Delegates Dashboard Users Manual
This document was developed as a tool to assist users of the Delegates Dashboard. 

1. Logging in
Use the link below to login

https://extranet.itu.int/delweb/council/groups/sp-fp 
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For user name please use “itu_users/your user name”
If you are using TIES account please use “your ties user name”
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2. Accessing
To access a document click on its name. 
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Depending on document properties you may be asked for your user name and password again. For user name please use “itu_users/your user name”. If you are using TIES account please use “your ties user name”
[image: image3.png]I Microsoft Word

Opening

Connect to extranet.itu,int

bt at e
jord.




3. Contribution
You can send your contribution to strategy@itu.int, or:

After accessing the document please make your contributions with the track changes option turned ON. Once you have completed your contribution to the document, please save the document on the machine you are working on by using the “Save As” option and change the name of the document by adding your country name to the original document name. 

Ex: delegate_dashboard_manual_mycountryname.doc
Please note the location where you have saved your contribution. (Ex: Local C: drive of the computer you are working on or the USB key drive)

Then upload your contribution by clicking on the “Add new document” link in the lower left corner.
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To upload the document that contains your contribution, select the “Browse” button and then locate your contribution document from the location that you saved in from Step 3 (see above).
Please note: The “Add as a new version to existing files” box is automatically checked as a default setting.  Before clicking the OK button, please unselect this box.

You may add any comments you wish to make in the “Version Comments” box.  An example of some comments you might want to make could be:
· Name of your country

· Name of the person who made the actual contribution

Hit “OK” and your contribution will automatically appear as a NEW document.

If you need any further assistance, please send an email to:  strategy<at>itu.int
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