for additional persBlease bear in mind, that at least one persom mus
be identified as your organization’s official cocttpoint.
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Contacts ) Submissions  Instructions
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Welcome to the participant administration section of the Global Compact website. As your organization's primary contact point, you can use this section 1o modity
your o your colleagues’ contact information in our internal database, add new cortacts to our internal detabase, submit a link to a Communication on Progress or
submit & more detailed case story abou your organization's activities.

More information on how to use this page and the different templates will be available shortly under “Instructions® in the navigation header above.
If you have any questions or suggestions about this site, please contact the Global Compact Office &t globalcompactifun ora,

Manage Contacts

Please note that the Global Compact Office will use your contact information only for internal purposes. We will not share participant contact information with third

parties.
New Contact
Title = First Name Last Name = Login Role Actions
M dohn Ciiizen unge16016823 CEO or Equivalent Giisis
Company Contact Paint m
|&]Done [ [meme
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Step 5. Click the section “Submissions”
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Welcome to the participant administration section of the Global Compact website. As your organization's primary contact point, vou can use this section to modify
your or your colleagues' contact information in our internal database, add new cortacts to our internal database, submit & link to & Communication on Progress or
submit & more detailed case story about your organization's activities.

More information on how to use this page and the different templates will be available shortly under “Instructions” in the navigation header above.
If you have any questions or suggestions about this site, please contact the Global Compact Office at globalcompact@un org

Manage Contacts

Please note that the Global Compact Office will use your contact information only for internal purposes. We will not share participant contact information with third
parties.

Title First Name & Last Name = Login ¢ Role £ Actions £
Mr John Cilizen ungcl16016823 CEO or Equivalent m
Company Cortact Point
2|
|&] Done 1 | [ intermet %
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Step 6. Enter all required information.

In this screen you must enter information in ad fields marked by an orange asterisk. It is yighl
desirable to include a PDF version of the COP (h@amnéNord or Powerpoint documents are accept-
able as well). Also, where available please list knks to the COP on your websiteOnce you have
entered all this information, click the Orangé\VE button at the bottom of the screen.
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New COP

Please complete the following form. Fields marked with & red star (') are required fields

Title !
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Covered by COP '
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Contact Title

Contact Email '

COP File
If wou wish to upload & COP, specify the file type helow and use the brovese button to find the file on your computer

I None - l
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Step 7. Congratulations!!!! You have submitted yourCOP!

Once you have entered the required informationugioiaded your COP please click the submit button
and the screen will show your COP is under revidwypically it will take the Global Compact office a
few days to process and publish your COP or coytaciabout any problems - so your submission will
not be visible on the Global Compact website imraedy after you click “save”.

% The purpose of the COP process is not that yompemy communicates with the Global Compact Officets your pro-
gress, but rather that you communicate with yoakettolders. The Global Compact is intended t@aet repository of the
COPs in order to offer a library of emerging gowodgices in Corporate Citizenship

Submitting your COP to the Global Compact Website — www.unglobalcompact.org- 6




Once your COP has been processed you will receiaail from the Global Compact Office con-
firming the publication of your COP!
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Linited Nations Global Compact
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COP Name % Submission Date 5 Status 5 Action 7
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Case Stories

Case Story Name & Submission Date 2 Status = Action 5
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Please contact us at global compact@un.org should you have any problems or questions!
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