
User Guide: Submitting Contributions Using the New DDP System 

This guide provides information on how to use the new platform for direct document posting. 

Please see the steps below. 

Step 1: 

To submit your contribution to the SG5 meeting in Geneva, taking place from 20 to 29 

October 2026, please access the New DDP system using the following link: Direct 

Document Posting (DDP). 

 

Alternatively, you can visit the ITU-T SG5 webpage, where the link to the New DDP system 

is also available. 

 

 
Figure 1: SG5 webpage 

Log in using your ITU TIES account. 

https://www.itu.int/myworkspace/ddp/new-submission?meeting=T25-SG05-261020
https://www.itu.int/myworkspace/ddp/new-submission?meeting=T25-SG05-261020
https://www.itu.int/en/ITU-T/studygroups/2025-2028/05/Pages/default.aspx
https://www.itu.int/en/ITU-T/studygroups/2025-2028/05/Pages/default.aspx
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Figure 2: Log in using your TIES account 

Step 2: 

Select the relevant Study Group and the meeting to which you would like to submit your 

contribution. 

Note: The link provided above directs you directly to the SG5 meeting in October 2026. 

 

Please ensure that you use the relevant contribution template available here. The template 

remains unchanged from previous meetings. 

 
Figure 3: Contribution template 

 

  

https://www.itu.int/en/ITU-T/studygroups/Pages/templates.aspx#:%7E:text=Templates%20for%20direct%20document%20posting%20(DDP)
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Step 3: 

Upload the word document containing your contribution.  

Click the upload button or simply drag and drop the file into the designated area. 

Note: At this stage, upload only the cover page of the contribution. If your contribution 

includes attachments, please see Step 4. 

 
Figure 4: Upload your contribution 

Step 4: 

Once the contribution is uploaded, the system automatically opens the Word file internally and 

extracts the metadata. 

The contribution contents have been extracted, including the title, abstract, Question(s), work 

item(s), source, contact, and comments. 

 
Figure 5: The metadata after uploading the contribution 

To upload the attachment, click on Additional file(s) to upload the attachments. 
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Figure 6: Upload attachment 

Step 5: 

The assigned question will be automatically chosen based on the questions mentioned in the 

Contribution. 

If the question is incorrect, tick on the correct question(s) assigned to this contribution. 

 
Figure 7: Assigned question(s) 

The work item will be automatically selected based on the work item indicated in the contribution 

title. 

If the work item is new, select “New”. If it is not known, select “N/A”. 

Please note that the Work Item option is not mandatory. 

 
Figure 8: Work Item(s) 
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Step 6: 

Under “Contact Details”, there are two options: “Source” and “Contact”. 

 
Figure 9: Contact Details 

To add a new source, click “Add source” and search for the desired source. 

 

 
Figure 10: New source 

Move your mouse pointer over an item, then drag it up or down to change its position. 

 
Figure 11: Rearrange the source order 
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To add a new contact, click “Add Contact” and search for the desired contact. 

 
Figure 12: Add new contact 

Your contact details will be populated automatically based on your ITU account. To add another 

contact, simply enter the contact's name. 

 
Figure 13: Add new contact 

To add a contact without an ITU account, click “Enter Manually”, enter the contact details, and 

then click the arrow button to save and continue. 

 
Figure 14: Add new contact manually 
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Move your mouse pointer over an item, then drag it up or down to change its position. 

 
Figure 15: Rearrange the contact’s order 

Use the “comments” field to add any additional comments, if needed. 

 
Figure 16: Comments box 

All changes have been saved and incorporated into the contribution. 

Click “Preview” to review it, or click “Validate & Submit” to proceed with the submission. 

 
Figure 17: Validate & Submit – Preview  
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After clicking “Validate & Submit”, a confirmation message will appear showing all manually 

modified information. 

Scroll down to preview how the contribution will appear. 

You can also download a copy of the contribution by clicking “Download Word Version”. 

 
Figure 18: Download Word Version 

Note: At this stage, the contribution number is not yet available. 

 
Figure 19: Contribution number 
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Once you have verified all changes, tick the box “I confirm that I have verified the details” and 

click “Confirm & Submit”. You will receive a confirmation email after submission. 

 
Figure 20: Submit the Contribution 

After submitting the contribution, a confirmation page will be displayed indicating that the 

contribution has been successfully submitted and showing the contribution number. 

 
Figure 21: Confirmation page and Contribution number 
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A confirmation email will be sent to you containing all submission details, including the Study 

Group, meeting, document number, title, source(s), contact(s), submission date, and submitted by 

information. 

 
Figure 22: Confirmation email 

You can access your submitted contribution, as well as all other contributions for the meeting, 

using the link: ITU-T SG05  C (2026-10-20)  

  

https://www.itu.int/md/T25-SG05-261020-C/en
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Things to keep in mind 

If a contribution is submitted with incorrect information, the new DDP system will automatically 

correct it. 

The example below shows an incorrect contribution number, meeting place, date, document type 

(TD instead of Contribution), and source information. 

 
Figure 23: Example of wrong information 

If an error is detected, the system will display an error message indicating where the issue is. The 

meeting place, date, and document type will be corrected automatically. 

 
Figure 24: Error message 

In the example above, an incorrect source was provided. If the source cannot be found in the Source 

field, follow the steps above to add the correct source. 

 
Figure 25: Correct the Error 

After correcting the error, please follow the steps above. 
_______________________ 

 


