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1. Introduction
In order to reduce printed materials and help in conserving our environment, UNECA
ICTSS has developed a portal called PaperSmart to promote the use of electronic media.
Available in English and French languages, the portal provides conference participants with a
secure web-based access to all necessary meeting documents, programmes, agendas, and
statements, in which they can opt to electronically view or request hard copies of
documents on demand.

This manual is thus prepared for conference/meeting participants who will be using
PaperSmart to access documents pertaining to their respective conference/meeting
and to make it easier for them to use.

2. Paper Smart Functionalities
2.1. How to Access the Portal

e Toaccess the PaperSmart portal type in https://papersmart.uneca.org in the address bar
of your browser or go to the document repository at https://www.uneca.org/cfm2020
and click on the documents menu item from the left side of the portal

e If youwish to change the language there is a language bar on the Top right corner of the page
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generating waste, polluting the air and water, and use of paper.
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Figure 1 Homepage of PaperSmart

All Meetings

54TH SESSION OF THE CFM MEETING - ECONOMIC COMMISSION FOR AFRICA
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Conferences, meetings and other events are standard business practice within the United Nations for the simple reason that they are often the most time efficient and effective way of

sharing thinking, identifying solutions and reaching agreements. At the same time, however, they can leave a significant environmental footprint through consuming energy and water,

In order to counteract the numercus risks associated with climate change in holding these events, there are many on-going initiatives at global, regional, sub-regional and national

levels to develop strategies to address the challenges of dlimate change. ECA, following the steps of other UN Conference Centers has cansidered how it can be part of these initiatives

G 2020 \

B ECARetweeted
Geetha Tharmaratnam
@G_tharmaratnam

“Open #Private #Equity earlier for women
and create a conducive environment to
remain and grow to senior positions’
@BerhaneDemissie, Managing Partner
@CepheusCapital #AWLN @AUBinetaDiop

@ECA_OFFICIAL #wWomen #Financial
#Leaders #Africa #Ethiopia
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2.1.1. Homepage Sections

2.1.1.1. TopRight Corner
The top right corner of the homepage allows you to select your language of preference i.e. either
English or French and also has a login option for users with privileges. Clicking either one of the
languages will take you to the respective homepage of your language of choice.

2.1.1.2. Header Section
The Header Section consists of the logo of the PaperSmart portal and the UNECA's, clicking on
either one of the logos will take you to the homepage of the PaperSmart portal from anywhere in
the portal.

2.1.1.3. Main Menu
e The homepage consists of two main menus, namely
o Meetings
o About
e Clicking on the Meetings menu will redirect you to the Meetings page which we will
explore in the next section.
e The About menu will redirect you to the About page where you will find a brief description
about the Portal and its development.

2.1.1.4. Body
The body has three sections:
a. Topsection - Which introduces the Portal
b. Middle Section - Which highlights the list of all available meetings in subsections of
e Current Meetings: Displays all current meetings taking place
e Upcoming Meetings: Displays all scheduled upcoming meetings
e Recent Meetings: Displays all meetings that took place recently
e All Meetings: Displays all meetings
c. The Right Section - Which has important information and links from different resources
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c O

©VICTORIA FALLS, ZIMBABWE #FEB 24,2020 - FEB 27, 2020 (@) ELEPHANT HILLS HOTEL AND RESGRT IN
vic AL

ENEEENTENEY Y EE NN EEEEETET.
Figure 2: Meetings Menu
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2.2. How to Access the Meeting’s Page

1. Asdepictedin Figure 2 and stated in the above section, the main section of the homepage
will display as shown above, where you can pick the meeting you would like to access from
the four tabs made available. You may moreover type in the title of the meeting or any
keywords in the search field to find the meeting of your choice

2. When you click on one of the tabs a list of meetings will appear as shown above. For this
example, there is the 54" Session of the CFM Meeting available under the “Current
Meetings” tab. Below the title is a row with a description of the meeting indicating the city,
date and place the meeting will be taking place.

1. To access the meeting details please click on a meeting title which will lead you to a specific
meetings page as depicted below:

2.2.1. How to Access the Meeting Details
When you select a specific meeting from the homepage, the meeting’s page will be displayed.

Engish Frangeis | Login

i ) ) \ ) %7, DECADE
@1’ United Nations ‘ _ decsf} &%, DECAE
w Economic Commission for Africa PaperSmart — | N ,"“ ACTION

1 Il EE N e . L= & | - . EEE BE N TN EE BN T B B N Ol T Ol -
MEETINGS ABOUT

UNECA ARFSD ARFSD 2020

SIXTH SESSION OF THE AFRICA REGIONAL FORUM ON SUSTAINABLE DEVELOPMENT (ARFSD 2020)

Monday, February 24, 2020 - Thursday, February 27, 2020, Victora Falls, Zimbabwe:

3 Calendar View

Recent Documents
PROGRAMME [ ][ ] [ ] ? There are no recently updated documents.

Meeting Details Tabs Programmes

PROGRANMME
> =
— Tussday, 25 February 2020
No scheduled programme for today ? Wednesday, 26 February 2020
H > Thursday, 27 February 2020
Display Area L
CECOMCECEROCE AL IS Side Events & Other Meetings

REGISTRATION | TUESDAY, 25 FEERUARY 2020 > Monday, 24 February 2020

#2/25/2020 0830 AM- goo AM Q PLENARY HALL
Notifications
OPENING OF THE SESSION (AGENDA ITEM 1) | TUESDAY, 25 FEBRUARY 2020
27252020 000 AM- 1000 AM QPLENARY HALL 3 Pre-event: Major Groups and other Stakeholders (MGoS) workshop

» ARFSD 2020 Information Nots

» List of all ARFSD 2020 Side Events
HIGH-LEVEL PANEL OM ACCELFRATORS TO DELIVER A TRANSFORMED AND PROSPEROUS AFRICA THROUGH THE 2030 AGENDA AND
AGENDA 2063 WITHIN THE DECADE OF 2020-2030 (AGENDA ITEM 2) | TUESDAY. 25 FEBRUARY 2020

@i 2/25/2020 ©1000 AM - 1130 AM QPLENARY HALL

COFFEE BREAK | TUESDAY, 25 FEBRUARY 2020

B 2s25/ 2020 Q1130 AM - 1245 AM Q COFFEE BREAK AREA /
O = S

B 2s25/ 2020 Q1145 AM - 1215 PM QPLENARY HALL

Figure 3 Meeting's Page
The Meeting’s page has the following sections

» Aninformation area - Where the title of the meeting, date the meeting is taking/took
place and where is highlighted
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» A Calendar View Button - which is an option allowing users to view all scheduled
programmes in a calander
> Meeting Details Tabs - with tabs to allow users to choose which detail areas of the
meeting they would like to see, the following are possible options
e Programme - Displays all scheduled programmes for the day and any upcoming
programmes pertaining to the specific meeting
e Agenda - Displays agendas of the meeting
¢ Documents - Displays all documents needed for the meeting
e Statements - Displays statements released in relation to the meeting
> Display Area - which displays the details of the meeting when chosen from the Meeting
Details tabs.

2.2.1.1. How to change to a Calendar view

1. Pleaseclick onthe Calendar View button located on the left side of the screen beneath the
meeting’s information area

2. The following page will be displayed

English  Frangais | Login
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IMEETNGS | @HELP | @ABOUT
UNECA ARFSD ARFSD 2020 Programme
SIXTH SESSION OF THE AFRICA REGIONAL FORUM ON SUSTAINABLE DEVELOPMENT (ARFSD 2020)
Monday, February 24, 2020 - Thursday, February 27, 2020, Victoria Falls,
& Download iCal EMail iCal
Sun Men Tue Wed Thu Fri Sat
1
2 3 4 5| & 7 8
g 10 11 12 13 14 15
16 17 18 1g 20 21 22
23 24 25 26 27 26 2g

Figure 4: Calendar View

3. Displayed will be a calander highlighting all the scheduled events in the meeting you have
selected
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4. Youcanchange the Month/Week/Day displayed by clicking on the two arrows next to the

button labelled Today

You have the option of viewing the calendar monthly, weekly, daily or as a list

6. The list option will list all the events schedules for the meeting grouped by date and sorted
by time

7. You also have the option of downloading the calendar by clicking on the Download iCal
button which will give you options of opening the calander in your outlook mail or calander
app, chose either to view the calander

8. If you choose to integrate the calander with your outlook mail and system calander it will
give you notifications when scheduled meetings are to be conducted

9. You may also email the calander by clicking on the MailiCal button

10. You can click on the events from the calendar to see it’s details

4

2.2.1.2 How to View a Programme

11. From the tabs please select Programme to view all Programme schedules for the selected
Meeting

12. From the list of programmes displayed choose the one you would like to access by clicking
on it, you may view the date, time and place of where the meeting is taking place on the
row below the name of the meeting.

13. You will be directed to a specific progamme’s page where you can see all the details of the
Programme schedules

14. If applicable you can view associated documents and webcast links

15. You may choose to download, print or share the document please refer to section 2.2.1.3

2.2.1.3 How to View the Agenda of the Programme

1. Pleaseclick onthe Agenda tab to learn more about the agendas that are going to be
addressed or have been addressed for the particular meeting you are interested in.

2. Youwill find a list of agenda addressed by Programme

2.2.1.4. How to View Specific Meeting Documents
1. Pleaseclick onthe Documents tab from the meeting Page as shown above
Displayed are different options of documents, e.g. Drafts, Official and Other Documents.
Please click on the drop-down arrow of any one of your choice
The documents are listed and you will have the option of
1. Downloading (English or French),
2. Printing (on demand) or
3. Sharing the document on any of the social media platforms displayed while
hovering over the Share menu.

o

2.2.1.4.1. How to Download the Document

1. Pleaseclick on the Download button

2. The choice of English or French will be displayed choose your preference

3. Adocument download dialogue box will be opened where you can choose to “OPEN”,
“SAVE” or “SAVE AS” the document of your choice

2.2.1.4.2. How to Print on Demand
1. When you click on the Print on Demand option the following form will be displayed
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File:

Requestor Nams:

Country:

Email:

Telephone No.:

Ma. OF Copies:

Figure 5: Print On Demand

Enter your name on the text field provided next to “Requestor Name”

Print On Demand *

ECA/RFSD/ 20206 | 2020-2030: A Decade
to Deliver a Transformed and Prosperous
Africa through the Sustainable Development
Goals and Agenda 2083 | Pre-session

English

Please Select a Country e

Send Request Close

Choose your country from the drop down list provided

Enter your telephone No in the “Telephone No” Field

2
3.
4. Enter your email address in the “Email” field
5
6

You may only print a maximum of 5 copies, please select the number of copies you want to
print from the drop down menu next to No. of Copies

**Please note that your printed documents will be delivered to you by one of the ushers serving

the meeting

22 1.5 How to Access Statements Released
1. Click onthe Statements Tab
2. The following page will be displayed
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UNECA ARFSD 2020 > Statements

SIXTH SESSION OF THE AFRICA REGIONAL FORUM ON SUSTAINABLE DEVELOPMENT

Monday. February 24, 2020 - Thursday, February 27, 2020, Victoria Falls

Recent Documents

&

STATEMENTS > ECA/STIF/2020/1: Concept Note: The African Science, Technology and

Innovation Forum

» ECA/RFSD/2020/7  Background paper on actions and transformative
pathways towards a resilient planet under a changing climate and
depleting natural resources

STATEMENTS . .
» ECA/RFSD/2020/5  Scaling up innovative means of implementation for
achieving the Sustainable Development Goals and Agenda 2063
> ECA/RFSD/2020/2 : ARFSD Concept Note
Search statements_ Q-

Filter By

Programmes
Date Type Country
> Monday, 24 February 2020
—Select Date— ~ —Select Type— ~ —Select Country— v londay. 24 February
2 Tuesday, 25 February 2020
? Wednesday, 26 February 2020
> Thursday, 27 February 2020
Observer | Opening remarks and Keynate address | 5= Zimbabwe
88 Thursday, January 30,2020 @ 0200 AM - 0300 AM
©On Behalf of : Republic of Zimbabuwe
Speaker - President of the Republic of Zimbabwe, HE. Emmerson Dambudzo Mnangagwa

Showing 1101 of 1

a
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Figure 6:Statements page

3. Youwill find a list of statements made by different people pertaining to that meeting, each

with their own details like the name of the statement, country, date, time and the speaker.

Click on the Download link to access the statement in either EN (English) or FR (French)

You can also opt to search for the document you want by entering the title of the

statement

6. You can also filter your search result using the date the statement was released, the type
of statement made and the country represented by the statement

v oA

3. How do | seek assistance?

If you are having trouble in accessing the portal, please speak with a Conference Officer
or send us an email at eca-servicedesk@un.org.
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