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1. Background and introduction

The Secretariat of the WHO Framework Convention on Tobacco Control (Convention Secretariat) has been
collecting data on the implementation of the WHO Framework Convention on Tobacco Control (WHO FCTC)
since 2006, and on the implementation of the Protocol to Eliminate lllicit Trade in Tobacco Products (Protocol)
since 2020. Such data has been collected through the same reporting platform for both treaties.

The Conference of the Parties (COP) to the WHO FCTC and the Meeting of the Parties (MOP) to the Protocol
accepted the review of the reporting system used until 2023, and the proposals to improve it. The Convention
Secretariat has developed a web-based reporting platform to collect data from the Parties to both treaties,
respectively (hereafter named FCTCData), as it contains the new revised reporting instruments.

This User Manual provides instructions for using the FCTCData online reporting platform to complete the WHO
FCTC and Protocol reporting instruments.

The FCTCData is intended to improve the existing reporting system established for data collection on the
progress in implementation of the treaties, as well as to provide additional features and functionalities to ease
and expedite the collection, analysis and publication of the collected data, maximizing the quality of such
information to inform decision-making.

Page | 3



2. Userroles

FCTCData users are registered and assigned specific roles by the Convention Secretariat, and through these
role assignments acquire the permissions needed to perform particular functions in the reporting platform.

The roles mentioned in this User Manual refer to the following types of users in the table below:

User roles Role permissions
Viewer Viewer role can only view data on the FCTCData and cannot edit, submit data or
write comments.
Note: The following guide does not apply to this role.
Data entry Data entry role is the person that is filling in the data in the FCTCData.
Party focal point Party focal point role is a Data entry person who has additional permissions. For
example, the Party focal point can also:

e submit the FCTCData reporting instrument(s) (WHO FCTC and/or Protocol)
once completed and thus officially report data to the Convention Secretariat.

e nominate Viewer(s), manage Data entry roles (nominate new, delete or add
them back into the users list) and/or nominate Party focal point(s) for his or|
her own Party [using the “New User Ticket” feature in the reporting platform].

e follow up on the activities undertaken in the reporting instrument(s) through
the “Audit” submenu.

There are no limits in users per Party, and the creation of new users can be requested by the Party focal
point(s) to the Convention Secretariat at any time during a given reporting cycle through the “New User Ticket”
feature in the reporting platform.

2.1 Accessing the reporting instrument(s)

FCTCData users will be assigned access to specific FCTCData reporting instrument(s), respectively (e.g. WHO
FCTC and/or Protocol). Uses will be able to use the provided link to the reporting platform and the accessible
reporting instruments will appear tied to collapsible componentss of the reporting platform which users can
access from the homepage (screenshot below). This will allow users to easily navigate and quickly identify the
relevant reporting instrument in which to work.
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3. Troubleshooting and technical support

3.1 Error messages

Error messages, as the ones described in the image below, typically represent constraints related to data
integrity required during the reporting process.

Red highlighted errors are blocking errors that need the user’s input to solve the problem.

Party focal point Uruguay v .

@© Edit WHO FCTC 2025 - AMRO - Uruguay Unsaved changes [ vatidate Topic | vaiaate an N

Guiding principles; Article 5: General obligations; also in reference to Article 4.7 and products on national market -> - -> 3,1.1.2: Text exceeds characters limit of 2000

Reporting Party Details Article 2: Relationship between this C ion and other and legal i

Guiding princi ; Article 5: General obligations; also in reference to Article 4.7 and products on national market

Y Y
Article 5.3: Protection of public health policies with respect to tobacco control from commercial and other vested interests of the tobacco industry Article 6: Price and tax measures to reduce the demand for tobacco

] ] ]
Article 8: Protection from exposure to tobacco smoke  Article 9: Regulation of the contents of tobacco products  Article 10: Regulation of tobacco product disclosures

] ]
ENDS/ENNDS: Regulation of the product contents and product disclosures Article 11: Packaging and labelling of tobacco products  Article 12: Education, communication, training and public awareness

N ] ~
Article 13: Tobacco advertising, promotion and sponsorship  Article 14: Demand reduction measures concerning tobacco dependence and cessation  Article 15: Illicit trade in tobacco products; Article 6.2b  Article 16: Sales to and by minors

Al Al Al
Article 17: Provision of support for economically viable alternative activities Article 18: Protection of the environment and the health of persons Article 19: Liability Article 20: Research, surveillance and exchange of information

] ]
Article 22: Cooperation in the scientific, technical, and legal fields and provision of related expertise Priorities, constraints, barriers, needs and final comments User Manual of the online reporting platform (FCTCData)

+ Progress in implementation

3.1.1.-

> 3.1.1.1. Has there been any signil change in the i

of Article 5 in your country since the submission of your previous report? 2
®@ves ONo * Clear

] No comments Openissues No  Ignore warnings [

3.1.1.2. Please briefly describe any significant changes to the implementation of Article 5 since the submission of your previous report: [

T R T TR e N R R TR,
‘magna.Lorem ipsum dolor sit amet, consectets mmodo ligula eget dolor. Aenean massa. Cum sociis natoque penatibus et magnis dis parturient
mor Oone i, sem. Nulla consequat mass ne< pede ust liquet nes, lpdiate eqet, st Thoncus ut imperdiet . venenatis vitae,justo.

Nullam dictur fels ey pede molls pretium. Integer tincidunt Cras dapiRus. Vivamus slementym semper nisi. Asnean Wiputate eleifend tellus- Asnean leg figula, partitar ey, consequat vitae, elelisnd ac. enim. Allguam lorem ante, dapiys in. Viverra quis, feugiat o

tellus. Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aenean imperdiet. Etiam ultricies nisi vel augue. Curabitur

ultricies nisi. Nam eget dui. Etiam rhoncus. Maecenas tempus, tellus eget rhoncus, sem guam semper libero, v

(=] No comments Openissues No Ignore warnings ()

Other error messages can be displayed by the browser or can be caused by an internet connection problem.

Unable to connect

Firefox can't establish a connection to the server at .ca.

® The site could be temporarily unavailable or too busy. Try again in a
few moments.

m If you are unable to load any pages, check your computer's network
connection.

m If your computer or network is protected by a firewall or proxy, make
sure that Firefox is permitted to access the Web.

3.2 Technical support

The FCTCData embeds various tools to provide support when needed. In addition to this User Manual, the
reporting platform also has some help features, and pop-ups with instructions available during the entire

journey on the reporting platform. Searching support within FCTCData is therefore the first recommended
action when technical support is needed.

Page | 6



If further technical support is needed, users are encouraged to take a screenshot and describe the steps
performed until the moment when the error occurred. Paste this information into the body of an email or a
document (.doc or .docx format), and send to copreporting@who.int, in the case of the WHO FCTC reporting
instrument, or mopreporting@who.int, in the case of the Protocol reporting instrument.

For a structured way of reporting incidents, it is encouraged to follow the pattern below when an error is
encountered.

e  Email subject (as appropriate): Request for technical support — Reporting instrument of the WHO
FCTC or Request for technical support — Reporting instrument of the Protocol
e  Email or document content:
e User name and/or role of the requester: that is, Dr XX YYY (Party focal point)
e  Environment: https://fctcdata.who.int/
e  Steps followed (an example is provided below):
o Iclicked on the Workflow menu
o  Then I accessed the Party section
o  The Party page has opened
o Ido not see the Assign Data Entries button
e  Attach a relevant picture of the encountered error
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4. Using the reporting platform

4.1 Online mode

4.1.1. Published reporting instrument

In order to be able to proceed with filling-in a reporting instrument in Online mode, the reporting instrument
needs to be first published for your Party. The respective status of the Party reporting instrument is then “In
Progress”.

The homepage for Data entry users has a light interface containing the current and historical reporting
instruments (whenever available). In the top right corner, is their user “My profile”, and the language selector
to translate the reporting platform in the preferred language.

[ F[CIT]C]

WHD FRAMEORK CONVENTEN
2 POBACED CONTRLL

Home

WHO FCTC A

v WHO FCTC
WHO FCTC 2025

Protocol a WHO FCTC 2025

eport

the WHO Framework er

Protocol 2025 Control (WHO FCTC

Unassigned v
Admin

Workflow . v Protocol

New User Tickets Protocol 2025

eport

of the Protocol to Eliminate lllicit Trade
Audit Product

User Downloads

Party focal point users have a slightly different left panel menu consisting of additional administration tools,
represented by the “Admin” section and the “Workflow” and “Audit” submenus.

e  The “Workflow” submenu contains a “Party” tab that provides information on the registered users
for the specific Party and reporting instrument.

e The “New User Tickets” submenu allos a Party focal point to propose adding new users to edit a
reporting instrument, including Party focal points, Data entry and Viewers. By click on “Edit” and
adding the respective details, the request will be reviewed by the Convention Secretariat to accept
the proposed user(s).

e  The “Audit” submenu allows a Party focal point to check which have been the actions taken in the
reporting instrument of that Party.
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When a new reporting instrument is available (status “In Progress”) a notification is automatically sent to the
Party focal point by email (Data Entry users — whenever available for the respective Party — are copied in the
notification) and the reporting instrument is opened for fill in.

Party focal point Uruguay v .

(© wHo FcTC 2025 Edit Aggregated View View ExportPDF | ExportExcel  ImportExcel | Submit
Reporting Instrument Properties
party Urugua,
Review Level

Review Level Approvers.

Number of Reviews o Check-out all
Dashboard
Topic Status Actions
> Aticle 2: Relationship between this Convention and other agreements and legal instruments Check-out
4.1.2. Fill-in a reporting instrument (check-out)

To fill in a reporting instrument, the Party focal point and the Data entry users — in case available for the
respective Party — can click on the reporting instrument name from the left-hand side menu or access the tile
directly from the homepage.
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The years next to “WHO FCTC” and “Protocol” refer to the year of reporting and not the year of the data.

Clicking on the reporting instrument name will open a window similar to the following:

Party focal point Uruguay v .

Home. (© wHo FCTC 2025 Export Parties Export Comments
WHo FcTC
Reporting Instrument Properties Regional Edit Status
WHO FCTC 2025
Status Released to prod HQ Finalized
Protocol Reporting instrument name WHO FCTC 2025 AFRO Finalized
Protocol 2025 Description Reporting instrument of the WHO Framework Convention on Toba. AMRO Finalized
Unassigned v Reporting Instrument Type. WHO FCTC EMRO Finalized
Admin Order £URD Finalized
Workion Date 19.02:2025 145153 SEARD Finalized
New User Tickets Version 23 WPRO Finalized
Audt Dashboard
User Downloads
party .
Party . Review Level Review Level Approvers Modified by
Uruguay (AMRO) I In Progress I Leticia Martinez Lopez
1 total records 1 25 v

Inside the Reporting Instrument Properties page move the cursor over the Party’s name which should have
the “In Progress” status and click on the “View” (eye) icon.
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4.1.2.1. Checking-out Topics
The reporting instruments have been developed in the reporting platform by grouping the questions into so
called Topics.

To edit the information to be reported for the questions under a Topic, click the “Check-out” button for the
Topic and then the “Edit” button on the header. The Party Record page is now open, and it is in Edit mode.

Party focal point Uruguay v .

(© wHo FcTC 2025 m Aggregated View View ExportPDF | ExportExcel  ImportExcel | Submit

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02.2025 15:18:42

Number of Reviews o Checkoutall
Dashboard

Topic Status Actions

Reporting Party Details Check-out

Each Topic has several Sections of questions and, in some cases, data entry tables, to be completed. When a
Topic is currently checked-out by you, a green triangle will appear in the top-right corner of the tab. If you see
a red triangle, this means the Topic is currently checked out by another user, and if you see a blue triangle,
this means that the Topic has never been checked out by any user.

Party focal point Uruguay v ‘

(© Edit WHO FCTC 2025 - AMRO - Uruguay [ vaiidate A TS

N Al
fi Reporting Party Details £ Article 2: ip between this C ion and other and legal instruments @ Guiding principles; Article 5: General obligations; also in reference to Article 4.7 and products on national market

Article 5.3: Protection of public health policies with respect to tobacco control from commercial and other vested interests of the tobacco industry £ Article 6: Price and tax measures to reduce the demand for tobacco

i Article 8: Protection from exposure to tobacco smoke 3 @ Article 9: Regulation of the contents of tobacco products 3 @ Article 10: Regulation of tobacco product disclosures

i ENDS/ENNDS: Regulation of the product contents and product disclosures ] f Article 11: Packaging and labelling of tobacco products ) @ Article 12: Education, communication, training and public awareness

@ Article 13: Tobacco advertising, promotion and sponsorship 3 @ Article 14: Demand reduction measures concerning tobacco dependence and cessation ) @ Article 15: Illicit trade in tobacco products; Article 6.2b

@ Article 16: Sales to and by minors. A @ Article 17: Provision of support for economically viable alternative activities ) @ Article 18: Protection of the environment and the health of persons A @ Article 19: Liability

£ Article 20: Research, surveillance and exchange of information ] @ Article 22: Cooperation in the scientific, technical, and legal fields and provision of related expertise 3 £ Priorities, constraints, barriers, needs and final comments

£ User Manual of the online reporting platform (FCTCData)

+ Progress in implementation

> 4.1.4.-
4.1.1.1. Has there been any significant change in the i ion of Article 5.3 in your country since the submission of your previous report? 2
Oves ONo x Clear
5] No comments Openissues No Ignore warnings [
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4.1.2.2. Lists of questions

For filling-in answers to the questions in a given reporting instrument, there are several options available
which enable the user to:

e Enteraresponse.?
e  C(Clear a previously entered response, by clicking on the “® Clear” button.
e Comments (option available under each question):
e  Enter multiple comments.
e Translate the comment’s text into Arabic (AR), Chinese (CN), English (EN), French (FR), Russian
(RU) or Spanish (ES).
e Order the comments ascending or descending by date added.
e Delete the comment.
e View the “Open issues” checkmark set by Reporting instrument reviewers (option available under
each question).

Party focal point Uruguay v .

(© Edit WHO FCTC 2025 - AMRO - Uruguay A/l changes are soved [ vaiidate an SIS

Al Al
£ Reporting Party Details @ Article 2: ip between this C ion and other ag and legal £ Guiding principles; Article 5: General obligations; also in reference to Article 4.7 and products on national market

Article 5.3: Protection of public health policies with respect to tobacco control from commercial and other vested interests of the tobacco industry £ Article 6: Price and tax measures to reduce the demand for tobacco

v ~
@ Article 8: Protection from exposure to tobacco smoke @ Article 9: Regulation of the contents of tobacco products @ Article 10: Regulation of tobacco product disclosures
Al N
 ENDS/ENNDS: Regulation of the product contents and product disclosures @ Article 11: Packaging and labelling of tobacco products @ Article 12: Education, communication, training and public awareness
~ N
£ Article 13: Tobacco advertising, promotion and sponsorship @ Article 14: Demand reduction measures concerning tobacco dependence and cessation @ Article 15: Illicit trade in tobacco products; Article 6.2b
~ ~ ~ ~
£ Article 16: Sales to and by minors @ Article 17: Provision of support for economically viable alternative activities @ Article 18: Protection of the environment and the health of persons @ Article 19: Liability
~ Al
£ Article 20: Research, surveillance and exchange of information @ Article 22: Cooperation in the scientific, technical, and legal fields and provision of related expertise @ Priorities, constraints, barriers, needs and final comments

@ User Manual of the online reporting platform (FCTCData)

+ Progress in implementation

> 41..-
4.1.1.1. Has there been any signi change in the i ion of Article 5.3 in your country since the submission of your previous report? 2
@vyes ONo * Clear
(~) comments Openissues No Ignore warnings [
Party focal point Uruguay: I would like to check further and come back to this question. PR

v Progress in implementation

2.1.1. Implementation of other forward-looking measures [2)

2.1.1.1. Since the submission of your previous report, have you adopted or implemented any forward-looking measures that could
be said to be contemplated by Article 2.1 “measures that go beyond this Convention and its protocols” (e.g. tobacco-free
generation or other strategies)?

Oves ONo X Clear

[=] No comments Openissues Yes Ignore warnings [

The system also allows “Comments” to be added in any question in both Edit Mode and View Mode.
Comments allow users to add any notes in relation to the data reported or any other issues encountered

1 An option to “Load previous values” will be made available from the next reporting cycle onwards. It will enable inserting
values from a previous implementation report submitted through the reporting instrument in FCTCData, only if the
respective Party’s reporting instrument is “Published” and has values recorded for the previous reporting cycle.
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while entering data, which will then be considered by the Reviewers of the reporting instrument, at the
Convention Secretariat.

4.2.3.1. Have you established measures to limit unnecessary interactions between government bodies and
persons working for these bodies with the tobacco industry? [2)

®ves ONo * Clear

|-] Comments Open issues No Ignore warnings [

Party focal point Uruguay: Comment. WE L
Enter a value m

After clicking on the “Save” button inside the Edit Dialog and then closing the Topic, the Reporting Instrument
Properties page for the Party is displayed and the “Check-In” button is now available for the Topic.

Party focal point Uruguay v ‘

(© wHoO FCTC 2025 Edit Aggregated View View Export PDF ExportExcel  Import Excel Submit

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews o
Dashboard v
Topic Status Actions
Reporting Party Details Check-out
> Article 2: Relationship between this Convention and other agreements and legal instruments Check-out
Guiding principles; Article 5: General obligations; also in reference to Article 4.7 and products on national market Check-out

Article 5.3: Protection of public health policies with respect to tobacco control from commercial and other vested

The Party reporting instrument can also be accessed in View Mode by clicking on the “View” button. Inside
the Party Record Page more details about the data previously filled in can be displayed by moving the
cursorover the respective row and clicking on the “View” (eye) icon.

14.12.2. Do you have aggregate data on seizures of tobacco or nicotine products from the past two years? [3)

Product and year Seizures

. A. Tobacco and nicotine product categories (multiple rows allowed) B. Product name C. Year D. Quantity of seizures E. Unit of quantity F. Value of seizures G. Currency of value H.

141221 Unmanufactured tobacco (tobacco leaves) Tobacco leaves

4,1.2.3. Tables

The most practical method for filling-in information in the tables available for some of the questions is by
placing the cursor over the cell and clicking inside it to edit the value .
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14.12.2. Do you have aggregate data on seizures of tobacco or nicotine products from the past two years? 5

Product and year

# A. Tobacco and nicotine product categories (multiple rows allowed) B. Product name

14.12.21 Unmanufactured tobacco (tobacco leaves) Tobacco Ieavesl

A second option is available for editing each row one at a time by placing the cursor over a row in the table
and clicking on the “Edit” icon, the Edit dialog will be displayed.

Product and year

A. Tobacco and nicotine product categories (multiple rows allowed)

B. Product name

Enter a value

[~] No comments Openissues No Ignore warnings [
C. Year
-
[~ No comments Openissues No Ignore warnings [
Seizures

D. Quantity of seizures

[=] No comments Openissues No Ignore warnings () -

Save Cancel

Inside the Edit dialog, a cell can be populated by:

e Entering avalue.?
e Comments:
e  Enter multiple comments (option available under each field).
e  Translate the comment’s text into Arabic (AR), Chinese (CN), English (EN), French (FR), Russian
(RU) or Spanish (ES).
e  Order the comments ascending or descending by date added.
e Delete the comment.
e View the “Open issues” checkmark set by Reporting instrument reviewers from the Convention
Secretariat (option available under each field).

2 An option to “Load previous values” will be made available from the next reporting cycle onwards. It will enable inserting
values from a previous implementation report submitted through the reporting instrument in FCTCData, only if the
respective Party’s reporting instrument is “Published” and has values recorded for the previous reporting cycle.
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4.1.3. Allow other users to fill-in a reporting instrument (check-in)

4.1.3.1. Checking-in Topics

In order to make a Topic available for other users of your reporting instrument, click the “Check-in” button .

If a user has clicked on “Check-out” a Topic, but did not “Check-in” after leaving the Party Record Page, the
“Force check-in” button will be available for the Party focal point only.

Party focal point Uruguay v .

@ WHO FCTC 2025 Edit Aggregated View View Export PDF Export Excel Import Excel Submit

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews 0 Force check-in all
Dashboard v
Topic Status Actions
> Article 2: Relationship between this Convention and other agreements and legal instruments Check-out

Users can also check-in multiple Topics at once by clicking the “Check-in all” button that appears on top of
the “Actions” column when they have checked out more than one Topic.

Number of Reviews 0 Check-in all

Dashboard
Topic Status Actions
Reporting Party Details In edit by Data entry Uruguay Check-in

Article 2: Relationship between this Convention and other agreements and legal instruments Check-out

Party focal points will also be able to force check-in all the previously checked out Topics, regardless of who
checked them out, by clicking the “Force check-in all” button.

Number of Reviews 0 Force check-in all

Dashboard
Topic Status Actions
Reporting Party Details In edit by Data entry Uruguay Force check-in
Article 2: Relationship between this Convention and other agreements and legal instruments Check-out
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4.2 Offline mode

It is encoraged to use the online editing mode. It has plenty of functionnalities that will ease the data entry
and improve the quality of the data reported. FCTCData is built to function well with low bandwith and the
auto-save function dramatically diminishes the risk of data loss.

But in the case of very limited or no internet access, an offline option exists.

4.2.1. Export/import a reporting instrument - Excel format

In order to be able to export a reporting instrument in the Microsoft Excel (XLSX) format, access the
reporting platform as a Party focal point /Data entry user and click on the tile with the status “Released to
Prod”.

@ WHO FCTC 2025 Export Parties Export Comments

Reporting Instrument Properties Regional Edit Status

Status Released to prod HQ Finalized

Reporting instrument name WHO FCTC 2025 AFRO Finalized

Description Reporting instrument of the WHO Framework... AMRO Finalized

Reporting Instrument Type  WHO FCTC EMRO Finalized

Order EURO Finalized

Date 19-02-2025 14:51:53 SEARO Finalized

Version 23 WPRO Finalized

Dashboard v

Party Enter a value

Party + Record Status Review Level Review Level Approvers Modified by
Uruguay (AMRO) In Progress Leticia Martinez Lopez
1 total records 1 25 v

Inside the Reporting Instrument Properties page of the reporting instrument, moving the mouse over your
Party name under the “Party” list column and clicking on the “View” (eye) icon at the right hand will redirect
you to the Reporting Instrument Properties of your Party.

@ ::_"‘""'“ Party focal point Uruguay v .

e e e
(© WHO FCTC 2025 Edit Aggregated View View Export PDF Import Excel Submit

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews 0 Force check-in all
Dashboard v
Topic Status Actions
Reporting Party Details In edit by Data entry Uruguay Force check-in
> Article 2: Relationship between this Convention and other agreements and legal instruments Check-out
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Inside the Reporting Instrument Properties, after clicking on the “Export Excel” button at the top right of the
window, an XLSX file will be downloaded with the title containing the name of the FCTCData reporting
instrument and year + the Party and WHO Region (e.g: WHOFCTC2025_Guinea (AFR) or

Protocol2025_ Guinea (AFR)).

Article 8: Protection from exposure to tobacco smoke

3 |Progress in implementation

Has there been any
significant change in
the implementation
of Article 8 in your

country since the
submission of your

7 previous report?
8 Instructions’

Please briefly
describe any
significant changes
inthe

implementation of
Article 8 since the
submission of your
previous report:
10 (Instructions)

If any of the
significant changes
inthe
implementation of
Article 8 have
occurred at the level

R Guiding principles; Article 5 Article 5.3 Protection of publ ‘ Article 6 Price ar ... HER | >

Ready [@ T% Accessibility: Investigate H F —-—a—+ 100%

After opening the Excel file, users may notice the following:

e It contains the answer options references used in the drop-downs across the reporting instruments.

e |t contains the data filled prior to the time of download, if it was previously filled-in.

e It contains a “Table instructions” hyperlink. Click this hyperlink and it will take you to the
“Instructions” sheet within the Excel file where you can begin working.

e |t allows the users to be able to Fill-In data inside the tables and question lists.

However, there are important limitations to be considered:

e |t does not contain Comments or Instructions.

e |t does not capture/reflect conditional questions; that is, all questions would appear to be
responded, even when some may not apply to the Party and would have been hidden in the
reporting platform, as appropriate.

e Once the Excel file is uploaded into the reporting platform (see the following section), this action will
overwrite the data that may have been introduced by other users in the reporting instrument, which
could cause that old data would be inserted in the reporting instrument.

Given the aforementioned limitations, the use of the reporting instrument in Excel format is advised to be
used with caution, considering these constraints, and restricting its use to any offline work necessary to
comply with reporting.Import reporting instrument - Excel format.

In order to be able to import a reporting instrument in the Excel (XLSX) format, access the reporting platform
as a Party focal point/Data entry and click on the tile with the title of the reporting instrument including the
year of the current reporting cycle and with the status “Released to prod”.
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@ WHO FCTC 2025 Export Parties Export Comments

Reporting Instrument Properties Regional Edit Status
Reporting instrument name WHO FCTC 2025 AFRO Finalized
Description Reporting instrument of the WHO Framework... AMRO Finalized
Reporting Instrument Type ~ WHO FCTC EMRO Finalized
Order EURO Finalized
Date 19-02-2025 14:51:53 SEARO Finalized
Version 23 WPRO Finalized
Dashboard v
Party Enter a value
Reset m

Party + Record Status Review Level Review Level Approvers Modified by

Uruguay (AMRO) In Progress Leticia Martinez Lopez

1 total records 1 25 v

Inside the Reporting Instrument Properties page of the reporting instrument, moving the mouse over your
Party name under the “Party” list column and clicking on the “View” (eye) icon at the right hand will redirect
you to the Reporting Instrument Properties of the your Party.

Party focal point Uruguay v .

(© wHo FcTC 2025 Edit Aggregated View View Export PDF Export Excel Submit

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews 0 Force check-in all
Dashboard v
Topic Status Actions
Reporting Party Details In edit by Data entry Uruguay Force check-in
> Article 2: Relationship between this Convention and other agreements and legal instruments Check-out

The system allows an Excel file to be imported inside the Party’s reporting instrument only if the Topics were
previously checked-out by the current user (who can be a different one than the one that downloaded the
Excel file). If the “Import Excel” button is clicked without checking-out the topics, the “Check out topics
before you begin” message will be displayed inside the “Import Excel” dialog and the user will not be able to
import the XLSX file.

Page | 18



IMPORT EXCEL

Check out topics before you begin

Cancel

After checking-out the topics and clicking the “Import Excel” button, the topics of the Party and the file area
are displayed inside the Import Excel dialog. The system allows to check which of the Excel sheets (Topics) in
the uploaded file should be imported and to upload an XLSX file inside the “File” area.

IMPORT EXCEL

Select which topics to import data into

Article 8: Protection from exposure
to tobacco smoke

File WHOFCTC2025 Uruguay (AMR).xIsx x| &

After selecting a Topic and clicking on the “Save” button, the “Import Excel” dialog will close and the
information inserted (or deleted) in the Topic in the Excel file will be overwritten in the reporting instrument
in the online reporting platform, with the values from the imported file.
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Topic Status Actions

Reporting Party Details Check-out
Article 2: Relationship between this Convention and other agreements and legal instruments Check-out
Guiding principles; Article 5: General obligations; also in reference to Article 4.7 and products on national market Check-out

Article 5.3: Protection of public health policies with respect to tobacco control from commercial and other vested

interests of the tobacco industry In edit by Party focal point Uruguay

Article 6: Price and tax measures to reduce the demand for tobacco Check-out

Article 8: Protection from exposure to tobacco smoke In edit by Data entry Uruguay Check-in

Article 9: Regulation of the contents of tobacco products Check-out
4.2.2. Export a reporting instrument - PDF format

To export a PDF version of the reporting instrument, access the reporting platform as a Party focal point or
Data entry and then click on the tile with the status “Released to Prod”.

@ WHO FCTC 2025 Export Parties Export Comments

Reporting Instrument Properties Regional Edit Status

Status Released to prod HQ Finalized

Reporting instrument name WHO FCTC 2025 AFRO Finalized

Description Reporting instrument of the WHO Framework... AMRO Finalized

Reporting Instrument Type ~ WHO FCTC EMRO Finalized

Order EURO Finalized

Date 19-02-2025 14:51:53 SEARO Finalized

Version 23 WPRO Finalized

Dashboard v

Party Enter a value

Party + Record Status Review Level Review Level Approvers Modified by
Uruguay (AMRO) In Progress Leticia Martinez Lopez
1 total records 1 25 v

Inside the Reporting Instrument Properties page of the reporting instrument, move the mouse over your Party
name under the “Party” list column and click on the “View” (eye) icon. You will be redirected to the Reporting
Instrument Properties page of your Party.

The button “Export PDF” allows the Party focal point or Data entry to save the PDF file locally.
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Party focal point Uruguay v ‘
(© wHo FcTC 2025 Edit Aggregated View View Export Excel | Import Excel Submit

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews 0 Force check-in all
Dashboard v
Topic Status Actions
Reporting Party Details In edit by Data entry Uruguay Force check-in
> Article 2: Relationship between this C and other and legal Check-out

The PDF file represents the read-only version of the online reporting instrument and is formatted for printing.
It will contain all questions available in the reporting instrument.

The title of the PDF file will contain the name of the FCTCData reporting instrument and year + the Party and
WHO Region (e.g: WHOFCTC2025_Guinea (AFR) or Protocol2025_Guinea (AFR)).

4. Article 5.3: Protection of public health policies with respect to tobacco
control from commercial and other vested interests of the tobacco industry

4.1. Progress in implementation

4.1.1. -
4.1.1.1. Has there been any significant change in the implementation of Article 5.3 in your country since the submission of your previous
report?
Yes
4.1.1.2. Please briefly d be any si changes to the il ion of Article 5.3 since the submission of your previous report:

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet
nec, vulputate eget, arcu. In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus
elementum semper nisi. Aenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliquam lorem ante, dapibus in, viverra quis,
feugiat a, tellus. Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aenean imperdiet. Etiam ultricies nisi vel augue. Curabitur ullamcorper ultricies nisi. Nam
eget dui. Etiam rhoncus. Maecenas tempus, tellus eget condimentum rhoncus, sem quam semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam nunc, blandit
vel, luctus pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt tempus. Donec vitae sapien ut libero venenatis faucibus. Nullam quis ante. Etiam sit amet orci
eget eros faucibus tincidunt. Duis leo. Sed fringilla mauris sit amet nibh. Donec sodales sagittis magna.

4.1.1.3. If any of the significant changes to the implementation of Article 5.3 have occurred at the level of subnational jurisdictions since the
submission of your previous report, please provide details here:

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque penatibus et magnis dis parturient
montes, nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet
nec, vulputate eget, arcu. In enim justo, honcus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus
elementum semper nisi. Aenean vulputate eleifend tellus. Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliquam lorem ante, dapibus in, viverra quis,
feugiat a, tellus. Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aenean imperdiet. Etiam uitricies nisi vel augue. Curabitur ullamcorper ultricies nisi. Nam
eget dui. Etiam rhoncus. Maecenas tempus, tellus eget condimentum rhoncus, sem quam semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam nunc, blandit
vel, luctus pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt tempus. Donec vitae sapien ut libero venenatis faucibus. Nullam quis ante. Etiam sit amet orci
eget eros faucibus tincidunt. Duis leo. Sed fringilla mauris sit amet nibh. Donec sodales sagittis magna.

9

4.3 Submit an implementation report

Once all the data is entered in the reporting platform, the data is formally shared with the Convention
Secretariat by submitting the report on implementation of the WHO FCTC or the Protocol, with the
information contained in the corresponding reporting instrument.

In order to be able to submit an implementation report for a Party, access the reporting platform as a Party
focal point and select the reporting instrument containing the data that you wish to submit.
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@ WHO FCTC 2025 Export Parties Export Comments

Reporting Instrument Properties Regional Edit Status
Status HQ Finalized
Reporting instrument name WHO FCTC 2025 AFRO Finalized
Description Reporting instrument of the WHO Framework... AMRO Finalized
Reporting Instrument Type  WHO FCTC EMRO Finalized
Order EURO Finalized
Date 19-02-2025 14:51:53 SEARO Finalized
Version 23 WPRO Finalized
Dashboard v
Party Enter a value
Party + Record Status Review Level Review Level Approvers Modified by
Uruguay (AMRO) In Progress Leticia Martinez Lopez
1 total records 1 25 v

Inside the Reporting Instrument Properties page of the reporting instrument containing the data that you want
to submit, move the mouse over your Party name with the status “In Progress” and click on the “View” icon
in order to redirect to the Reporting Instrument Properties of the respective Party.

)

By clicking on the “Submit” button, a “Confirm Action” dialog will be displayed and clicking on the “Save’
button will trigger an error notification if all the topics have not been previously checked-in.

Party focal point Uruguay v .

(© wHo FCTC 2025 Edit Aggregated View View ExportPDF | ExportExcel | Import Excel

Reporting Instrument Properties

Party Uruguay
Status In Progress
Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews 0 Force check-in all
Dashboard v
Topic Status Actions
Reporting Party Details In edit by Data entry Uruguay Force check-in
> Article 2: Relationship between this Convention and other agreements and legal instruments Check-out
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CONFIRM ACTION

Please confirm the following action on record: Submit

Yes No

The Submit Confirmation Action dialog will change the status of the respective Party in “Under Review”.

Party focal point Uruguay v ’

(© WHO FCTC 2025 Aggregated View View ExportPDF  Export Excel

Reporting Instrument Properties

Party Uruguay

Review Level Level: 1
Review Level Approvers

Date Created 19-02-2025 15:18:42

Number of Reviews 0

Dashboard

Topic Status Actions

Reporting Party Details

After changing the status of the respective Party in “Under Review” the system will perform the following
actions:

e Once an implementation report is submitted, the action can no longer be undone by the Party focal

point.
e An e-mail notification will be received to confirm the success of the submission.
e Data entry is not possible anymore — Please, contact the Convention Secretariat at

copreporting@who.int (for the WHO FCTC) and at mopreporting@who.int (for the Protocol) if you
wish to revert back to data entry mode.

e The Review Level Approver are displayed inside the Reporting Instrument Properties page.

e The “Number of Reviews” field counts the number of times the reporting instrument has been sent
back to the Party focal point to perform necessary changes or answer questions.

4.4 Review areporting instrument

The data you submitted will be reviewed carefully by the Convention Secretariat. If the reviewers have
guestions on the data you reported, they will insert them within the reporting instrument, either by adding
comments or by opening issues.

The comments or open issues inserted in the questions will be identified by the clickable “Comments” or
“Open issues” buttons highlighted in red.
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The cells with comments or open issues in tables will also be identifiable with a coloured triangle on the top
right corner or a highlighted cell.

v Progress in implementation
4.1.1. -

4.1.1.1. Has there been any significant change in the implementation of Article 5.3 in your country since the submission of your previous report? [

Yes

m Open issues No Ignore warnings No

4.1.1.2. Please briefly describe any significant changes to the implementation of Article 5.3 since the submission of your previous report: 2

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam felis, L

=] No comments Openissues Yes Ignore warnings No

4.1.1.3. If any of the significant changes to the implementation of Article 5.3 have occurred at the level of subnational jurisdictions since the submission of your previous report, please
details here: 3

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec quam felis, L

m Open issues No Ignore warnings No

The reviewers may decide to re-open the reporting instrument for your editing. This will allow you to answer
any questions and comments plus make changes, if necessary, to the data reported.

The comments and open issues can be easily identified by clicking on “Aggregated View" button on the top
right menu in the "Reporting Instrument Properties" page. Under each Topic, only those questions or tables
with comments or open issues will appear displayed.

You will then re-submit the data to finalize the process.

Party focal point Uruguay v .

@ WHO FCTC 2025 Aggregated View View Export PDF Export Excel

Reporting Instrument Properties

Party Uruguay

Status Review Finalized

Review Level

Review Level Approvers

Date Created 19-02-2025 15:18:42
Number of Reviews 1

Dashboard v
Topic Status Actions

Reporting Party Details

> Article 2: Relationship between this Convention and other agreements and legal instruments

4.5 Reopen a reporting instrument

Should you wish to have a finalized reporting instrument re-opened in order to change the data reported,
please contact the Convention Secretariat as mentioned in Section 4.3 of this User Manual.
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