The Applicant’s Manual

How to Apply to United Nations Public Service Awards

A) To begin the application process, go to the link listed below.

https://publicadministration.un.org/unpsa/en/

The link will take you to the screen shown below.
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Please Login or Register first

B) If you already have an account:
a. Click “Login”.
Enter your Username.
Enter your Password.
Click “Login”.
If you gave logged into the system before but have forgotten your password, click “Reset
password”
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Home

Username: username

Password: ‘ ........

] Remember Login

Register Reset Password

f. Enter your username or email address that you used before and click “Send Reset Link”.
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If you forgot your password an email with a password reset link will be sent io your registered address. Click on the link in that email and you will be taken to a page where
you tan then create a new password

You can request the email by providing your email address or your username.

User Name: € Thokozani

Email Address: @@ | |

Send Reset Link Cancel

g. You will receive an email on the email account you used to set up your login details. Click on
the reset button to change your password and then use the new password to log in.

C) If you do not have an account, click “Register”. To Register, enter the requested information as in
the below screenshot.
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“Note: Membership 1o this websile i VenSied. Once your account information has been submitted, you will receive an email containing a link that you can use 10 verily
your account. All fiekds marked wiih 3 red asterisk are required - (Nofe: - Regisiration may take ssveral seconas Qnoe you cick ihe Register Dutton please wail untl the
sysiem responds. )
User Hame: * )
Pasgwors: " gy
Confirm Password: * {3
First Name. * @y
Last Name. ™ @)

Emai Address: * @

Enter a username, for example this can be your name or the name of your organization.
Enter a password.

Re-enter the password to confirm it.

Enter your first name.

Enter your last name.

Enter your email address.

Click “Register”.

R

The screen shown below will appear.
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‘You are using @n unverified accounl. Please verify your account by clicking on the fink contained in the verification email we've already senl o you

D) Go to your email. You will have received an email like the one shown below. Click the link in the text
of the email.

Dear cindi test2,

‘We are pleased to advise that you have been added as a Registered User to The United Nations Public Service Awards (UNPSA) Portal.
Please read the following information carefully and be sure to save this message in a safe location for future reference.

Portal Website Address: publicadministration.un.org/unpsa/fen
Username: cinditest2

You can use the following link to complete your verified registration:

http://publicadministration.un.org/unpsa/en/default.aspx?ctl=Login&username=cinditest2 &verificationcode=8Qw7furBydl

Thank you, we appreciate your support...

The United Nations Public Service Awards (UNPSA) Portal

E) The link will take you to the screen shown below.

Your account has been succeasfully verified

Username cindiest
Password
m Cancel
Remember Login

Register Reset Password

Enter the username you created in Step C.

Enter the password you created in Step C.

To remain logged in, check the box that says, “Remember Login”.
Click “Login”.
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F) After logging in, the screen shown below will appear. Click “Start PreScreening Form”.
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ey G T RT Ll There are no forms submitted yet. Please submit PreScreening Form first

G) The screen shown below will appear, click “Next”.

Welcome to the 2019 United Nations Public Service Awards Pre-Screening Form!

Please note that you are required to reply to the following screening questions before accessing the online nomination form
For accuracy, please refer to the Submission rules: here

H) Nominee Information
Enter responses for Institutional Information. Be sure to fill out everything with red star, otherwise
will not let you proceed.
a. Select the Member State from the drop-down menu.
b. Enter the name of your Institution.
c. Select the Institution Type from the drop-down menu.
If Institution Type is Ministry, select Ministry Type.
Select the Administrative Level from the drop-down menu.
Enter the Name of the Initiative.
Select the number of Project Operational Years from the drop-down menu.
Enter the Website of the Institution. We highly encourage you to include the website for the
nominee, or if you have one, the website pertaining to your initiative.
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Institutional Information

Member State = Afghanistan M

Institution Name =

Institution Type * Minisiry M
Ministry Type * Please select M
Administrative Level * National v

Name of initiative *
Projects Operational Years 4 v

Website of Institution

We highly encourage you to
have ane, the websit

for the nominee, or if you

bsite p

Enter responses for “Contact's Information”. Be sure to fill out everything with red star, otherwise
the system will not let you proceed.
a. Enteryour position.

b. Enter your first name.

c. Enteryour last name.

d. Enter your gender.

e. Enter your address (street number and street name).

f.  Enter your postal code.

g. Enteryour city.

h. Enter your state or province.

i. Enter your telephone number or numbers. Please include country and city code, e.g.

+1987654321.
j.  Enter your primary email.
k. Add any additional emails (if you have).
I.  Click “Next”.

Contact's Information

Position *
First Name: *
Last Name *

Gender*

MsieFemale
Address
A
Postal Code
City
State/Province
Telephone(s) *
Please include country and city code, & g. +1987654321
Fax(es)
Plesse include country and city code, &.9. +1967654321

Primary Email *

Additional emailis)
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I) Question 1: About the Initiative
Answer by selecting Yes or No.
If you select Yes, then click “Next”.

Question 1: About the Initiative

Is this & public sector inifistive?

Yes

D No

If you select No, an additional question, as seen below, will appear.
Select Yes or No.

Question 1: About the Initiative

Is this & public sector initistive?

© Yes
® No

Is this & public privats partnership? (Plesse note that the lead nominee must bs s public sector institution)

® Yes

No

After answering, click “Next”.

J) Question 2: Categories
a. Answer by selecting the most appropriate option.
b. Answer any additional questions that appear by selecting the most appropriate options.
c. Click “Next”.



Question 2: Categories

1 A initiatiie rekevant b one of e Theee 2018 UNPSA caligenes?
Mot appiicabie

Deitvening inclushve and equilasii $enices 1o leave no one behind
Ensuring integrated approaches in te public-sector institutions
Develaping effectve and counlabke pubac inatsutions
Prometing digital Iranstamatian in publie sector nstilusans

Prometing genger responsive public Senvices 1o athicve he SOGS

K) Question 3: Implementation Date
a. The first question can be answered by selecting Yes or No.
b. The second question can be answered by entering a date.
c. Click “Next”.

Question 3: Implementation Date

Has the initistve been implemented for two or more years

© Yes
@ No

Plasss provide dste of mplemenation (/MM yyyy)

L) Question 4: Partners/Stakeholders
Answer by selecting Yes or No.
If No, click “Next”.



Question 4: Partners/Stakeholders

Has the United Nations or sny UN sgencies been invalved in tnis initistive?
O vas

@ No

If Yes, the screen below will appear, answer additional questions.
a. Selectthe UN agency.

b. Add details into the text box.
c. Click “Next”.

Question 4: Partners/Stakeholders

Has the United Nations or any UN agencies been involved in this initiative?
® Yes

@ No
Which UN agency was involved? (held Cirl to select mutiiple)

The Preparstory Commission for the Comorehensive Nuclear-Test-Ban Tresty Organizstion  *
Food and Agricuiture Organization

The International Atomic Energy Ageney

nternational Civil Aviation Organization

international Fund for Agricultural Development

Internationsl Lsbor Organization

nternational Maritime Organization

international Monetary Fund
The Internstional Organiz:
international Telecommus
Thin Perincitontias fac s

n for Migratien
Union

Piesss provide detsis

M) Question 5: Required Supplemental Documents

a. Answer by selecting Yes or No.
b. Click “Next”.



Question 5: Required Supplemental Documents

Al initistives submitied for nomination must have supperiing decumentstion i, implementstion plan, refarence letters, evalustion snd suditing reperts, survey statistics, medis sricies =ic

Plassa note that only supporting dosuments upiozded onto the UNPSA databass wil be sceeptad

Will you b sble to provise supporting documentation for your inftistve?

D Yes

No

=

Note: You will be asked in a later part of the application to upload a maximum of 3 documents related to
your initiative including an audit/evaluation report.

N) Question 6: UNPSA Awards
a. Answer by selecting Yes or No.
If Yes, enter date the initiative was awarded a UNPS Award.

b. Click “Next”

Question 6: UNPSA Awards

Has tne intative sirsady weon = UNPS Awsrd?

Yes

) Na

0O) Question 7: Other Awards
a. Answer by selecting Yes, No or Other.
If Yes, enter the name of the award, the organisation and the year in the text box.

If Other, enter information in the text box.
b. Click “Next”.



Question 7: Other Awards

Has the infiistive won other Public Service Awards?

P) Question 8: Sustainable Development Goals
Answer by selecting Yes or No.
If No, Click “Next”

Question 8: Sustainable Development Goals

Is the initistive relevant to any of the 17 SDG(s)?

@ Yes

@ Ne

If yes, answer follow up questions by selecting the most appropriate answer or answers
(hold Ctrl to select multiple).

Question

Is the initistive ralevant to any of tha 17 SDGI(s)?
® ves
O N
If you snswered yes shove, plesse spacHy which SDG is tha mast relevant to the inifiative. {hold Ctr to selact multipls) *
1 Ne Poverty -
2 Zero Hungar
3 Good Health
4Quaity Educaticn
5 Gender Equalty

Which target(s) within the SDGs specified above is the initistive relevant to? (hold Cirl to select multipie)
Please salect -
1.1 By 2030, me pavert for ail . currantly messired 22 Decple [ving On less than 51,25 2 day
1.2 By 2030 reciuce at lesst by half the proportion of men, women and chiidren of all sges living in poverty in ai its dimensions sccording to national definitons
1.3 Implement nstionally appropriste socisl protection systems snd measures for all. including fioors, snd by 2020 schieve substantial coverage of the poor and the vulnersble
1.4 By 2030, ensure that sll men and women, in partisular the poo and the vuinersble, have equal rig s well a5 sccess to basic senvices, swnership and control over land an
5 B AN ki vz raziliane nf #ha near 2 thesa i 10 inaraia £42HARE SA 1A ns 1RSI SYEazis Snd iniinarahiih in Himeta.ralatan Sirama SUARtE 20 Athar Sennnmie SReE] 20d SminamEnt

Full list of SDGs and targets hitp-/lwww:un.orgisustsir sustainabl t-gosls!
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Q) Question 9: Validation Consent
a. Answer by selecting Yes or No.
b. If Yes, Click “Next”.
c. If No, the application will not let you proceed.

Question 9: Validation Consent

Do you have any objections to us inquiring sbout the initiative for wslidation purposes?

© vas

@ N

R) Answer the question about how you found out about UNPSA by entering the explanation into the
text box. Click “Next”.

How did you know about UNPSA?

How did you know sbout UNPSA?

oo

S) Save
Please click "Save PreScreening Form" to save your work.
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Your initistive meets requirements for nomination to the 2018 UNPS awards. Please click "Save PreSereening Form” to apply.

T) Once you click "Save PreScreening Form", you have completed the prescreening form. Click on “OK”.

zation Chz B 15 Top HTMLS Tool: (@ Media formats suppe ¢ New.D) . o UNTERM & CEPA List of Tasks - Blockchain Technolc: 7 Nord A
publicadministration.un.org says

Thank you for saving PreScreening form!

U) Once you click on “OK”, the screen shown below will appear. Click on “Nomination Form” to fill in
the details of the initiative you want to nominate for the 2019 UNPSA awards.

United Nations Public Service Awards
Department of Economic and Social Affairs

Home Overview and Submission Rules Contact Us

Start Pre Screening Form

Please click below to apply

Date Institution Name Institution Type Name Of Initiative Contact Email Status to the UNPSA
2013-08-29 blahblahblah Ministry blahblahblah g::::::::::: blahblahblah@blahblahblah.com | PreScreening
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V)

If you selected “yes”, skip step (W) below and procced to (X).

Nominee Information

Institutional Information

Membier State

Institution Name *

Institution Type *

Ministry Type *

Administrative Level *

Nama of Initiative *

Projects Operational Years *

Website of Institution

Contact's Information

Puosition

First Nama *

Contact's Information

Position *
First Name *
Last Name *

Gender *

Address

Postal Code
City
State/Province
Telephone *
Fax

Email -

Additional Email(s) *

Nominator is the same as nominee

Adghanstan

Ministry

Fraase seiect

Mo

Male Female

Pre

o Em

The Nominee information you input in the prescreening form will appear as shown below. Select
“yes” if Nominee and Nominator details are the same, on the last field at the bottom labeled
“Nominator is the same as nominee”. Then click “Next”.
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W) If Nominee and Nominator details are not the same select “No” and click “Next”. You will see the
screen as below. Fill in the Nominator information as needed and then click “Next” to proceed.

Nominator Information

Institutional Information

Member State * Afghanistan
Institution Name * blahblahblah
Institution Type = Ministry
Ministry Type * Please select
Administrative Level - National
Name of Initiative * blahblahblah

Contact's Information

Position *
First Name *

Last Name *

. ®

Gender Male Female
Address
Address
Postal Code
City
State/Province
Telephone *
Fax

Email * blahblahblah@blahblahblah.com

oo e Lo

X) Fill in the initiative details as needed for each question and click next. Do this for the next 10
questions. You can click “Save Draft” at any time during the process to save your responses and
continue at a different time by logging in and continuing where you left off.



1. Objective of the initiatives

Please describe the cbjective of the initiative introduced (200 werds maximum)

oo e

Y) Once you reach question 10, you can “Save Draft” if you want to review and change your responses
at a later stage. Once you are ready to submit, you can click “Submit” to complete your nomination
form. Please note that once you click submit, you will no longer be able to make changes to the
nomination form.

10. Lessons Learned

Please describe the key lessons leamed, and any view you have on how to further improve the initiative (100 words maximum)

Z) Click “OK” if you are sure you are ready to submit final nomination. Please note that once you click
submit, you will no longer be able to make changes to the nomination form.

15



e e

@ Are you sure you want to submit nomination? After submit edit is not
"

' possible

ok ||

AA) Once you click on “OK” the screen below will appear. Click on “submit documentation” to submit
supporting documents for the initiative you have nominated.

United Nations Public Service Awards
Department of Economic and Social Affairs

Home Overview and Submission Rules Contact Us
Start PreScreening Form
— — . . Please click below to apply
Date Institution Name Institution Type Name Of Initiative Contact Email Status

to the UNPSA

; blahblahblzh Submit
2018.08-29 | blahblahblah Ministry blahbiahblah Elahblahbih | Pianblahbiah@blahbiahbiah.com  Submitied Do

BB) You must submit 2 reference letters and 3 supporting documents (including an evaluation report).
Click on “Choose File” and upload the relevant files. Also include relevant URLs in the corresponding
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fields if any. Once you have uploaded all necessary files, click “Submit documents”.

What supporting documents are needed?

(1) A maximum of three supporting documents which include one evaluation report related to the initiative must be submitted. An internal or external evaluation/audit report of the initiative
is required. The institution may submit other supporting documents of any kind (implementation plans, results of client/citizen surveys, books, links to videos, newspaper articles, etc)) to
demonstrate and highlight the initiative’s impact and outcome. Initiatives with no supporting documentation will not be reviewed.

{2) Two letters of reference: In addition to the above, two letters of reference, written by a third party (i.e., not by the institution being nominated nor by the nominator) are required. It should
highlight the achievements r ing from the im ion of the initiative submitted, and underlines the reason why this initiative and/or institution is worthy of being awarded.

Max file size is 28 Mb
Allowed file types: jog. joeg. joe, gif, png, svg, doc, doex, XIs, xIsx, ppt, pptx, pdf, txt, 2ip, rar
It Is recommended that you upload video fiies to Youtube or Vimeo and then add the links to the url fields below.

Reference Letter 1 Choose File
Reference Letter 2 Choose File
Supporting Document 1 Choose File
Supporting Document 2 Choose File
EvaluationfAudit Report Choose File

URL 1

URL 2

URL 3

Submit Documentation

CC) After submitting documents, the screen below will appear.

Home Overview and Submission Rules Contact Us

Start PreScreening Form

Date Institution Name Institution Type Name Of Initiative Contact Email Status Please click below ta apply
to the UNPSA

. NewForm y Documentation
2018-08-31 NewForm Ministry NewForm NewForm cfxdwsc@yahoo.com Submitted

DD) You have now completed the 2019 UNPSA nomination process. You can still view the responses you
filled in but will no longer be able to edit. To view your responses, click “View case”. The screen

below will appear. You can click on the corresponding tabs (Prescreening, Nominator, Nomination
Form, Documentation) to view the details.
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Home Overview and Submission Rules Contact Us

Nominator Nomination form M Back to List of Cases

Common

Language: en-US

Date of submitting: 31 Aug 2018
Institutional Information

Member State: Afghanistan
Institution Name: NewForm
Institution Type: Ministry
Ministry: Please select
Administrative Level: National
Name of initiative: NewForm
Projects Operational Years: 1

Website of Institution:

Contact's Information

Pasition: NewForm
First Name: NewForm
Last Name: NewForm
Gender: Male
Address:

Postal Code:

City:

State/Province:

Telephone(s): 1867485
Fax(es):

Primary Email: cixdwsc@yahoo.com
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