SUBMISSION TOOL - USER GUIDE

YHE UNITED NATIONS VOLVO ADVENTURE - YOUNG PEOPLE BRINGING THE ENVIRONMENT TO LIFE

ENVIRONMENT PROGRAMME

This User Guide describes how to access and use the online submission tool to submit a
project. Read the instructions carefully and you should have no problems submitting your
project.

Login, registration and accessing the submission tool

la. From the Start Page http://www.volvoadventure.org/home.aspx click Login if you already have a
registration (one registration per project). Now see step 4.

1b. Click Register if you are not yet registered or if you want to create a registration for a second project.
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2. When registering for the Environment project competition, your team members need to be over 13, if they are
not, can register for Bob the Bunny’s Cartoon competition via the link shown.

3. Fill in all of the required details, and Be sure that you enter a working email address so that we can contact
you if required. Click Submit when finished.


http://www.volvoadventure.org/home.aspx
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4. To login, simply enter the Login name and Password that you filled in the registration form and click
Submit.

Logon form

_M Login by antering your user name and password bilow and then clicking Submit

Lavgjlin name: /'i\ Madmum 20 tharades,
i ()

Passwaril: Mpdmum 20 characiemn

5a. Now that you've logged on you can see your login name and project status at the top right of the screen.
5b To start submitting your project, simply click on Work with your project. The next sections describe the
steps for submitting a project.
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Step — 1 Enter your project team details

1a, Team Type: Choose

| EBat = et e vt SChool if your team is made up
) ores E e of students working through
Acsepled suppart uploat e roes av: 405, o, 3ok i, b4 or.ops e, Masimer numbes offles 2 your school.
First of all, fill in all of the felds with the requested information. You cannal exceed the number of characters Choose G roup If you are
ndicated next to each field. WOI’kIng as part Of a yOU'[h
Team type: Groug sl @ Mandatery group'
Teacherleader name: [Jatn Mayal —‘.\w_j ""j'f:"“:'r;'::mmm
5 —— (1c) —— 1b. Teacher/leader name:
choal'group name: |v: wvo [T Tester gzt _
Project topic: Bindwersity = Man datory Only one adUIt SUperV|Sor Ca_'n
Project name: |‘U'l;f‘fu Adventure praject submission lests _@> ::.T:::::-nﬁx.m..m be the team Ieader' enter the"
Member names and ages: 4 wistibi 1f name here'
Fill in th I'HM-GUII tha team wite T P 2 l 5 I
mu i S Smosmnni | Ao [13 2l 1¢. School/group name: If
i Name Sumanme Ao your Team type is School,
John Whayall 6 @ Delete ter r school’s name. or
Jeanette Lundin 15 Delei ente yOU School’s name, 0
enter the name of your Group.
Show team in Gallery: r—(z_a
Paostal address 1: |Blegardsgatan 320 Igh 24 ey e’ :‘J’::::T:l““m 1d Project toplc Choose a
Postal address 2: |Maindal @ topic that suits your project -
PostZip code: 43150 msennsnin VVaste, Energy, Biodiversity,
Eamail addiess: fioh mapaliEpvan €0 m— mamnmwme WVAter or Transport.
Telephone number: 031 87176231 —— @
Fax number: - 1e PI’OJECt name: Enter a
Country: [Gweden - Mandatary Title that suits your project.

1f. To add a team member,

R enter their Name, Surname
1 2¢)

P— =l e,_l and Age. Then click the Add
File to uploail: [ Browse member Ilnk
File name File description
lash Conlai - Prodction G Test Tl 1g. To delete a member, click
the Delete link next to their
name.

2a. Show team in Gallery: Click the box to activate this option. When activated, the names of your team
members will be shown in the project gallery after your project has been published.

2b. Postal address 1, Postal address 2, Post/Zip code: Enter all of your postal address information in these
fields. We will use these to contact you and send your Diploma for entering the project.

2c. Email address, Telephone, Fax number, Country: Enter a Telephone number, Fax number and E-mail
address where we can contact you; this does not have to be the same email address as the one used when
registering. The Country should be the same as the one used to register.

2d. Save: Always click Save after making any changes to information on this page.

2e. To add an attachment, click the Browse to locate the file on your computer. Next, enter a File description

and simply click Add new attachment. You can add a maximum of two attachments. Each attachment can not
be bigger than 2mb and must be of file types: .doc, .pdf, .ppt, .xIs, .txt, or .pps.

4& Remember: All texts should be written in English.

Click Next Step to go to step 2
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Step — 2 Enter your project subject

Step 2 - Enter your praject subject

“ Tio modety bet, webeck # and fhen urs the required formaging tosl. Madmem number of words is: 900
Masimum numb-er of photos is 2
? HOTES: depoepted photo domats inclwde: jpg, .bmp, .gif or .png @
Mpsimum phats fla stz i SO0KS ea0h
n this araa, please tell us what your project is about, and what environmantal prablam you are frying to salve
Why did you choose this project? How lang have you been working on it?

: [Faragroph =] [Fore =] [5ee =] [Color _-Hlﬁi B 7 U x x 7 H
I EBREE - EE e o=l g o3l

test test pest @

Photos:

3 MY 1910

Photo description: | _\\H

Photo ta upload: | Browse...

as Desin | [ HTML | :
(3d)

Phata Phate name Plote desciiption

' prazentaton_2 1006100 jpg prseration pholo

3a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your
text to tell us about your project.

3b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts,
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if
required.

3c. Save: Always click Save after making any changes to the information on this page.

3d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer.

Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif.

A Remember: All texts should be written in English.

Click Next Step to go to step 3
Click Previous Step to go to step 1
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Step — 3 Enter your project objectives

Step 3 - Enter your project objectives

T modity best, mebeck it and Bhen use the reguined formatting tael. Madmem number of veonds is: 200
T hares Macimum number of photos |59
= L plad photo fermats include: jpg, .bmg, .git &1 .png

Madmum phobs file size B SO0EE &k

I

In thiz area, pleass tell us what is your desired situation - the projact result thst soles the prablam? What
impact i is hawing or can have on your local area? The Teacher resources’ and ™Youth leader resources’ areas

hu_ll:‘j_ documents and acimbies 1o halp you salh ths :
i |Paragraph =] |Fort =] |size =] | oo ""‘IE B J U | x :,@E
I EBREE - EE e o=l g o3l

test test pest @

Phuotos: FAEE TN 1910

Photo description: | _\\H

Photo ta upload: | Browse...

& Desin | (] HTmL | :
)

Phata Phate name Plote desciiption

' prazentaton_2 1006100 jpg prseration pholo

4a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your
text to tell us about your project.

4b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts,
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if
required.

4c. Save: Always click Save after making any changes to the information on this page.
4d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer.

Next enter a Photo description and simply click Add new photo. You can add up to six photographs. These can
be up to 500kb in size and of file types .jpg, .omp, .png or .gif.

A Remember: All texts should be written in English.

Click Next Step to go to step 4
Click Previous Step to go to step 2
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Step — 4 Enter your project research

Step 4 - Enter your project research

Te madity bexd, select @ and then e the reguined foimalling beol, Misimum nembar o weidd i 300
7 . Mlasimums humBei of pholag e 2
= NOTES: Accepbed phate fomate indede: jpg. bep gif 21 png

Wasimurs phate file size is S00KE sach

The judges ara looking for activities that show the need for your project. Please tell us how you did research,
the reed for your project? Describe the reseanch you did conceming the backgrownd Lo your progect. What was
the situation before you started? What support came from local authonties, local companies ar non-
govermnmental organisations and policy-makera?

i JParagrapn =] |Fork =] | See =] | Soor PB4 U e x X o E

IEEEE Ci=iEE 8 -—az,.,ﬂ::,qn-_;g

Photos:

Photo description: | _\\H

Photo 1o upload: | Browse...
Phiata Pliato naime Phote descilption
'l prasentateon_2 100100 jpg preseration photo

5a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your
text to tell us about your project.

5b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts,
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if
required.

5c. Save: Always click Save after making any changes to information on this page.

5d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer.

Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif.

A Remember: All texts should be written in English.

Click Next Step to go to step 5
Click Previous Step to go to step 3
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Step — 5 Enter your project action plan

Step 5 - Enter your project action plan

Ta modity best, select it and then uss the requined feam atbing tosl. Maximus number of vesrds is: 300
BAxadmum mumber of phedos i 2.

T momes Sl phode feamats include: [pg. bmp. gif a1 png @
Masimum photo e stze ks S00KB each

The action plan should be & list of practical actons that the group has taken and will be taking, to help reach
the desired objectives. They could be physical things such as tree planting or they could be communications-
baged actions, for examale launching a campagn using press and posters or wiiting a palicy for emironmgntal
improvernents and presenting it to their local authoriies. If the team has some recommendations for
authosities or cormpanies these should be included. The judges will be looking for evidence of actions taken
and hair irmpacts

 [Porogopn ] [For S [sme o SIBE M 7 U kel % x 2 [
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! Hw

as Desin | [ HTML |

Photos:

Photo description: | _\\H

Photo ta upload: | Browse...

Phata Phate name Plote desciiption

' prazentaton_2 1006100 jpg prseration pholo

6a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your
text to tell us about your project.

6b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts,
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if
required.

6¢. Save: Always click the Save link after making any changes to information on this page.

6d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer.

Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif.

A Remember: All texts should be written in English.

Click the Next Step link to go to step 6
Click the Previous Step link to go to step 4
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Step 6 - Enter your project results

To modify b, selest it and thes use the requised formatting tool. Maimum number of mords i 300
7 P Bx<dmum nember of phofes k2.
= " ' Aotapied pheto foemals inelude: jpg, Bmp, @it or png.

Maimum phito fiks size & SO0KE aaeh.

Thiz chauld descnbsa the vision and targets for environmental improvement. For exarnple, by how much does
your group think water or @nengy use m their schoal could be reduced? How arg you MEasuring your sUCCess?
‘What impact has staring & projact had on youwr community? Who s imeokeed and supporfing you? If the projpect
has baen running for a number of years, how have you measured your impact?

| w

i [Paragraph =] [Fore =] |ze =] [ ot ;jE B J U s % x,@ﬂ
T EET T tiETry ey
()

as Desin | [ HTML |

Photos:

Photo description: | _\\H

Photo ta upload: | Browse...

Phata Phate name Plote desciiption

' prazentaton_2 1006100 jpg prseration pholo

7a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your
text to tell us about your project.

7b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts,
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if
required.

7c. Save: Always click the Save link after making any changes to information on this page.

7d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer.

Next enter a Photo description and simply click Add new photo. You can add up to two photographs. These
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif.

A Remember: All texts should be written in English.

Click the Next Step link to go to step 7
Click the Previous Step link to go to step 5
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Step — 7 Enter your project summary

Step 7 - Enter your project summary
To modify tesd, selact it and then use the mquized formatting fool. Masmum number of mords = 100
? aTES Mxsimum nember of phofes is- 20
H M Aoeepied phedo fosmats include: jpg. bmp, @i or _png.
Fellaeimum pleito filke sixe & SO0KB alch.

This section should briefly describe the background, your project goals, the aciwities camed ouf and tha
resulis of your activlies

it

i [Paragraph =] [Fore =] |ze =] [ ot ;jE B J U s % I,@E
IEREE = RE R =g aBo o3l
(&)

i Desgn | [ HTML |

Photos:

Photo description: | -\\-J;l

Photo ta upload: | Browse...

Phata Phate name Plote desciiption

' prazentaton_2 1006100 jpg prseration pholo Delate

8a. Notes: This section indicates how many words you can enter, the number of images (photographs, pictures of
graphs etc) that can be uploaded and the size and type of files. The section below describes what we expect your
text to tell us about your project.

8b. Text Input area: Type in your text here. The tools allow you to change text formatting, e.g. bold texts,
numbering, bullets, font, italics and alignment. Do not paste images here. Add hyperlinks to external websites if
required.

8c. Save: Always click the Save link after making any changes to information on this page.

8d. To add a photograph (including images of graphs etc), click Browse to locate the file on your computer.

Next enter a Photo description and simply click Add new photo. You can add up to twenty photographs. These
can be up to 500kb in size and of file types .jpg, .bmp, .png or .gif.

A Remember: All texts should be written in English.

Click the Next Step link to go to step 8
Click the Previous Step link to go to step 6
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Step — 8 Submit your project

Simply click Submit project when you are sure you have finished filling in your project topics and adding your
files to upload.

Step 8 - Submit your project
“ ‘f'i\.llmp artant Motes:

To enter the 2008 Wohva Advemture Awards you must submit your completed project by ™ Febiuary
M08, Oiily submit your pioject whein you aie suie it is ready!

Once your project has been submitted it will be checked before heing placed in the project gallery.
Once in the gallery, projects cannet be changed. Finalists will be announced by newslener and on

the homepage in due course, generally one month after the competition deadline.

¥ a ; ‘Yoo Adwanture is officially endorsad by LINEP
') i
Wl 1#
o e Thie s it Amagin o pour by Fre Volus Cav Corporalion sed Vol Snan
1T | P Copyight @ J007, Vodve Groua

We will then look over your project before publishing it to the Project Gallery. Since many submissions come in,
that may take a day or two depending on how close to the deadline you submit your project.

END
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