TWA/45/17
m ORIGINAL: English

DATE: June 2, 2016
INTERNATIONAL UNION FOR THE PROTECTION OF NEW VARIETIES OF PLANTS

Geneva

TECHNICAL WORKING PARTY FOR AGRICULTURAL CROPS

Forty-Fifth Session
Mexico City, Mexico, July 11 to 15, 2016

GUIDANCE FOR DRAFTERS OF TEST GUIDELINES
Document prepared by the Office of the Union

Disclaimer: this document does not represent UPOV policies or guidance

1. The Annex to this document contains a copy of a presentation on the tutorials for the following
different user roles of the web-based Test Guidelines template to be made by the Office of the Union at the
Technical Working Party (TWP) sessions in 2016:

e Leading Expert drafting tutorial
¢ Interested Expert comments tutorial
e Leading Expert checking tutorial

2. The tutorials contained in the Annex will be updated according to the comments and questions
received during the drafting of Test Guidelines for the TWPs at their sessions in 2016 and the presentations
at the TWPs in 2016.

3. The tutorials are available under the following link:
http://upov.int/export/sites/upov/tgp/en/tg_template tutorial complete.pdf, as well as in the web-based

TG Template under the link “Tutorials™:

IJ P “ v International Union for
the Protection of New Varieties of Plants
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[Annex follows]
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ANNEX

TG Template

First Step Tutorials

1. Preparation of LE Draft

2. |[E Comments
3. LE Checking

TG Template

First Step Tutorial
1. Preparation of LE Draft

Login
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Dashboard

Dashboard-Interested Experts (IE)

Full Hame Office Code Farticipation Status
Tanvir Hossain - Australia, AU Active

Amerio

e Augentng, AR Active

Elzadeth

Prentice- Canada, CA Active:

Hudsce

Radmda

Satarkova Crech Republic, CZ ALtive bl

Dashboard-Current Status

Check Period
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Dashboard-All deadlines

Status Start Date

LEDrant  [29Fe 2016 |

= 3

S 7 =¥ T3

e

Checking 0 A 2016
Close

Status End Date
D
[T

[Tz |

Dashboard-All deadlines

» Deadlines are set according to document TGP/7
and as set out in the TWP reports

* In the web-based TG Template the statuses change
automatically on the relevant dates and TGs can’t be

edited afterwards

2253 Requirements for draft Test Guldelines to be considered by the Technical Working Parties

Unless otherwise agreed at the TWP session, or

by the TWP Chairp , the ti for the

consideration of draft Test Guidelines by the Technical Working Parties is as follows:

Action Latest date
before the TWP session
Circulation of Subgroup draft by Leading Expert: 14 weeks
Comments to be received from Subgroup: 10 weeks
Sending of draft to the Office by the Leading Expert: 6 weeks
Posting of draft on the website by the Office: 4 weeks

Dashboard-Edit

Access TG for
drafting
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Dashboard- First access to TG
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Acknowledge that you have obtained permission for use of
text, photographs, illustrations or other material that could be
subject to third party rights.

Edit TG- Action Buttons

I N e S ) -
Az s angsamem -l .7 pu

Use Rich Text Editor like Word .
Preview relevant

/ chapter in HTML format

e e

7

N . Save data entered on screen
Save data entered on screen  Empty all fields in the screen

and move to next tab

Edit TG-Continue Sentence/ Add
Paragraph

1. Sutject of tese Test Guiceiines

W Continue standard wording sentence
Ant Puapan B

P

Add an additional paragraph (a separate Consult
paragraph number will be assigned) Guidance Notes
in TGP/7
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Edit TG- Add/Remove Paragraph

1. Sutject of theae Test Guldelines

Remove previously added paragraph
GE@ . - smo= 0% Beas B I 08w L
FE s m o maam| e e o}

Use Rich Text Editor like Word

Select existing option or add
new option

Edit TG-SW and ASW

o vwayen \
i Select appropriate options:

) o \ the corresponding ASW will

be displayed on screen and

\included in the TG.

Note: SW is not displayed on screens but is included in HTML Preview and exported
Word document.
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Edit TG- Search characteristics

Search for characteristic name or state
of expression of adopted TGs

-8 O - Access

i relevant TG
If appropriate,
select

a characteristic

Click on Import characteristics

Edit TG- Imported characteristics

Name, state of expression
A e, and notes are imported

. b
Frwors |
v 5
e s
b

Exier Charasmutcs.

Edit TG: Add characteristics from
scratch

Before creating characteristics, create master list

of example varieties
A Ty
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Edit TG- Example Varieties

Add example varieties

one by one

Create Example Varieties Master List %

Example Variety | Action

Alaric Edit / Ramove
Chandor Edit / Remove
Ok

Edit /Remove example variety :
reflects changes throughout
characteristics using this
example variety

Edit TG: Add characteristics from
scratch

Type name and format, if
appropriate Type state of expression and
select notes

Loter Chmm st

Add more state(s) of expression Click to select example
variety(ies) from
master list

Uncheck to remove state of expression

Edit TG: Add characteristics from
scratch

Tick if characteristic has an asterisk (*)  Tick if characteristic is a grouping characteristic

Click to add characteristic to TQ 5

AT oty

e
™
1

mam |G

[Eres— Select type of expression and method(s) of
observation (mandatory)

Enter completed
characteristic to list of
characteristics

Select type of plot and add growth stages, if appropriate
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Edit TG: List of characteristics

........... Access list of grouping chars. or

View all characteristics explanations covering sm
e

61 mmew T T 4w m W pqiredn .
s - explanations

. - -
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P € e s

\Order explanations covering several
characteristics alphabetically

Edit TG: List of characteristics

View/Edit grouping characteristics
e |

= Add grouping text
T (e.g. color groups), if

appropriate
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Edit TG: Add/Edit explanations
covering individual characteristics
e Use Internet Explorer

* Generally, with Rich Text Editor you can
format like a Word document

e E

Tt | e N EEEO R B
B I WS =%\ L ;i :n-\‘..:. M roma -l
\ \ " nsert table text alignment
add numbering b
upload image
format text
1 text

paste copled 1

Edit TG: Add/Edit explanations
covering individual characteristics

* In order to create your explanations, you can

copy and paste text and illustrations from a
Word document

* lllustrations can also be uploaded as follows:

B @ - |- ~

B s 0 X Bowes B I WS x x I

<k here to upload image

Edit TG: Add/Edit explanations
covering individual characteristics

« If an explanation consists of text and
illustrations, copy and paste the text and
illustration(s) separately.

e lllustrations in tables from existing tables

— copy and paste row with images from Word into
the Rich Text Editor

— add a row below (right mouse click in the table,
select rows, then insert row below)
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Edit TG: Add/Edit explanations
covering individual characteristics

16 Airen Intertace TG Admen Ineertace - Intevnet =
S e

ABABEE % = maoms [l ee BIWS:

Edit TG: Add/Edit explanations
covering individual characteristics

* Link illustrations to states of expression
— Put your cursor in the blank cell below each
illustration and select the relevant state of
expression by clicking on “Add state of expression”

Edit TG: Add/Edit explanations
covering individual characteristics
e [llustrations with tables created in Rich Text

Editor

16 Ackmar Iotrrtace 16 Ackms Snberace - Bnberret Laphores | 500 000
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Edit TG: Add/Edit explanations
covering several characteristics

Repeat steps 1 to 3 for as many labels as necessary for a characteristic

2. Add explanation to Rich Text
Editor

3. Click to add
label to
characteristic

T View summary for labels added for characteristic

Edit TG-Tab Chapter 8

* If your TG contains a Chapter 8.3 (e.g. growth
stages, example variety synonyms,
information on grouping types, etc.)

e ey e O e r e e

8. Additional Information

Chapiers 81 and Covaing sl and severalcharactanasis wil be popek crieg 1o ata sntered i e tah “Charactunngics”
Fatae e b e o8, 4§, Criarh iges, ekl viviety Syutym, TGOS ¢ rOmping .
B @ F = amEOEREQ X B BRI USSR LElzz 4 Esam

Edit TG- Literature

e Enter literature references in the Rich Text

Editor
[t [ st |ttt | ot [ v | s | ot [[QEBY reomessirmr | s | e | 5 |

§. Literature
1
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Edit TG- Technical Questions

= R s = e i EEEEEE

10. Technical Questionnaire Wiew sxample

1. Subject of the Technical Qusstisnnsirs

Default according to coverage of TG and
GENIE database

\ Add other information reugired in TQ

(e.g. Species)
Add more sets for botanical and common name and

other information

Edit TG- Technical Questions

Adapt standard breeding scheme in Rich Text Editor, if necessary

4, bty the Bewading sihbme snd prepapation of the variery

"N S |= M EREQ X Eeee BT USSR L= # M ESAN

Edit TG- Technical Questions

Select appropriate options with regard to method of observation

4.2 Methad of propagati
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Edit TG- Technical Questions

Select Yes if the TQ requires the production scheme for hybrid varieties

Batormation ea sethod of propagation of hybeid vasieties

Cucton scheme 1o e My shouid be provided on a separae sheet. THS Shous provioe detads of 38
opagateg e e €.

Adapt standard production scheme for hybrid varieties
in Rich Text Editor, if necessary

Edit TG- Technical Questions

Displays characteristics for which “Add to TQ 5” was checked in the

Characteristics tab Edit/delete data
copied from
5. 70 Characteristics characteristic

| Select | Saten of Expression | Exsmple Varistien

Part: prsvce
eage

Add states of expression,
example varieties and

notes (e.g. to complete
condensed scale with 5
complete scale)

o ] | ad

Edit TG- Technical Questions

Complete TQ 6 to TQ 9

B Simitas vasietios and diterences frem these varieties

7. Additiensl Inbsrmation which may btlg in the axamination of Ehe varety

Add Paragrigh

5. bntnrmation

Add Paragraph

s Feset Preves  Mest
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Edit TG- Annex

* If your TG contains an Annex, please enter the
information in the Rich Text Editor
[ [ s | e | e | e [ s | oot | e | e e (Y e | o |

Annex

@@ ¥ |- I OES0 X fos BJ UL 22 « Y g2 AN

Review TG

Click on the Review tab in order to export the
Word document of a TG

Word Export

* For a clean view of the exported Word
document, deactivate the show/hide button:
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Submit
e After having finalized your draft, click on Submit:

Clicking on “Submil” means thal your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make changes.

Stme

¢ |f you do not submit the draft TG, they will be
submitted automatically on the deadline date
according to the TWP, and you will not be able to
edit the draft Test Guidelines after this date.

TG Template

First Step Tutorial
2. IE Comments

Login

Login
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Dashboard-Current Status

TG Dashboard

Lang K ) | S

Check Period

Dashboard-All deadlines

internatenat Union for
the Protection of New Vaneties of Plants

Deadlines

Status Start Date Status End Date

LEDrart  [Bmarems | [zrmaz0e |
3 . I

Comments  [22M¥.20%6 | [15apr 2016 |
lEE.m., [16Ape 2006 | [ ay. 2018

Dashboard-All deadlines

¢ Deadlines are set according to document TGP/7 and
as set out in the TWP reports

¢ In the web-based TG Template the statuses change
automatically on the relevant dates and TGs can’t be
edited afterwards

2253 Requirements for draft Test Guidelines to be considered by the Technical Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairperson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Parties is as follows:

Action Latest date
before the TWP session
Circulation of Subgroup draft by Leading Expert: 14 weeks
Comments to be received from Subgroup: 10 weeks
Sending of draft to the Office by the Leading Expert: & weeks
Posting of draft on the website by the Office: 4 weeks
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Dashboard-View all IE Comments

Laimng K ) | B

Access list of all comments made by all IEs

List of IE comments

Select preferred order of ~ View compiled list of all Export list of IE comments
|IE comments comments made by all IEs according to order of
comments selected

Dashboard-Edit

Access for making IE comments
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Adding IE Comments
| | L [ [ T [ T

lk— Throughout all screens, see
the data entered by the LE
(not editable for IEs)

1. Subject of these Test Guldelimes

@& E AT C R ™ Below each section,
FILUZ = a0 kRN e | e 7 throughout all screens, make

your comments in the Rich
Text Editor fields

Add IE comments-Rich Text Editors

e Use Internet Explorer
e Generally, with Rich Text Editor you can
format like a Word document

e & HE 0¥ Bsa«

BIHE -zul --_.:.?
nsert a:ne text alignment
pload image
rrrall
pled

paste ¢

Add IE comments-Rich Text Editors

¢ |n the Rich Text Editors, IEs can now also

provide illustrations
— In order to add illustrations, you can copy and
paste text and illustrations from a Word document

— Illustrations can also be uploaded as follows:

W m @ v |- mEEE N X |6
= M k& N M| S f,,,,. -2

click here to upload Image

= B I U & u x* L
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Adding IE Comments-Characteristics tab

View and make comments on individual characteristics

View and make comments on explanations covering several and
individual characteristics

7. Table of Characioristics
Lint of Charsctemnticy

RS F—

P (] bl by

e o I [
s | hactenns

o
CEaType
T

- L M 1 500 - . =
- ol
- s - g i - .
[ s 1
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Adding IE Comments-Characteristics tab

View and make comments on grouping characteristics

View and make comments on all explanations
covering several characteristics

7. Tablo of Charseronissics
Lint oA Charscterntics

o o @ @ o 3 “ e
gt

e e o - o o _—
g Sance

Review TG

D ——

Click on the Review tab in order to export the
Word document of a TG
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Word Export

* For a clean view of the exported Word
document, deactivate the show/hide button:

W

S I RS VT RSN S R 1O SR SRR T
b KN . 2 1 - 3 7 ShowHide § (el + [
i’

Deactivate the Show/Hide bution 0

Submit
» After having made your comments, click on

Submit:
E——— O

Ciicking on “Submit” means that your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make thanges

* |f you do not submit the draft TG, they will be
submitted automatically on the deadline date
according to the TWP, and you will not be able to
make comments on the draft Test Guidelines
after this date.

IE Comments—LE Reply

e LEs can now reply on IE comments during the LE
checking period, when the LEs finalizes his draft after
the IE comment period and before submission to the
Office

e The list of IE comments can be accessed by IEs also
after the IE comment period in order to check
whether replies on I[E comments were made by the
LE via the dashboard

TG Dashboard
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IE Comments—LE Reply

View LE replies in IE comment list on screen and in exported Word document

TG Template

First Step Tutorial
3. LE Checking

Login

Pa— | b orgmr v s wd s panrd
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Dashboard-Current Status

TG Dashboard

Lang K ) | S

Check Period

Dashboard-All deadlines

internatenat Union for
the Protection of New Vaneties of Plants

Deadlines

Status Start Date Status End Date

LEDrart  [Bmarems | [zrmaz0e |
3 . I

Comments  [22M¥.20%6 | [15apr 2016 |
lEE.m., [16Ape 2006 | [ ay. 2018

Dashboard-All deadlines

¢ Deadlines are set according to document TGP/7 and
as set out in the TWP reports

¢ In the web-based TG Template the statuses change
automatically on the relevant dates and TGs can’t be
edited afterwards

2253 Requirements for draft Test Guidelines to be considered by the Technical Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairperson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Parties is as follows:

Action Latest date
before the TWP session
Circulation of Subgroup draft by Leading Expert: 14 weeks
Comments to be received from Subgroup: 10 weeks
Sending of draft to the Office by the Leading Expert: & weeks
Posting of draft on the website by the Office: 4 weeks
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Dashboard-View all IE Comments

Access list of all comments made by all IEs

List of IE comments

Select preferred order of ~ View compiled list of all Export list of IE comments
|IE comments comments made by all IEs according to order of
\ comments selected

Trareated lapen B/Comments.

% et ey ot s

Vi - e Summend Prier Sumn /-, - ke, 2006 1224

|Es can now also upload illustrations

List of IE comments-LE reply

During the LE checking period, LEs can reply to IE comments

See the LE reply directly below the relevant comment

Tiest comment Lisiens Regured

usens umene sggees ey umon o a6 1734
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LE checking period-Edit TG

* During the LE checking period you can work
on your draft as during the LE drafting period

Access TG for editing

LE checking period-Edit TG

e For guidance on editing TGs, please consult
the LE drafting tutorial by clicking on the link
below:

LE drafting tutorial

Review TG

D ——

Click on the Review tab in order to export the
Word document of a TG
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Word Export

* For a clean view of the exported Word
document, deactivate the show/hide button:

Submit

* After having finalized the TG, click on Submit:
BEESESENESEERETTREmeE O

Ciicking on “Submit” means that your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make thanges

St

* |f you do not submit the draft TG, they will be
submitted automatically on the deadline date
according to the TWP report, and you will not be
able to work on the draft Test Guidelines after
this date.

[End of Annex and of document]



