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Cont r ibu t ing  in fo rmat ion  to  INFOCAP

Key  te rmino logy  fo r  us ing  INFOCAP

C e n t r a l  C o o r d i n a t i n g  N o d e :
T h e  C e n t r a l  C o o r d i n a t i n g  N o d e  ( C C N ,  c u r r e n t l y  t h e
Intergovernmental Forum on Chemical Safety Secretariat)
provides support in developing network services, develops
and mainta ins the centra l  INFOCAP home page,  serves
as  the  Secre ta r ia t  fo r  the  Network  S teer ing  Group and
mainta ins  communicat ions wi th  par t ic ipat ing count r ies
and  o rgan iza t ions .

L e a d  S p o n s o r s :
L e a d  S p o n s o r s  a r e  r e s p o n s i b l e  f o r :  d e v e l o p i n g  a n d
maintaining their respective network services; screening
i n f o r m a t i o n  s u b m i t t e d  f o r  “ c o m p l e t e n e s s ” ;  p r o v i d i n g
help desk services to faci l i tate access and submissions/
c o n t r i b u t i o n s  o f  i n f o r m a t i o n ;  r e s p o n d i n g  t o  r e q u e s t s
for  in fo rmat ion  f rom users  w i thout  in te rnet  access .

The  fo l l ow ing  Lead  Sponsors  have  been  iden t i f i ed  fo r
ma in ta in ing  and  opera t ing  the  INFOCAP serv i ces :
The  In te rgovernmenta l  Fo rum on  Chemica l  Sa fe ty
( I F C S )
The  Eu ropean  Commiss ion  and  the  Eu ropean
Chemica l s  Bu reau  (EC and  ECB)
The  Un i ted  Na t ions  Ins t i tu te  fo r  T ra in ing  and
R e s e a r c h  ( U N I TAR)

N e t w o r k  P o i n t s  o f  C o n t a c t :
Network Points of Contact are responsible for coordinating
and faci l i tat ing the provis ion of  informat ion to INFOCAP.
Countries, intergovernmental organizations, non-governmental
o r g a n i z a t i o n s  ( i n d u s t r y,  s c i e n c e ,  l a b o u r,  a n d  p u b l i c
in terest) ,  b i la tera l  and mul t i la tera l  agencies are inv i ted
to  des igna te  an  INFOCAP Po in t  o f  Contac t .

K e y  C o n t a c t s :
The key contact is the person who is direct ly responsible
f o r  t h e  i t e m  p o s t e d  o n  I N F O C A P  ( e . g .  p r o f i l e ,  a c t i o n
p lan ,  p r io r i t i es ,  p ro jec t ) ,  such  as  the  au thor  o r  p ro jec t
l e a d e r,  a n d / o r  w h o  s h o u l d  b e  c o n t a c t e d  f o r  f u r t h e r
substant ive  in fo rmat ion  regard ing  the  i tem.

W e lcome  to  INFOCAP!   P lease  f ind  be low  the
basic operating instructions for using the INFOCAP
w e b s i t e .   T h e  w e b s i t e  i s  d e s i g n e d  t o  b e  e a s y
t o  u s e  a n d  y o u  w i l l  f i n d  i n f o r m a t i o n  t h r o u g h o u t
to  guide  you through the  process.  Th is  guidance
document  p rov ides  add i t iona l  in fo rmat ion  and
de ta i l ed  s teps  to  fo l low  in  o rder  to  f ac i l i t a te
your  use  o f  INFOCAP.
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I n  o rde r  t o  add  a  new  con t r i bu t i on  t o  t he  INFOCAP
webs i te ,  f i r s t  se lec t  t he  re levan t  “ se rv i ce ”  f r om the
b l u e  b o x e s  a t  t h e  t o p  o f  t h e  s c r e e n  ( i . e .  N a t i o n a l
Profiles, Priorities/Related Needs, Action Plans; Sources
o f  P o t e n t i a l  S u p p o r t ;  P a s t ,  O n - G o i n g  a n d  P l a n n e d
P r o j e c t s ;  T r a i n i n g / G u i d a n c e  D o c u m e n t s ) .

O n c e  y o u  h a v e  s e l e c t e d  t h e  a p p r o p r i a t e  s e r v i c e ,
c l i c k  o n  “ +  N e w  C o n t r i b u t i o n ”  o n  t h e  y e l l o w  m e n u
a t  t h e  l e f t  s i d e  o f  t h e  s c r e e n .   A  b l ank  da ta  en t r y
t e m p l a t e  w i l l  a p p e a r  w h i c h  p r o m p t s  y o u  t o  e n t e r
i n f o r m a t i o n ,  s u c h  a s  t h e  n a m e  o f  t h e  g o v e r n m e n t
depa r tmen t  o r  t he  o rgan i za t i on  you  rep resen t ,  and
t h e  c o u n t r y  i n  w h i c h  y o u r  o r g a n i z a t i o n  i s  b a s e d .
P l e a s e  n o t e  t h a t  t h e r e  a r e  t w o  “ s t e p s ”  r e q u i r e d  i n
the in format ion submiss ion process.   Once you have
f i l l ed  in  the   in fo rmat ion  on  the  spec i f i c  con t r ibu t ion
in  the  da ta  en t ry  templa te ,  a t  the  bo t tom o f  the  page
you w i l l  need to  en te r  the  name o f  the  “key  con tac t ” .

T h e  “ k e y  c o n t a c t ”  n a m e  i s  i m p o r t a n t  a s  i t  w i l l  b e
used to retrieve & update information from the database.
T h u s  i t  i s  e s s e n t i a l  t h a t  t h e  s p e l l i n g  b e  c o r r e c t
a n d  c o n s i s t e n t  f o r  a l l  e n t r i e s .  T h e  k e y  c o n t a c t  i s
t h e  p e r s o n  w h o  i s  d i r e c t l y  r e s p o n s i b l e  f o r  t h e  i t e m
( e . g .  p r o f i l e ,  a c t i o n  p l a n ,  p r i o r i t i e s ,  p r o j e c t ) ,  s u c h
as  t he  au tho r  o r  p ro j ec t  l eade r ,  and /o r  who  shou ld
b e  c o n t a c t e d  f o r  f u r t h e r  s u b s t a n t i v e  i n f o r m a t i o n
r e g a r d i n g  t h e  i t e m .   A  p romp t  a t  t he  bo t t om o f  t he
sc reen  w i l l  ask  you  t o  “ subm i t  and  con t i nue  t o  s tep
two”,  where you should enter  the detai led informat ion
f o r  t h e  k e y  c o n t a c t .   P l e a s e  n o t e  t h a t  a  l i s t i n g  o f
key contacts may be viewed by selecting “key contacts”
f rom the  menu a t  the  very  top  o f  the  INFOCAP home
p a g e  s c r e e n .

The “save” button will allow you to work on a contribution
and save your changes in the INFOCAP system without
submitting it for authorization. Once you have completed
you r  changes  you  can  se lec t  t he  submi t  op t i on  and
y o u r  c o n t r i b u t i o n  w i l l  b e  r e a d y  f o r  a u t h o r i z a t i o n .
To  re t r i e ve  a  saved  documen t ,  c l i c k  on  t he  “ ed i t
cont r ibu t ion”  l ink  on the ye l low s ide bar  menu.  Enter
the  f i r s t  and  l as t  name  o f  t he  key  con tac t  ( t h i s  da ta
m a y  a l r e a d y  a p p e a r  i f  y o u  h a v e  l o g g e d  o n t o  t h e
sys tem)  to  re t r i eve  you r  con t r i bu t i ons .

The “save off l ine” button al lows you to save a part ia l ly
c o m p l e t e d  c o n t r i b u t i o n  o n t o  y o u r  l o c a l  d e s k t o p .
You  can  t hen  ed i t  t he  con t r i bu t i on  f r om w i t h i n  you r
web browser and save i t  to your local  machine without



included as original ly entered.  Once you have entered
t h e  n a m e  o f  t h e  k e y  c o n t a c t  w h o s e  c o n t r i b u t i o n s
you would like to edit, click on the “Retrieve Information”
bu t t on  on  t he  page .

A new screen will appear which lists all the contributions
that  have been submi t ted by the “key contact ” .   C l ick
on  t he  con t r i bu t i on  t ha t  you  wou ld  l i ke  t o  ed i t .   The
temp la te  o r ig ina l l y  submi t ted  shou ld  appear  to  ed i t
and  re -submi t  f o r  au tho r i za t i on  and  pub l i c  pos t i ng .

T h e r e  a r e  s e v e r a l  r o u t e s  t h a t  y o u  c a n  t a k e  t o  v i e w
in fo rma t i on  pos ted  on  INFOCAP.

Us ing  t he  SEARCH op t i on  ( T h e  s e a r c h  f a c i l i t y  c a n
be accessed from the Home page or from any service.)

1 .  Search ing  fo r  spec i f i c  i n fo rmat ion  in  a  pa r t i cu la r
s e r v i c e  a r e a

S e l e c t  t h e  s e r v i c e  t h a t  i n t e r e s t s  y o u  b y  c l i c k i n g
o n  t h e  b l u e  b o x e s  a t  t h e  t o p  o f  t h e  s c r e e n  ( i . e .
Na t i ona l  P ro f i l es ,  P r io r i t i es /Re la ted  Needs ,  Ac t i on
Plans;  Sources of  Potent ia l  Suppor t ;  Past ,  On-Going
and Planned Projects; Training/Guidance Documents).
O n c e  y o u  h a v e  s e l e c t e d  t h e  a p p r o p r i a t e  s e r v i c e ,
c l i c k  on  “+  V iew  Con t r i bu t i ons ”  on  t he  ye l l ow  menu
o n  t h e  l e f t  s i d e  o f  t h e  s c r e e n .   A s e a r c h  p a g e  w i l l
a p p e a r,  e n a b l i n g  y o u  t o  s e a r c h  b y  c a t e g o r y  ( e . g .
awareness-ra is ing or  data and in format ion col lect ion
and  exchange ) ,  keyword  (e .g .  acc i den t s ,  chem ica l
r e g i s t r i e s ) ,  c o u n t r y 1  , or date of contribution.  Once
you  have  made  you r  se lec t i ons ,  c l i c k  on  t he  “beg in
search” tab at  the bot tom of  the page and your search
r e s u l t s  w i l l  a p p e a r.

2 .  S e a r c h i n g  t h e  e n t i r e  w e b s i t e

F r o m  t h e  h o m e  p a g e  ( o r  a n y  s e r v i c e )  ,  s e l e c t  t h e
“ s e a r c h ”  o p t i o n  l i s t e d  o n  t h e  y e l l o w  m e n u  a t  t h e
s ide  o f  t he  page .   A sea rch  page  w i l l  appea r ,  se lec t
“ S e a r c h  i n  a l l ” .  F u r t h e r  s e l e c t i o n s  e n a b l e  y o u  t o
search  by  ca tegory  (e .g .  awareness - ra i s ing  o r  da ta
and  in fo rmat ion  co l lec t ion  and  exchange) ,  keyword
( e . g .  a c c i d e n t s ,  c h e m i c a l  r e g i s t r i e s ) ,  c o u n t r y,  o r
d a t e  o f  c o n t r i b u t i o n .   O n c e  y o u  h a v e  m a d e  y o u r
s e l e c t i o n s ,  c l i c k  o n  t h e  “ b e g i n  s e a r c h ”  t a b  a t  t h e
b o t t o m  o f  t h e  p a g e  a n d  y o u r  s e a r c h  r e s u l t s  w i l l
appea r.

r e q u i r i n g  a n  i n t e r n e t  c o n n e c t i o n .  T h e  s a v e  o f f l i n e
i s  d e p e n d a n t  o n  y o u r  o p e r a t i n g  s y s t e m ,  b r o w s e r
v e r s i o n ,  a n d  y o u r  s e c u r i t y  s e t t i n g s .  S y s t e m s  w i t h
W i n d o w s  X P  S P 1  a n d  I n t e r n e t  E x p l o r e r  6 . 1  S P 1 ,
wi th your  secur i ty  set t ings such that  Act iveX contro ls
are a l lowed,  wi l l  enable opt imal  operat ion.   However,
i n  a n y  c a s e ,  r e g a r d l e s s  o f  y o u r  o p e r a t i n g  s y s t e m ,
y o u  w i l l  b e  a b l e  t o  d o w n l o a d  t h e  R T F  f o r m s  a n d
use  INFOCAP.

O n c e  y o u  h a v e  s u b m i t t e d  y o u r  i n f o r m a t i o n  t o  t h e
INFOCAP webs i te ,  a  message should  appear  s ta t ing
t h a t  y o u r  c o n t r i b u t i o n  h a s  b e e n  s a v e d  a n d  t h a t  a n
e - m a i l  w i l l  b e  s e n t  o u t  t o  t h e  “ k e y  c o n t a c t ”  e - m a i l
a d d r e s s  w h e n  y o u r  c o n t r i b u t i o n  h a s  b e e n  v e r i f i e d
f o r  p o s t i n g  o r  d e c l i n e d .  T h e  “ k e y  c o n t a c t ”  w i l l  a l s o
be sent a request to review and update the information
w h e n  t h e  c o n t r i b u t i o n  h a s  n o t  b e e n  m o d i f i e d  f o r  a
year.

Your informat ion wi l l  be saved in the INFOCAP off l ine
d a t a b a s e  a n d  w i l l  n o t  b e  p u b l i c  u n t i l  i t  h a s  b e e n
r e v i e w e d  a n d  a u t h o r i z e d  b y  y o u r  N e t w o r k  P o i n t  o f
Contac t  (see  be low)  and  the  Lead  Sponsor.  In  o rder
to  exped i te  the  p rocess ing  o f  you r  i n fo rma t ion ,  you
are encouraged to noti fy your Network Point of Contact
( i f  app l i cab le )  when you are  submi t t ing  in fo rmat ion .

( * *P lease note  tha t  fo r  “Past ,  On-go ing and P lanned
P r o j e c t s ” ,   t h e  d a t a  e n t r y  p r o c e s s  h a s  4  s t e p s ,  a s
t h e  f o r m  r e q u e s t s  i n f o r m a t i o n  a b o u t  t h e  p r o j e c t ,
t he  dono r  coun t r y,  t h e  r e c i p i e n t  c o u n t r y,  and  t he
key  con tac t . )

I n  o r d e r  t o  e d i t  y o u r  i n f o r m a t i o n  c o n t r i b u t i o n s  t o
the INFOCAP website,  f i rst  select the relevant service
f r o m  t h e  b l u e  b o x e s  a t  t h e  t o p  o f  t h e  s c r e e n  ( i . e .
Na t i ona l  P ro f i l es ,  P r io r i t i es /Re la ted  Needs ,  Ac t i on
Plans;  Sources of  Potent ia l  Suppor t ;  Past ,  On-Going
and Planned Projects; Training/Guidance Documents).

O n c e  y o u  h a v e  s e l e c t e d  t h e  a p p r o p r i a t e  s e r v i c e ,
c l i c k  o n  “ +  E d i t  C o n t r i b u t i o n ”  o n  t h e  y e l l o w  m e n u
a t  t h e  l e f t  s i d e  o f  t h e  s c r e e n .   A  new  sc reen  w i l l
a p p e a r  p r o m p t i n g  y o u  t o  e n t e r   t h e  f i r s t  a n d  l a s t
n a m e  o f  t h e  “ k e y  c o n t a c t ”  f o r  t h e  e n t r y  i n  o r d e r  t o
c o n t i n u e .   P l e a s e  e n s u r e  t h a t  t h e  n a m e  e n t e r e d
m a t c h e s  p r e v i o u s  c o n t r i b u t i o n  i n f o r m a t i o n .   N o t e
t h a t  t h e  f i e l d s  i n  t h e  t e m p l a t e  a r e  c a s e  s e n s i t i v e
a n d  a l l  s p e c i a l  c h a r a c t e r s  ( e . g .  a c c e n t s )  m u s t  b e
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Ed i t ing  in fo rmat ion  on  INFOCAP

Viewing  in fo rmat ion  on  INFOCAP

1 P l e a s e  n o t e  t h a t  i f  y o u  a r e  s e a r c h i n g  f o r  a  r e g i o n a l  g r o u p i n g
o f  c o u n t r i e s  o r  f o r  a n  i n t e r g o v e r n m e n t a l  o r g a n i z a t i o n ,  y o u  m u s t
sea rch  by  t he  coun t r y  i n  wh i ch  t he  o rgan i za t i on  has  i t s  o f f i ce .



Y o u r  s u g g e s t i o n s  r e g a r d i n g  t h i s  d o c u m e n t  a r e
welcome.  Please send comments to: infocap@who.int

K e y  C o n t a c t s

Ne twork  Po in ts  o f  Contac t

Contac t  Us

H e l p

L e a d  S p o n s o r s

Re la ted  l i nks

For  those  w i thout  in te rne t  access ,  p lease  contac t
the INFOCAP Central Coordinating Node for assistance:
I F C S  S e c r e t a r i a t
I n t e r g o v e r n m e n t a l  F o r u m  o n  C h e m i c a l  S a f e t y
c / o  W o r l d  H e a l t h  O r g a n i z a t i o n
C H - 1 2 1 1  G e n e v a  2 7 ,  S w i t z e r l a n d
P h o n e :  + 4 1  2 2  7 9 1  3 6 5 0  /  3 8 7 3
F a x :  + 4 1  2 2  7 9 1  4 8 7 5
E m a i l :  i n f o c a p @ w h o . i n t

S u m m a r y  L i s t i n g s :  S e a r c h i n g  f o r  a  g e n e r a l  l i s t i n g
of  in format ion  conta ined wi th in  an INFOCAP serv ice
a r e a

S e l e c t  t h e  s e r v i c e  t h a t  i n t e r e s t s  y o u  b y  c l i c k i n g
o n  t h e  b l u e  b o x e s  a t  t h e  t o p  o f  t h e  s c r e e n  ( i . e .
Na t i ona l  P ro f i l es ,  P r io r i t i es /Re la ted  Needs ,  Ac t i on
Plans;  Sources of  Potent ia l  Suppor t ;  Past ,  On-Going
and Planned Projects; Training/Guidance Documents).
O n c e  y o u  h a v e  s e l e c t e d  t h e  a p p r o p r i a t e  s e r v i c e ,
c l i c k  on  “Summary  L i s t i ng  o f  Con t r i bu t i ons ”  on  t he
ye l low menu a t  the  le f t  s ide  o f  the  screen.   A genera l
l i s t i n g  o f  a l l  i n f o r m a t i o n  e n t e r e d  i n  t h e  s e r v i c e ,
o r g a n i z e d  b y  ( n o t  a l l  o f  t h e s e  g r o u p i n g s  a r e  u s e d
on a l l  se rv ices)  donor  count ry /o rgan iza t ion ,  p ro jec t
t i t le, start date, end date, and partner/recipient country
w i l l  appear.   C l i ck  on  the  re levan t  l i s t i ng  to  re t r i eve
m o r e  d e t a i l e d  i n f o r m a t i o n .

In  the  sma l l  menu a t  the  very  top  o f  the  page ,  se lec t
“ k e y  c o n t a c t s ”  f o r  a  l i s t i n g  o f  a l l  c o n t a c t s  ( b o t h
K e y  C o n t a c t s  a n d  N e t w o r k  P o i n t s  o f  C o n t a c t )  i n
t h e  I N F O C A P  d a t a b a s e .   T h i s  l i s t i n g  i s  s e p a r a t e d
into two tables.  The top table displays al l  Key Contacts
a n d  N e t w o r k  P o i n t s  o f  C o n t a c t  i n  I N F O C A P.   T h e
lowe r  t ab l e  l i s t s  on l y  t he  o f f i c i a l  Ne two rk  Po in t s  o f
C o n t a c t .

Network Points of Contact are responsible for coordinating
and  fac i l i t a t i ng  the  p rov i s i on  o f  i n fo rma t ion  to ,  and
input from, a wide range of const i tuencies.  Countr ies,
in tergovernmenta l  organizat ions,  non-governmenta l
o r g a n i z a t i o n s ,  b i l a t e r a l  a n d  m u l t i l a t e r a l  a g e n c i e s
are  inv i ted  to  des igna te  an  INFOCAP Network  Po in t
o f  Con tac t .

F o r  v i e w i n g  a  g e n e r a l  l i s t i n g  o f  N e t w o r k  P o i n t s  o f
Contac t ,  se lec t  “Key  Contac ts ”  f rom the  smal l  menu
a t  t h e  v e r y  t o p  o f  t h e  p a g e .   T h e  N e t w o r k  P o i n t s  o f
C o n t a c t  a r e  d i s p l a y e d  i n  t h e  l o w e r  t a b l e .   O r,  f r o m
the Network Points of  Contact page, select the search
o p t i o n  f r o m  t h e  y e l l o w  m e n u  o n  t h e  l e f t  s i d e  o f  t h e
s c r e e n .   T h i s  s e a r c h  f u n c t i o n  w i l l  e n a b l e  y o u  t o
search  fo r  a l l  Ne twork  Po in ts  o f  Contac t  o r  to  se lec t
a  s p e c i f i c  c o u n t r y  a n d  s e a r c h  f o r  N e t w o r k  P o i n t s
o f  Con tac t  w i t h i n  t ha t  coun t r y.

L e a d  S p o n s o r s  m a i n t a i n  a n d  o p e r a t e  e a c h  o f  t h e
INFOCAP services.   The Lead Sponsors for  INFOCAP
are :  I FCS ,  UN ITAR,  and  t he  Eu ropean  Chemica l s
B u r e a u / E u r o p e a n  C o m m i s s i o n .   T h e  O E C D  i s  a
co l l abo ra t i ng  pa r tne r ,  f o r  t he  se rv i ces  on  pas t ,  on -
g o i n g  a n d  p l a n n e d  p r o j e c t s  a n d  p o t e n t i a l  s o u r c e s
o f  suppor t .

T h i s  l i s t  p r o v i d e s  t h e  c u r r e n t l y  i d e n t i f i e d  U R L s  f o r
t h e  I n t e r n e t  H o m e  P a g e s  o f  o r g a n i s a t i o n s  w h o  a r e
o f  i n te res t  fo r  INFOCAP.  The  l i s t  cu r ren t l y  i nc ludes
o n l y  I G O s  a n d  N G O s .  i n  a d d i t i o n ,  m a n y  n a t i o n a l
government departments and agencies have re levant
In te rne t  Home Pages  tha t  may  be  accessed th rough
con t r i bu t i ons  t o  t he  i nd i v i dua l  se r v i ces .

In  the  ye l l ow  menu  on  the  l e f t  s i de  o f  t he  web  page ,
p l e a s e  f i n d  a  “ H e l p ”  o p t i o n  w h i c h  p r o v i d e s  f u r t h e r
i n f o r m a t i o n  r e g a r d i n g  h o w  t o  u s e  I N F O C A P.

Please contact  the Centra l  Coordinat ing Node,  which
i s  c u r r e n t l y  t h e  I F C S ,  o r  t h e  L e a d  S p o n s o r s  i f  y o u
requi re  fur ther  gu idance in  us ing INFOCAP.   Contact
i n f o rma t i on  i s  p rov i ded  on  t he  INFOCAP webs i t e .
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