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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

e 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™:

International Union for
the Protection of New Varieties of Plants

TG Dashboard

3 Interested Status All
O m S Fxpers (6) (Period) R ﬂ

[Annex follows]


http://upov.int/export/sites/upov/tgp/en/tg_template_tutorial_complete.pdf

TWV/50/17

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 Name Office Code Participation Status

Tanvir Hossain - Austraia, AU Artive

Alberto Z

Ballesterns Argenting, AR At

Elizabeth

Prentice. Canada, CA Active

Hudsan

Radmila 1
: w

aiior Crech Republic, CZ Active |

Dashboard-Current Status

TG Dashboard

Check Period
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Dashboard-All deadlines

Status Start Date | Status End Date
LEDran  [ZFen 2006 | [ e 201
e 2 Agr. 2016 [29 agr, 2018
Comments  2AE G| 28 A 2016 |
e & ~ | 7 o
Crecung 0 Ax 0 27y 2016
Close

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 Requi ts for draft Test Guidelines to be i by the Te Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairparson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Farties 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 Cffice: 4 weeks

Dashboard-Edit

Access TG for
drafting
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Dashboard- First access to TG

TG Dashboard

I e A of bext, hotographs, IETINON 07 other matenal thak are ubject
w 1y e 1o ef the thind

pa the 7 - al et Gt

e b

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

Read-only data coming from GENIE database

L N o Y e 1 Scninea Hase (Y1)

£ EiN k2 AE W= -l Fems 0] P L

Use Rich Text Editor like Word .
Preview relevant

/ chapter in HTML format
e \

Fres
— T~ o 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

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. Subject of these Test Guidelines

VUMD ——
bl Keaon
Remove previously added paragraph
A - - EEME 0 X Swe 87 U6 x» 7
Eir an k2 SB ww -l Rew .|}

Use Rich Text Editor like Word

Mot # b s sk st thariikes o adohone ke of axpss e e bt ekl agete g e
e o cabe Yo 8 e

T

Edit TG- Drop down menus

1. Sutject of theee Test Guidelnes
hese Fest Canoass spl 180 v of i rfpare L

Select existing option or add
new option

Edit TG-SW and ASW

e et e b g ey - -
s rupE \
e ot Select appropriate options:

77 "s——__ thecorresponding ASW will

be displayed on screen and

: ; \included in the TG.
g

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

Access

) relevant TG
If appropriate,

select
a characteristic

Click on Import characteristics

Edit TG- Imported characteristics

Name, state of expression
and notes are imported

P ——

Bl i T T——

Estor Cronconstes

Edit TG: Add characteristics from
scratch

Before creating characteristics, create master list

of example varieties
S —

L LTS N0 #

P

Crace Chanseieries
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Edit TG- Example Varieties

Add example varieties

one by one
Create Example Varieties Master List

Abaric

x

Edit / Remove

Chandos Edit / Rernave

e @

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

S—— 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

Ackertase Chanacterinticn

Eraes St Select type of expression and method(s) of
observation (mandatory)
Enter con?pl-eted . Select type of plot and add growth stages, if appropriate
characteristic to list of

characteristics
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Edit TG: List of characteristics

vk o Rttt Access list of grouping chars. or
View all characteristics 5""'““”@'@:\

o A i..................................- - y

*
i
i
L[]

¢ mmw T T e e = e addredit =
..... - explanations

. . ¥

” T e - =

ot e Lot

=
\Order explanations covering several
characteristics alphabetically

Edit TG: List of characteristics

View/Edit grouping characteristics
e e |

aaa CHICENACT EX il T

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

appropriate




TWV/50/17
Annex, page 9

Edit TG: Add/Edit explanations
covering individual characteristics

* Use Internet Explorer

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

@ @ @ - M E Q KBS

B I U&=\ L & & = l\ji Styles . )
insert 1able et alignment
\ add numbering —
ugload Imag
format text
paste copisd text

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

e lllustrations can also be uploaded as follows:

BB E -ll- | I & )X ||[Esewe || B T WS x | L
= E 9 (R & A M| Sues /- Fermas = | 9
click h

ore to upload image

Edit TG: Add/Edit explanations
covering individual characteristics

* |f 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

| X B BRE &[5 o-moms o B e e B1Us:

Edit TG: Add/Edit explanations
covering individual characteristics

e 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”

’

WE B Fll=amagms olf - BIUS AR
| - )

2. Click on “Add Sressan
\ U‘ / \"! e o
W7 ! - ~ 3 16 Adren e f—
i W - - :
WA N L
= = | Sy —

3 Select comasponding state ¢

Edit TG: Add/Edit explanations
covering individual characteristics

¢ |llustrations with tables created in Rich Text
Editor

......
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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

< —> 1.Select label

(R Flm i MEER0 X AE§sa R
-y 1

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

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

= (@) == | ecsommem | o | e | e [

Edit TG- Literature

¢ Enter literature references in the Rich Text

Editor

9. Literature
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Edit TG- Technical Questions

10. Technical Quastianmais Visw axamals

PN [T i i s it o s it ol Byl ssnty? o ® o

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. Infcemation aa the Srasding schame and propagation of the variery
A1 Braading Scborns

EE& T |m oM DS 0 K| B |B/1 US % L|EE Em kE AN

Edit TG- Technical Questions

Select appropriate options with regard to method of observation

4.2 Methved of propagatiog the variety

B Seedpespagated ansbes
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Edit TG- Technical Questions

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

e R e \

fomaie parem mae parent

1 ;

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 | States of Expeesion Frample Vatintins

st pararitens

) e T -
o i G
] -

e rowm s ates e
B ] -

Add states of expression,

example varieties and

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

complete scale)

Edit TG- Technical Questions

Complete TQ 6 to TQ 9

7. Additional Infermution which may halp in the sxasinstion of the variety

Sroukl @ e ERENERVE COT INage Of e vanety accompany e 107 Yes ' Ho
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Edit TG- Annex

* If your TG contains an Annex, please enter the
information in the Rich Text Editor

F-N- 5 |- P EEE0 R R BT e XL E s 4 n ks an
e e 7
a
Sawe Rrwt Prireenn Pt
.
Review TG

e

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:

n bome  Duert  Pagelaow  Referencer  Malings  Fevien  Vew  Dewloger  addhs  Acbat

{4 wal WKW M W ESEE

. B U kxx Ao%.A EEAN E B
J Format Pantes -

A N R KRR,

Deactivate the Show/Hide button
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Submit

» After having finalized your draft, click on Submit:

Ciicking on “Submit” means that your draft Test Guidelines wil be transferred to the UPOV Office
and you will no lenger be able to make changes.

Sutret

¢ If 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

B Foapares iy e A b
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Dashboard-Current Status

=

Check Period

Dashboard-All deadlines

International Union Tor
the Protecton of New Vaneties of

Deadlines

TG Status | Status Start Date | Status End Date

LE Draft (OMa 2006 | (21 Mar, 2016
1= 22 Mar, 2016 |15 Apr. 0%
LE m : I 076
Ehasking (16 Apr 2016 | |9 May, 2016

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 Requi ts for draft Test Guidelines to be i by the Te Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairparson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Farties 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 Cffice: 4 weeks
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Dashboard-View all IE Comments

Lesng Erpun) | A0S [ [Fp—

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

Bt el Uhrase
P o P Vs f Pt

Updain Date

Cres ety Fugpeit 1 pisnts 28 o, 2078 0840

Enrareen - Uity T bbb ookl o icale ke i Uity o ekl vamcties? 03 Jul 150725

Erarasienes 1 Pl aowih hatd vy b Sy 030 180821
peine ety on pevraes

G - 13 Fowe w0 Crvs Bamaty. Coonaber o tries. Thave i Scudy i secaraing 345 28 Jun, 215 0455

/e Bt il o P Srss Bhien e el e o b

4 g anata o thamge th chaya ek, o o B
= teda b e e

Dashboard-Edit

Lantupating |

Euasvan

Access for making IE comments
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Addlng IE Comments

1. Subject of these Test Guide k— Throughout all screens, see
the data entered by the LE
(not editable for IEs)

Below each section,
? throughout all screens, make
your comments in the Rich
Text Editor fields

a3 At [ S
B I UE xS 52 % v k& A B| 5

Add IE comments-Rich Text Editors

* Use Internet Explorer

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

@ @ @ B = 0 X d E
BIUSK.:(I = F!!I. i.“- - || Fomut - [l 9
s‘f’aal ignment
add numbering ——
pload image
format text

paste copied text

Add IE comments-Rich Text Editors

¢ |n the Rich Text Editors, |Es can now also
provide illustrations

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

— lllustrations can also be uploaded as follows:

W m @ T-ll- - = 03] B S B I U & x x I
=5 4E 77 (K & B || Sudes / Feemast = | 2
click here image
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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

- | "
| Vapemasioty | EEAmPE Vanetes

At et -

Adding IE Comments-Characteristics tab

View and make comments on grouping characteristics

View and make comments on all explanations
covering several characteristics

7. Tabie of Charscteriatics

o -

ot | XIS Vanstes

o Norpactue
Sl b a1 3 o S - (ot
o . . @ ow 9 -
g i
s [r——
e e Hintiond S w2 s [RSTR—
gt P

Review TG

| b ummm“ i

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:

i R KW M G E-ECF BR N T sapeedd ssinced AABBCCL AsBD
chang| B F T oo W A FF AWM = 58 tGpten  imphas  Thedngl Thesc

] - - 1 4 3 & s L Shaw/Hide 1 {Carl+0)

Deactivate the Show/Hide button

Submit

e After having made your comments, click on
Submit:
i [t | o | ik | i | i | cis

Clicking on “Submit® means that your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make changes.

¢ If 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

¢ The list of IE comments can be accessed by IEs also
after the IE comment period in order to check
whether replies on IE 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

....... L L T r——

logn  [Caed
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Dashboard-Current Status

Check Period

i
Dashboard-All deadlines
m International Union for
the Protectson of New Vanetes of
Deadlines
Status Start Date | Status End Date

LE Draft (OMa 2006 | (21 Mar, 2016
1= 22 Mar, 2016 |15 Apr. 0%
LE m : I 076
Ehasking (16 Apr 2016 | |9 May, 2016

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 Requi ts for draft Test Guidelines to be i by the Te Working Parties

Unless otherwise agreed at the TWP session, or thereafter by the TWP Chairparson, the timetable for the
consideration of draft Test Guidelines by the Technical Working Farties 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 Cffice: 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

Ere ] Lum sammees T4z commen: stoma TN 6 12T

LEREPLY
LE Regty Suryent

Test sormest Maens Requess

e - Mt Supeee e samon / e 4 12

|Es can now also upload illustrations

rp— Tt sommane lant Desgn Reph a1 42T

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

Inkerested Expart (&) Comments
® Dot oy Cusg s s by Howm

|Repy | Update Date

" Lisk St ot £ aamact Sutect
L jErLY
£ snpey sy
TPy
Materss lsterisl Busosed Peset Ntten Py 1M, 5016 1224

-_

Eimarmnatin - Tew Desiee Lus Saksees Tt st Teat Design [ M 20121
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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

—

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:

T —_— = -
B - R AN e OEGECFR R RN T jaenCeD AsBiCoD AABBCCL AcBb
J b B U - x B-%-A- FF AWM = b fhpien  impass  Theadngl fhesc

KRV SRR LK [ 5 | Show/Hide 1 (Cir 0

Deactivate the Show/Hide button

Submit

¢ After having finalized the TG, click on Submit:
e [ s | s | ot | smen | s | s | o | i st | e | e [

Clicking on “Submit® means that your draft Test Guidelines will be transferred to the UPOV Office
and you will no longer be able to make changes.

Sutret

* If 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]



