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UNPARTNER PORTAL

Accessible by:

1. Understanding the User Manual

Web version

1.1. Objective of the user manual

This user manual has been developed to orient the members of the UN Agencies and Civil Society Organizations to use
the UN Partner Portal.

This manual is intended for all users and roles, these being:

User Roles Abbreviations
HQ Editor HQE

Reader User RU

Basic Editor BE

Advanced Editor — UN AE-UN
Secretariat

1.2. What is needed?
To follow this user manual and use UN Partner Portal, the user will need to have the following elements:

e Access to a computer/laptop to use the UN Partner Portal
e Access tointernet
e Have login access credentials.
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Accessible by:

2. Resources And Library

Web version

The users can also access the following links to get more information on :

Partner Verification:

https://unpartnerportalhelpcenter.zendesk.com/hc/en-us/articles/360012946334-Verify-Partner

Adding Observations/ Risk Flags:

https://unpartnerportalhelpcenter.zendesk.com/hc/en-us/articles/360013064373-Partner-Observations

UN Partner Portal

Production URL:

UAT URL:



https://unpartnerportalhelpcenter.zendesk.com/hc/en-us/articles/360012946334-Verify-Partner
https://unpartnerportalhelpcenter.zendesk.com/hc/en-us/articles/360013064373-Partner-Observations
https://www.unpartnerportal.org/login

UNPARTNER PORTAL

Accessible by:

3. Access and connect to UN Partner Portal

Web version

3.1. Access to UN Partner Portal

» Step 1: Open the computer/laptop internet navigator.

> Step 2: Insert the following link: https://www.unpartnerportal.org/login
> Step 3: Select “ENTER” to open the UN Partner Portal.

3.2. Login to UN Partner Portal

» Step 1: Open UN Partner Portal in the browser

Sign in with your social account

» Step 2: Select “EMAIL” and type your email address used during registration.
» Step 3: Select “PASSWORD” and type password created during registration.
> Step 4: Select “SIGN IN” to access UN Partner Portal.



https://www.unpartnerportal.org/login

UNPARTNER PORTAL

4. Partner Registration and Profile Completion

Accessible by:

Web version

> Step 1: Login to the UN Partner Portal https://www.unpartnerportal.org/registration

> Step 2: Enter the Type of the organization and other basic information like Legal Name, Legal Status

Registration Organization

@ Select type of organization

escent socleties. The UN Partner Portal s NOT intended for

Academic Institution

Community Based Organization (CBO)
International NGO (INGO)

National NGO

Red Cross/Red Crescent Movement
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Registration Organization

a' Select type of organization

a Enter basic identification information

o

O Yes C:} Mo

o | I [oven

» Step 3: Upload the necessary documents like Registration and Governing document or Letter of reference
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4 UPLOAD FILE

Reqursd

Requireo

@ Yes O No

4 UPLOAD FILE

O e W

» Step 4: Fill in the Partner Declaration section
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© Partner Declaraticn

By answering yes, the organization confirms the following:

That # is & nan-profit civil society organization, ® Yes O Mo
That 1t is commetted to the core values of the UN and the Universal Declaration of Human

Yes No
BioaLs. ® v O

That it abides by the Principles of Partnership as endorsed by the Global Humanitasian
Platform (GHP) In July 2007 The Principles of Partnership are:

3) Equaiity

b} Transparency ® ves (O No
c) Result-onentated approach

d) Responsibiity

€) Complementarity

That & will not discriminate against any person or group on the basis of race, colour, sex,

language, religion, poéttical or other opinion. national or soclal ongn, property, disability, @ Yes O Mo
birth, age of other status

That & shall ensure that all its employees, personnel ang sub-contractors comply with the
standards of conduct listed In Section 3 of the UN Secretary-Generaf's Bulletin on’Sgecial ® Yes O No

M pres for Protection from Se plottation and A%

That # has not been charged with or been complicnt in fraud, or financial and non-financial
corupt activities, including money launderning crimes against humanity and war crimes, agd
1s not Involved, nor has been Involved In the past, with such activities that are iIncompatiblé ® ve= O Mo
with the UN mandate and values and that would render the organization unsuitable foe
dealing with UN agencies

That neither t nor any of s members is mentioned on the Consoldated United Nations
Security Council Sanctions Ligt. Furthermore, that it has not supported and does not
suppon, directly or indirectly, indniduals and entities sanctioned by or otherwise ivolved i @ Yes (O No
2 manner prohibited by a Security Council resolution adopted under Chapter Vil of the
Charter of the United Nations

That the information provided in the Partner Declaration above Is accurate to the best of itg
knowtedge, and that any misrepresantations, falsifications, or material omissions in the @ Yes O No
Partner Declaration, whenever discovered, may result in disqualification fram or terminatich

of partnership with the UN.

.

» Step 5: Acknowledge the Terms of use of Privacy Policy

» Step 6: Click on Register button
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>

>
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Registration Organization

a Select type of organization

a Enter basic identification information

& Legal Status

ﬂ Pariner Declaration

e Terms of Use and Privacy Policy 0

9 have read and agree to the[Temms of Use and Privacy Policy pm UN Partner Portal

9 REGISTER CANCEL

Step 7: After successful registration of the Partner the partner profile needs to be completed

Step 8: Login as the Partner in UN Partner Portal and click on Profile tab In the Left Navigation Bar

H Dashboard
Dashboard
Parinership
@ pportunities
[=] :"“"wu‘lm_ Mew Calls for Expressions of Interest by Sector Mumber Of Applications Submitted by UN Agency Mumber Of Finned Calls U
for Expressions of Interest
8 Fofle wih approa sppiicanan
i . WIEW ALL
Resource
e Library
Carna Codnatn & Carrp Warisgemand
Encinen
Food acaity
e, MNumber of selections to 0
date
Uneinoods
Legisics VIEW ALL
Natrtion
Progemce
haiter
WASH ang Eavioamest
e Pt Last Profile Update 29 0ct 2018
o saary AN VIEW PROFILE
oo Sochal.
VIEW ALL
United

Step 9: Click on Edit button and fill in all the details under Identification, Contact Information, Mandate and
Mission , Funding, Collaboration, Project Implementation and Other Information sections
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UNPP GO
DashDoaand

< Youth Metwork for the Rehabilitation of Afghenistan m H
Partres ehip o
Dpporiunisies

our
Applicatians

Profile = |dentification

e 4 m & =

Rescurce
Lifary & eanic nformation

ouith Reetwork for thie Riehabilination of Afghanistan

¢ Youth Network for the Rehabilitation of Afghanistan

1] DENTIFICATION HTACT INFORMATION MANDATE AND MISSION NDIF LLASORATION PROJECT IMPLEMENTATION HER INFORMATION

@ Basic Infarmation

Wouth Network for the Rehabilitation of Afghanistan

» Step 10 Click on Save to complete the Profile
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5. Partner Management

Web version

5.1 PARTNERS/INGO HQ Profiles Verification

Partner Organizations profiles should be verified by the a UN Agency member in order for the Partner
application to be selected to establish a potential partnership. The partner should fulfill all the requirements for
getting successfully verified. Partners that are flagged with red risk flag cannot be verified.

» Step 1: Click on Partners icon to access Partners Page

» Step 2: Click on Partner Organization Name to be verified

UNPP 006

Partners
@ Partnership
Opportunities
1 { t L - t v
E Reporls
a Resource
Library - -
[0 show mGo H anty
CLEAR SUBMIT
1-10 of 3413 results
(L)
»  Siiftelsen Flytninghjelpen 42 @ Intemational NGO [INGD) Manway URHCR
> tiftelsen Flysninghjelpen @ intematioral NGO (INGD) Central African Republic URHCR
United Save the Childre )
] Intematioral NGO [INGO) United Kingdom UNHCR
S1ates aof . * — | +o ] 2] ntematicnal ( | ribed Kingdar

» Step 3: Inthe Partner Page view the summary of the Partner’s organization in Overview tab

» Step 4: Click on the three vertical dots displayed in the summary page and click on Verify Profile

10
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< Save the Children International A @ pOomop o
PROFLE DE
]

Profile summary

N DATA VERFICATION

Parines name
Patnes 10
Type of crganzation

Country

Locanon of ofMce

Head of organizaticn

Comact Ifo

ATIONS APPLICATION: USERS

i 19 Now 2018
Save the Chlldren intematonal
250
Imecnational NGO INGO)
United Kingdom
Afghamstan, Armenis, Myarrmar, Colombia, Congo,

Dem. Rep, Ecuador B Salvador, B A raq, Jordan
Kerya, Lebanon, Uberts, Mafami Nepal, Rwand,
Somalia, Sudin, South Sudan, Syrnan Assb Repuline
Thailand, Turkey, Uganda, Lkiane, Egypl, Tanzama,
United Republe of, Burking faso, Yemen Zambis,
Bangladesh, Spain

i 5 Vincent House, 30 Orange Street, Loadon, WCIH
THH UK SCUS 599 N Capitol Sweet NE Sulte 900

Washington, OC 20002

<+ Add Observation

Verification status

@ veritcation Peading [2)

Observations

ol o™ 0h O

1
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» Step 5: Complete the verification questions by answering Yes or No and entering comments in the
appropriate section

Verify partner's profile *

You ane verilying Organization Prafile of: Development & Humanitarian Aid International o
Has the CE0/partner uploaded its valid, non-expired registration certificate issued by the comect government D - D - -
body, or otherwise indicated eligibility to operate in the country?

fre the mandate and mission of the CSO/partner consistent with that of the UN? O ves (O Ko

Do the CSO/pariner have mechanisms 1o combat fraud and corruption, prevent sexual exploitation and abuse C} Vo D Mo

and protect and safeguard beneficiaries?

> Step 6: Review risks flags that have been raised by different people in regards to this partner
profile. Please Answer the question whether the listed risk poses unacceptable risk to the UN
by yes or no, and add comments if necessary. Raise, if necessary, additional unacceptable risks
this profile might have, by answering the last question.

12
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Verify partner's profile X
You are verifying Organization Profile of: Development & Humanitarian Aid International

The box below contains the risk-related observations (if any) associated with the CS0/pariner and captured in UN Partner Portal.
This CSO/partrerhas: O] 1/ 04 OM

Risk flag
01 Nov 2018 Poor record keeping at the country office level
Allison Hinds unpp_test-
unicefhgediton@yahoo.com
BME per page 1= 2 »
Do these observations pose unacceptable risk to the UN? 2] O ves O Ne

Are there any ather risk-related observations assoclated with the CSO/partner that ane not captured in UN Partner O - O e
Portal, but which pose unacceptable risk to the UN? (5]

> Step 7: Review the flag raised when the partner’s profile is present in the sanctions list and the partner profile
is flagged as a ‘Potential Match’

13
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@00

53 Dashboars
< Partner12 @ 1C15™ 24 O POTENTIAL MATCH
@ Frmesto
Opportunities
’
2 Pane
B meports
A Notfications [ stomenlymy shaansona
™ Subseriptions ClEAR  seamoH
@ o
Resource .
[ I 1-9 of 9 results
Learning
* o
> Rk
> me
> 2 r unace
> moe unace
> Risk fy siance o
> 1 Nerrskarlares v
& Onerazensi a1z, U

o : - =

» Step 8: Certify the information provided by checking the checkbox and click on Verify button

Q [] | 1 certify that the information provided in this verification form is accurate to the best of my knowledge.

CANCEL

Wakulima Kwanzaa2 @

Profile summary yigerens Verification status
[ R— PSR r—
Tyje 0! segarseea Pesttarnal NGK

Locanon of sBce

Head of orgartzadee ] e

Flag status i

14
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5.2 Add Observations and Risks Flags to All Profiles

Add Observation: UN Agency members having permissions can add an Observation against a Partner Profile. The
count of observations can be viewed by all agency members.

Add vellow flag: UN Agency members having permissions can add a Yellow Risk flag against a Partner Profile. The
count of yellow flags can be viewed by all agency members.

Escalate yellow to Red flag: UN Agency members having permissions can escalate a Yellow Risk flag to Red Flag
against a Partner Profile. The count of red flags can be viewed by all agency members.

Invalidate the Yellow Flag: UN Agency members having permissions can invalidate a Flag.

52.1 Add Observation on PARTNERS /INGO HQ Profiles
» Step 1: Click on Partners icon to access the partners’ page

> Step 2: Click on the partner organization’s name that you want to flag

UNPP 006

== Dashboard

Partners
@ Partnership
Opportunities 0
Development & Humanitarian r - 3 -
B repots
e Resource
Library - i
Sehow INGO W anly
CLEAR SUBMIT
1-1 of 1 results
Fupe
Dev ! [2]
» | Humanitarian Aid Eq DHA Intermational NGO (INGD) United Kingdam UNHCR, UNICEF, WP
United 0

Snates ol e

» Step 3: View a summary of the partner organization in the ‘Overview’ tab and click on vertical bullets to ‘Add
Observation’

15
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UNPP 00

88 Dachboard
< Development & Hurnanitarian Aid International [ @ o5 0% 04 oM B Download as POF
) Partriership 0
Opportunities 2] e Verify Frofie
PROFILE DETAILS UN DATA VERIFICATION OBSERVATIONS APPLICATIONS USERS
H Reports
Profile summary Last updated: 20 Dgt 2018 Verification status
0‘ Resource
Library
Pariner name I'.Iwulnplnlm"l B Humanitarian Aid elllﬁhaumpﬂ,“d 01 Wav 2018
International
Partier 10 ™
Type of organization Imernational NGO (INGO)
Couriry United Kingdam Observations
' Afghanistan, Jordan, Turkey, Malaw,
Location of office Malaysia, Kenya o8 oM oA 0N

Head of erganization

Wz Dhilline Panllane

> Step 5: In response to the question- Does this observation relate to fraud, corruption, ethical concern or other
reputational risk? Select ‘No, not risk-related’

> Step 6: In the comments section enter the details of the observation You can also choose to enter the details of
the individual raising the flag (name, telephone, email). (This information will be auto populated from the user
profile).

» Step 7: The user can upload a file that relates to the observation and click on Save

Are you sure you want to add an observation to this Profile? X

An observation can be added to recoed brief notes cn past collaboration, risk or other key issues.

1] O B No.net sisk-relsted
risk fNlag

(O A Yes 304 risk Nlag s escafate 1o UN Headquarnters Edaol

(2]

UN User30

unpp_test-unuser30dyahoo.com

£ UPLOAD FLE

16
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5.2.2 Edit Observation on PARTNERS/INGO HQ Profiles

> Step 1:I nthe partner’s page click on the ‘Observations’ tab to view the details of the observations and flags
posted on the organization’s profile.

> Step 2: Click on the > arrows to view the details of the observation/flag

» Step 3: In the flag details screen click on the Pencil icon to edit the observation/flag.

UNPP 06

Bf  Dashboard

« Development & Humanitarian Aid International 3 @ 00 1% 04 1M
e Parrership 0
Oppariunilies
m
B Fepon:
Regourcs [0 sturwr ity irry closurnatuns
e Library
CLEAR SEARCH
1-2 of 2 results
a:> Risk Nlag Financisl Hew 2018 Allison Hinds [me], UNICEF F:)

Risk flag 4 5 Financial 01 How 2078 Eric James | UNICEF

United
Sigtes of -
America

X User Managamant -

5.2.3 Add Yellow Risk Flag on PARTNERS /INGO HQ Profiles
» Step 1: Click on the ‘Partners’ icon to access the partners page
> Step 2: Click on the partner organization’s name (2) that you want to flag

> Step 3: View a summary of the partner organization in the ‘Overview’ tab Click on vertical bullets to ‘Add
Observation’

17
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B  Dashboard

Partners
@ Partnership
Oppartunities (1]
Development & Humanitarian - y -
B  repots
e Resource - "
Library - i

Show NGO 1O anly

CLEAR suBMIT

1-1 of 1 results

¥ | Humanitarian Aid E L] DHA Intematicral NGO (IMGO) United Kingdom UNHCR, UMICEF, WP

United L
Srates of -

UNPP 006

88  Dashboard

< Development & Humanitarian Aid International 1 @ oS om0k oM B Download as POF
@ Partnership 1]

— ] | Dot
= Parine =+ &dd Observation
E Reports

Profile summary Last updsted: 29 Oct 2018 Verification status
@ Resource
Library
Partner name Development & Hurmanitarian Aid Verification Passed 01 Haw 2018
Internaticnial
Partner I ]
Type of onganization Inernaticnal RGO (INGD)
Courry United Kingdom Observations

Afghanistan, Jordan, Turkey, Malawi,

Location of office Malaysia, Kenya 08 of 04 O

Head of erganization

Ohillin Fedine

» Step 4: In response to the question- Does this observation relate to fraud, corruption, ethical concern or other
reputational risk? Select the yellow flag- ‘Yes, add risk flag’

» Step 5: Select the ‘Category of risk’” and In the ‘Comments’ box enter the details of your observation. You can also
choose to enter the details of the individual raising the flag (name, telephone, email). (This information will be

auto populated from the user profile).

» Step 6: If needed you can also upload a file that is related or supports the observation and Click Save
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Are you sure you want to add an observation to this Profile? X

An observation can be added to record brief notes on past collaboration, risk or other key issues.

1 No, not risk-redated
Yas, add risk flag

A Yes 00d risk Nag and escalgte 10 UN Headousrters Ecitor

UN User30

unpp_test-unuser30@yahoo.com

524 Edit /Invalidate the Yellow Risk Flag for Profiles

Step 1:In the partner’s page click on the ‘Observations’ tab to view the details of the observations and flags posted
on the organization’s profile.

Step 2: Click on the > arrows to view the details of the observation/flag

Step 3: In the flag details screen click on the Pencil icon to edit the observation/flag.

19
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UNPP 0

Bf  Dashboard

« Development & Humanitarian Aid International 21 © o1 o4 om

e Parrership
Opporiunilies

ONERVIEW PROFILE DETAILS JN DTA VERFICATION OBSERVATIONS APPLICATIONS
- Pariners
B  Fepons
) Resowce i
Library
1-2 of 2 results
(23 Risx Nag Financial 01 My 2008

» Rigi flog FELERIGES VALK Financisl 0 Mow 2078
United
States af w
Amarica

LX  User Managemant

Step 5: Click Save

Financial

Pooe record keeping at the country office lovel

Alson Hinds

unpp_test-
unicefhqeditor@yahoo.com

O ThisNagis no langer valid 1]

O Escalate to UN Headguarters Editor @)

©

CANCEL

CLEAR SEARCH

Allisee: Hinds (el UNICEF ]

Eric James | LMICEF

Step 4: Click on ‘This flag is no longer valid’ ,enter the reason for decision (Only the person created can edit the flag)

20
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5.2.5 Escalate Yellow Risk Flag to HQ

> Step 1: In the partner’s page click on the ‘Observations’ tab to view the details of the observations and flags posted
on the organization’s profile.

> Step 2: Click on the > arrows to view the details of the observation/flag

> Step 3: In the flag details screen click on the Pencil icon to edit the observation/flag.

UNPP 06

BE  [Dashboard
« Development & Humanitarian Aid International 3 @ 00 1% 04 1M
) Parrership o
Oppariunilies
=
-
. Reporiz
e Regourcs il i [0 sturwr ity irry closurnatuns
Library
Al EARCH
1-2 of 2 results
a:> Risk Nlag Financisl Hew 2018 Allison Hinds [me], UNICEF F:)

Risk flag 4 Financial 0 Mow 2008 Eric James | LIMICEF

United
Sigtes of -
America

X User Managamant -

»  Step 4: Click on select ‘Escalate to UN Headquarters Editor’ enter the reason for decision (Only the person created
can edit the flag)

» Step5: Click Save
OR

» Step 6: Click on Add Observation button in the Overview of a Partner and select the ‘ Yes Add risk flag and escalate
to UN Headquarters Editor

»  Step 7: Fill in other mandatory and applicable fields and Click SAVE

21
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Are you sure you want to add an observation to this Profile? X

A cbsarvation can be acded 10 record brief notes on past collaboeation, rlsik o other key issues.

O B Koot niskelased
®) Yes, add risk flag

© @ A ves 0dd sk ag and escalate 10 UN Headquarers Edtor

UN User20

unpp. test-unuser3d@yahoo.com )

cuce. ([

5.2.6 Edit the Escalated Yellow Risk Flag to HQ

Step 1: In the partner’s page click on the ‘Observations’ tab to view the details of the observations and flags posted
on the organization’s profile.

Step 2: Click on the > arrows to view the details of the observation/flag
Step 3: In the flag details screen click on the Pencil icon to edit the observation/flag escalated to HQ.

Step 4: Click on ‘This risk is deferred to the country office for local decision making’ provide a comment (To Inform
UNPP users that the risk should be managed at the country level)

Step 5: Click Save

OR

Step 6: Select ‘No partnership should take place with the flagged organization’, provide a comment (to inform UNPP
users that no partnership should take place with the organization)

Step 7: Click save.

PS: Red flagging an organization means that all agencies using the UNPP will not be able to partner with this
organization using the portal.

22



Risk flag escalated 1o UN Mesdquarters Editor

Other

Hasana Issa

unpp_test-
unhcrmituser@yahoo.com

o O The risk is deferred 10 the Country Office for local
decision-making
No partnership should take place with the fagged

e O Lo organization.

©

CANCEL

UNPARTNER PORTAL

23
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6. Reports

Web version

6.1 Generate Partner Reports

> Step 1: Click on Reports link in the left navigation bar

UNPP OO

8% Dashboard

Reports
@ Parinership (2]
Opportunities o PARTNERSHIP OPPORTUNITIES VERIFICATION & OBSERVATIONS
[ &% Pariners ] e
= Reports
0 Resource
Library O v O e @ M
- tior = Q Y O Mo @ Al

] show NGO HG onky

CLEAR SUBMIT

i ; -

> Step 2: Use the filters to define the parameters of the partners report and click on Submit.

24
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& Reports
@ Partnership
Opporerities T LA Ll ’ Alm »
& Pamnens
B8 foom e v = raneet yuze—w - - s vwen ()
. Basource . com ——— ]
Loy [ep— * O m Ow@a
X Ptemationsl NGO (INGO| X Edecation Genersl « O O @a

] ssmsmsrcws

ouzan ln-ve

Map of Partrers €

Ftnratoey Adon b saetEn

I e e o o MY N v ' N CRARCES

B i I u—— dacnaionl MDD (N00) Taxzasa, Uvtwd Papaie 3t 2 usecer
et e o Sty o A Ueme e

[ et IS RO S e MO3 (VD) Kesan 0 uNCRMCETTRES

> Step 3: Click on Export Partner Profile Report to view the information on the filtered Partners Profile
»  Step 4: Click on Export Contact Information Report to view the contact information on the filtered Partners Profile
»  Step 5: Click Clear to clear the filters

6.2 Generate Verification and Observation Reports

» Step 1: Click on Reports link in the left navigation bar and select Verifications and Observations link

25
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B8 Dashboard

Reports

5 Partnership 2]

Opportunities

pportum PARTHERS PARTHERSHIP PPORTURITIE VERIFICATION & OBSERVATION
& Partners 0

3

9 Resource

Library il l

[ snowmaoHgenly
CLEAR SUBMIT

» Step 2: Use the filters to define the parameters of the report and click on Submit
» Step 3: Click on Export Report to download the excel file that has details about the Verification and
Observation

UNPP GO

8§ Dashboard Reports °
@ Farinership
Dppartunities
ah Parners
Resourca
e Liceary Nancral NGO
[ v i b oy e
W
o
1-10 of 37 results @
Enicpan Comunity Assodiation Matosal RGO Emicpia
Matosal RGO Argranistan
Natmeal NG Afgtenisian
ssinal WG
Tanzanh

» Step 4: Click on Clear button to reset the filters
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