
Guidance for Country Focal Points



Introduction

This guide is a step-by-step approach to updating and uploading 
information about your CBIT Project.

We highly recommend you to regularly visit the CBIT Global 
Coordination Platform and make yourself acquainted to its different 
functions. You can for instance browse through useful documents 
and guides, follow interesting events and webinars on transparency 
and get inspired by other CBIT Projects. 

After all, we are all part of a CBIT Family! 
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How to register on 
the CBIT Global 
Coordination Platform



Go to the CBIT Platform website 

Go to the CBIT Global Coordination 
Platform under: www.cbitplatform.org

Click on ‘Register’ 
to start your 
registration



Enter your information

Enter the required 
information

Choose ‘Yes’ to the 
question ‘Are you a 

National focal point’?

Agree to the ‘Terms 
and Conditions’ and 

‘Privacy Policy’

Choose your country and select 
the sector you are working in

Click ‘Register’

After you have registered, 
we will approve your 
request and you will 
receive a notification from 
the platform



How to update the 
information on your 
CBIT Project



Log in to your profile

Click to access 
the log in page



Log in to your profile

Type the email that you 
used to register in the 
CBIT Platform

Click Forgot Password, 
if you cannot remember 
your password

Click on the 
button LOG IN

Type the password



Go to ‘My Country’s Projects

Click here to access 
your Dashboard

Click on ‘MY COUNTRY’S 
PROJECTS’ Click on the 

button ‘Edit’



Update your CBIT Project Page 

1. Click here to update 
progress in project 
implementation

3. Click here to add 
a project event

4. Click here to include a 
summary of your country’s 
capacity-building needs

2. Click here to upload 
project documents



Update the CBIT Project Implementation 

Click here to define the % of work 
completed for the  activity or 
deliverable of each project output

Go to the tab ‘Project 
Implementation’ as 
shown in the previous 
slide 



Save your changes

Click on the Save button 
to save your changes

Once you are done with 
updating the status of 
activities, scroll down to the 
bottom of the page to get to 
the Save button



Upload Project Documents

In the tab ‘Project Documents’, 
you can add documents to 
appear in the project page

Click on the button 
Add new document

These documents can be anything from project 
deliverables to workshop and outcome reports



Upload Project Documents

1. Enter the title of your document

2. Include a summary of your document

3. Choose the language of your document
4. Choose the file 

of your document 
on your computer

6. Click the ‘Save’ 
button, to save 
the document

5. Click on the button ‘Add 
new document’



Upload Project Events
In the tab ‘Project events’, you can add 
events to appear in the project page 
and in the platform’s list of events

Click ‘Add new event’ or ‘Add 
existing event’

Click the ‘Save’ button, to save your events

These events can be anything from project inception 
meeting to project workshops or other events the 
related to your CBIT project



Upload Project Events - Add New Event

1. Choose the type of your 
event from the list

2. Enter the title of 
your event

3. Add a description 
of your event

4. Add the location of your 
event. If the event is a 
webinar or webcast, enter 
‘Online’ as location here



Upload Project Events - Add New Event
5. Add the start date 
and time of your event

6. Add the start date 
and time of your event

8. Enter the web address to 
the registration

9. Enter the text here that shall 
appear at the link. We suggest to 
enter the word ‘Registration here’

10. Add a contact person for the 
event, if there is one

7. Choose the time zone of your 
event from the list. If you cannot 
find the exact location, choose 
the closest one



Upload Project Events - Add New Event
11. Add the speakers of your 
event, if relevant

13. Choose a file that you would 
like to add to the event, such as 
an event invitation, if relevant

14. Click on the ‘Create event’ button

15. Click the ‘Save’ button to save your event

12. Add tags to your event, so 
the event will appear when 
people search for the tag. A tag 
can be anything that describes 
your event such as MRV, GHG 
Inventory and NDC Tracking



Upload Project Events - Add Existing Event

1. Type here 
the title of an 
existing event2. Click the ‘Add event’ button

3. Click the ‘Save’ button to save your event



Add Capacity-building needs
In the tab you can add a 
summary of the country’s 
priorities for capacity-building

1. Add here a summary of the country’s 
priorities for capacity-building

The summary can be updated at any time

2. Click the ‘Save’ button to save your changes



How to download your 
project information



Go to ‘My Country’s Projects

1. Go to your 
Dashboard

2. Click on the 
button ‘View’1. Click on ‘MY 

COUNTRY’S’ PROJECTS



Download your project information

1. Click on the 
button ‘Download’

Your project 
information will then 
be downloaded as a 
PDF document, which 
you can share with 
colleagues or other 
stakeholders



How to complete the 
Self-assessment Tool



Go to the Self-Assessment Tools

1. Go to your 
Dashboard

3. Here you will see the self-assessment tools 
(active and closed) that exist for your country. Click 
on the name of the self-assessment tool with the 
status of active to open it

2. Click on ‘Self-assessment 
Tools’ in the left menu bar



Start the self-assessment tool

You can delegate parts 
of the questionnaire 
to other country 
representatives 

Here you can see the 
introduction to the 
self-assessment tool. 
The self-assessment tool 
comprises four sections



Answer the questions

1. Choose the answer that 
applies best to your country

2. If you choose ‘Other’, give an 
explanation here. Try to be as 
detailed as possible

You do not need to answer 
all questions at once. You can 
answer a few questions and save 
your progress made



Delegate questions - Optional

3. If you want to delegate 
questions to country 
representative, click on the 
‘Actions’ button and then click 
‘Delegate questions’

You can delegate parts or the 
entire self-assessment tool to 
other country representatives 
Please note that they must 
be registered as country 
representative on the CBIT 
Platform 

It is possible to delegate 
parts of the self-assessment 
to more than one country 
representative



Delegate questions - Optional

4. Put the cursor here and start writing. 
The names of the country representatives 
registered for your country will appear in 
a list (next slide).
If no country representatives are 
registered, no names will appear.



Delegate questions - Optional

5. Choose from the list of country 
representatives registered for your country



Delegate questions - Optional

6. Click the button ‘Delegate’ 
once you have chosen your 
country representative



Delegate questions - Optional

7. You will see a 
success message, 
when you have 
delegated a section

8. You can see here that the 
question or section has been sent 
to the country representative

9. Click here if you want to delete 
or remove the self-assessment 
from the country representative



Delegate questions - Optional

10. You can delegate 
the same section to 
more than one country 
representative



Save or submit your answers

3. Click the ‘Save’ 
button, if you want to 
save your answers

4. Click the ‘Submit’ button only when 
you have answered all questions and 
want to send your answers for analysis

To save your answers, 
you have to scroll 
down to the end of the 
questionnaire

You can answer a few 
questions and come back 
later to continue or finish 
the questionnaire



Confirmation of your saved/submitted questionnaire

5. After you have 
clicked  ‘Save’ or 
‘Submit’ button, you 
will see a success 
message



Results of self-assessment tool 

Click on the year to open the summary 
description of the four different sections

After you have completed 
the self-assessment 
tool, the CBIT Global 
Coordination Team will 
analyse the results and 
discuss them with you to 
make sure that the analysis 
properly reflects the 
situation in the country with 
regard to the capacities for 
transparency 

After the discussion, we 
will upload the results 
to the page of your CBIT 
project and you can see 
them under Results of the 
Self-assessment tool



Questions? Need help?
Contact us!

Our general CBIT email
cbitplatform@man.dtu.dk

Ana Cardoso
anacar@dtu.dk
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