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Part | — System administration

1. System philosophy

https://help.eregulations.org/index.php/1-philosophy-of-the-system/

Procedures presented from the user's point of view

From the point of view of the user:
Operation that the investor wants to achieve = OBJECTIVE Any mandatory interaction = STEP
NECESSARY STEPS to achieve an OBJECTIVE = PROCEDURE

The system is built around the notion of step

STEP = any necessary interaction between the user and the administration (or a private actor
providing a necessary service, such as a notary) to achieve an operation.

Elements of the step

Where should | go? (person and entity in charge)
What will | get at the end of the step? (result of the step)

What should | give or show to obtain the result? (requirements)

How much should I pay in this step? (costs)
How long does this step take? (time frame)

Whom can | complain to in case of disagreement with the person in charge of the step?
(recurse)

What legal texts justify the existence and the modalities of this step? (legal justification)

Who confirms that all this information is valid? (certification)

Name of the step

Additional information

N

Name of the step

Contact details (entity, department and person in charge)
Result(s) of the step

Requirements

Costs

Duration

Legal justification

Additional information

© 00 N oo o A W DN -

Recourse
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10 Certifying authority

Types of steps

o external (interaction with the user) / internal to the administration (« back office »)
e mandatory / optional (recommended but not mandatory)

o alternative (sometimes there are several ways to do things, for example there are two different
places where you can obtain the same document)

The system presents the way the investor has to follow to achieve his objective

Steps are presented in consecutive order, reflecting the physical path the user has to
follow

The eRegulations system proposes a "grammar” for administrative transparency based
on simple and universal principles:

o Describe the procedures from the users' point of view, according to his objective
o Detail the procedure step by step

e Give, for each step, the necessary and sufficient information (the 10 elements of the step)
users need to know to understand the step.

2. Public interface

https://help.eregulations.org/index.php/2-public-interface/

The public interface allows public to access the database through addresses of the following type:
http:// "country-or-city name".eregulations.org.

The site is composed of four levels:
Home page (first level)

o A slide-show with welcome messages
e Texts and video messages from the institutions in charge of the project
o Directory of institutions/ministries, forms and legal bases

e Menu of the procedures documented in the system
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Menu page (second level, opens when you click on an objective on the homepage)

e Investment sub-objectives

o Explanatory texts

First time investors

First time foreign investars can either cresbe 8 company or sign & Business Cooperation Cortract with a Vietnamese
partner. In both cases, they need to obtain an investment certificate.

The application process depends on the location of the registered office of the company or BCC (inside or outside
spegial zoae

Company oreation

Foresgm invesices can create local companies under the Torm of; Lmited lab gy LLCY or Joimt Stock (1500
companies. They can be either 100% foreign owned o joint verture with local partners.
Thie creaticn prooess (5 the same for all forms of companies. However, it may vary depending on the foliowing
factors
= ncation Orsice or outside special rone). Binh Dinh Provinoe @NCourages H‘-B!\.I'r-iﬂ.ll'lﬂﬂ projects oCated imsice
ndustial zones [I73)
- whether the investor will rent a simgle o™ice or lease land and request 3 consEnacTicn pemmit

special reguirements [e.g. a feasibility studly] apply to prajects above VIND 200 billiors [sbout USD 14 million).

With Simple Office Lease

F Cwiside Indusirial Tones

‘With land lease and construction permét
Cartsade Industriasd Zones
¥ Ontsicle industrial chevters

* In industrial clusters
Inside Industrial Zones
* With construction progect above WD LS bdlicn
* With construction project below WYRD L% billion
InMhen Hoi Econamic Zome
* with construction project above VKD 15 billion

¥ With construction project below WD 15 billion
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Binh Dinh12

Summary page (third level, opens when you click on a procedure/objective)

o Left part: list of all steps in the procedure

« Right part: summary of the procedure indicating the total number of institutions involved,

showing all results, requirements, costs, duration and legal bases justifying the procedure
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Step page (fourth level, when you click on a step)

o Left part: list of all steps in the procedure

o Right part: description of the elements for each step
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1 GJLDIBCI'HHD 10AZNEMDLCP of tha Govememeeni dated 22 seplemiber 22, 2006 prosiding guedelines. for
mpismaciabon ol @ nember of aricies of Lae on Investment
[Aeficls 41)

2. &), Decision ho. 10ARZ0ACI0-BKH of the Knisiny of Plamming and Invesiment dated Ociober 18, 2006,

Bauing sandand form lor conducting Fresiment procadunes s Vistnas
[Aeticie Mg 1-3)

‘Witho certified this information 7
Huu Luong NGUYEM [MAL), 211172014

)} Report incarrect information | ) Suggest a simplification

PROCEDURES PAGE
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Home page
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Section 1

Logo of the local counterpart
Logo of the system
About us: presents the local eRegulations team

Contact us: visitors can send messages/feedback to the administration

aa b~ W N -

Disclaimer: statements denying responsibility of entities in the exactness of information
provided

6 Language: allows a quick translation of the site, powered by google translation

. 3 4 5 6

faes E‘ ERegulatians Bhutan Aboutus  Contactus  Disclaimer 5 Select Language | ¥

Screen-Shot-2563-10-27-at-10.39.27-PM.png

Section 2

1 Home : takes you to the home page from any part of the system

2 Procedures : shows the complete list of procedures documented in the system

3 System dashboard: data of the procedures in the system

4 Consistency review: it is the process of verification of procedures. Administrators verify that

procedures are precise, fitting to the eRegulations norms and that they are correctly set up in
the administrative interface
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5 Admin site: takes you to the administrative interface of the system

6 Name of the user who is logged in

1 2 3 4 5 6

HOME PROCEDURES SYSTEM DASHBOARD CONSISTENCY REVIEW v ADMIN SITE & HELLO TSHERING
M T . W Al 7 e VRS sm. s sk . . um

Screen-Shot-2563-10-27-at-10.52.22-PM.png
Section 3

1 Slide show: series of photos with welcoming messages towards the visitor (fully configurable
through the administrative interface)

Screen-Shot-2563-10-27-at-11.02.21-PM.png

Section 4

1 Filter sets: it enables search of procedures based on specific categories. The search engine
can be configured from the administrative site

THiET 7ENEEEEEREETIRTE E P . A -

Screen-Shot-2563-10-27-at-11.04.19-PM.png

Section 5

1 eRegulations Bhutan : welcome note and text

2 Directories of institutions/ministries and legal bases

3 Directories of forms and requirements registered in the system
4

Feedback : link to a simple form for sending comments, complaints or simplification ideas

THiRT FENEEEREEENESTETEE P . A - T

- Cit

Screen-Shot-2563-10-27-at-11.04.19-PM-1.png

WELCOME TO EREGULATIONS DIRECTORY OF INSTITUTIONS DIRECTORY OF FORMS AND LET US KNOW WHAT YOU

BHUTAN AND LAWS REQUIREMENTS THIMKL

Screen-Shot-2563-10-27-at-11.03.58-PM.png

UN Trade and Development — eRegulations Help Manual 9



Section 6

1 Title of the objective (procedure)
2 Sub-Menu

3 Links to sub-objectives (procedures)

FOREIGN INVESTMENT v DOMESTIC INVESTMENT v

CONSTRUCTION PERMIT v TRADE v

Screen-Shot-2563-10-27-at-11.10.15-PM.png

1 Logo of UNCTAD and sponsors/donors (if any)

Screen-Shot-2563-10-27-at-11.11.33-PM.png

Menu page

e Toopenthe menu page - click on the Procedures tab on the home page

e Aslider will open - click on an objective

@ il ER ers PROCEDURES

PROCEDURES FOREIGN INVESTMENT DOMESTIC INVESTMENT
Thimphu Thimphu
Bumthang g Bumthang

Chukha Chukha

Dagana v Dagana

Gasa

Haa

Screen-Shot-2563-10-27-at-11.18.57-PM.png
o Explanatory text which applies to the whole objective and sub-objectives

e Investment sub-objectives or the specific operation which leads to the summary of the
procedure
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Foreign investment <

Foreign companies or individuals can create a company in Bhutan through a joint venture with a local partner/ promoter. 100% foreign company ownership is
allowed for certain activities in the service sector. The equity share depends on the investment sector and can be consulted here (Schedules I, Il 8 IlI). Activities
not listed under the priority list and negative lists will have to fulfill certain screening criteria set in Schedule V of the same document.

Company creation process is the same for all types of companies. Depending on the location and type of activity, land and/or environmental clearance must be
obtained.

Activities listed here do not require location clearance.
Activities listed under the green list of project categorization do not require environmental clearance. However, for projects under government reserved forest

land or government land, Environmental Clearance for Land issued by the District Environment Officer is a mandatory requirement for all kinds of activities.
Thimphu ~
Businesses on "Rented space-without land requirement” would apply to those set up in rented apartment/building.

Outside Municipality

On private land > without environmental clearance

On private land > with environmental clearance

On govt. land > without erwvironmental clearance

On govt. land > with environmental clearance

See more W

Screen-Shot-2563-11-30-at-11.23.12-AM.png

Summary page

Obtain security clearance (local partner) . Institutions involved (8)
@ : R

n Request security clearance e
B Obtain security clearance @ - ¥iEE = ; ’ i e -
Any post office or local Ministry of Economic Affairs, Ministry of Economic Affairs, Thromde, Thimphu (x 4)
stationery shop Department of Industry (x 11} gg'%ion_?LTlad; .ar|d‘1lminstr3|I
Purchase legal stamps (local partner) (1) ~ 21 T
25)
B) rurchase legal stamps
Obtain company name clearance (3) =
Royal Monetary Authority (x 3) Any commercial bank in Bhutan Regional Revenue and Customs Any agriculture extension office
x2) Office, Thimphu {x 2)
Request company name approval e
a Receive payment advice @
notification (by email)
B Pay name clearance fee and obtain ) Results (5)
company name approval
! e Type of Tax Payq
{ e o (TPNVAgenc

Obtain FDI registration certificate (3) ~

3 betters and S Numbers

Request FDI registration certificate
= = = & —
Praject approval
(FDI)

n Receive information for collection of
FDI registration certificate

EI Collect FDI registration certificate

Foreign direct
investment
registration

Register company (3) =

Required Documents (30) Individual investor @D  Corporate investor ~

~

[ . B am -

Screen-Shot-2563-10-27-at-11.25.25-PM.png

1 Left part: list of all steps in the procedure
2 Right part: summary of the procedure indicating the total number of institutions involved,
showing results, requirements, costs, duration and legal bases justifying the procedure

Left part: List of steps
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1 Number of steps : refers to the total number of mandatory and optional steps which are
necessary to complete the procedure

2 Block : name of the block (group of steps that are related to each other) and the number of
steps it contains

3 Step : name and number of the step. If you click on the name, the step file opens on the right
side of the page

Obtain security clearance (local partner) 2

]

n Request security clearance 3 @

B Obtain security clearance @

Purchase legal stamps (local partner) (1) ~

B Furchase legal stamps

Obtain company name clearance (3) =

Request company name approval @

B Receive payment advice )
notification (by email)

E Pay name clearance fee and obtain )

company name approval

Screen-Shot-2563-10-27-at-11.29.28-PM.png

Right part: Summary of the procedure
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& <

Summary of the procedure -

Institutions involved (8) ~

Ay post office o local Ministry of Ecancemic AFfairs, Ministry of Econamaz AHfairs, Threerede, Thimpha fx 4)

stabinery shoo Department of Irdustry {x 11} Regional Trade and Industry
ce, Thimphu (x 4)

ional Revenue and Customs Ary agriculture extension affice
ce, Thamphu (x 2}

Rayal Monetary Autharity (x 3}

Results (5)

3 - ITFNE Agemc;
-

=__

Praject approval
[FDI}

Fareign direct
irvestrment
r:gi;‘h'aﬁun

Individual investor @0  Corporate investor -

Fareign direct
vestment
registration

~i= T
Citizenship identity Securty dearance Passparts of all Company profile of Proof af fnancial
eard (x 4) certificate (v ) fareign imeestars domestic patner capahility of
domestic partner

Screen-Shot-2563-10-27-at-11.36.45-PM.png
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Estimated cost

@ 4 e

This is an estimate based on a series of assumptions which you can modify to calculate your own costs:

Cost detail Estimate your cost

BTM 40 - BETH 10 per 4

BTN 1,000

Buginess license fee

BTN 2,000
Registration fee

BTM 100
Booklet fee

BTM 500
Business license fee

BTN 1,000
Registration fee

BTH 100
Booklet fee

Total Duration

/7

Total time (sumi):

of which:

Waiting time in queue {sumj:
Attention at counter:

Waiting time until next step (sumj:

Laws (6)

-

Companies Act of Bhutan 2016 Chapter 4, Section 32(a)

General Guidelines for Industrial and Commercial Ventures in Bhutan, 1997
[articles 2.4, 4.7 (iii}, ii }

10d

Smn

10d

25d

1h. 40mn
Th. 5min
24d

 Income Tax Act of the Kingdom of Bhutan 2001 Part |, Chapter 10, Section 47 and Part ||, Chapter 4, Section 16

Screen-Shot-2563-11-30-at-11.35.28-AM.png

Step page
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h 7 Request FDI registration certificate (last mod 16/03/2020)

Obtain security clearance (local partner) N Contact details
@

®

n Request security clearance

2]

B} Obtain security clearance

Purchase legal stamps (local partner) (1) -
Entity in charge Unit in charge Person in charge

B} Purchase legal stamps MINISTRY OF ECONOMIC AFFAIRS, FOREIGN DIRECT INVESTMENT SONAM LHAMO
DEPARTMENT OF INDUSTRY DIVISION

Obtain company name clearance (3) - Industries Officer

pany Doebum Lam , Thimphu Mon: 09:00 - 01:00,02:00 - 05:00 Tel: +975 2 337 623

Tel: +975 2 325 062 Tue: 09:00-01:00,02:00-05:00 Email: slhamo@moea.gov.bt

B3 Request company name approval @& Fax: +975 2 337 624 Wed: 09:00 - 01:00,02:00 - 05:00 h
Website: www.moea.gov.bt Thu: 09:00-01:00,02:00-05:00

B Receive payment advice
notification (by email)

B Pay name clearance fee and obtain
company name approval

®

Fri:  09:00-01.00,02:00-05:00

2]

Expected results
Obtain FDI registration certificate (3) -

Request FDI registration certificate

n Receive information for collection of
FDI registration certificate

B Collect FDI registration certificate

Register company (3) =

Screen-Shot-2563-10-27-at-11.45.50-PM.png

1 Left part: List of all steps in the procedure

2 Right part: Description of the elements for each step

Left part: List of steps

List of steps (rotal number of steps: 7)

Apply for land (7)

n Submit application for land occupancy

E) Obtain payment letter

E) Pay for land

Newlmage
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1 Number of the steps : shows the total number of mandatory and optional steps involved in the
procedure

Block : name of the block and the number of steps it contains

Name of the step : brief description of the action to be taken by the user or the result expected
from the step; when clicked, a window is opened on the right side of the page with full
description of the elements of the step

Right part: description of the step

Summa M & =
1 2 = .

21 Pay license fees (last modified: 23/11/2020)

Screen-Shot-2563-11-30-at-11.49.30-AM.png
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Contact details /

Entity in charge Umit in charge Person in charge
MIMISTRY OF ECONOMIC AFFAIRS, LICEMNSING SECTION, ROEA, BAL KRISHMA SHARMA
REGIOMAL OFFICE OF ECOMOMIC THIMPHU
AFFAIRS, THIMPHU Accountant

_ hern: 0900 - 07:00, 02:00 - 05:00 Tel: +975 17 607 826
Chlaﬁgzamtnk Industrial Estate | Tue: 0%00-07:00,02:00 -05:00 Email: bkp _67@yahao.com
Thimphu Wed: 0%:00 - 07:00, 02:00 - 05:00

Tel: +875 2 325 622 7 +975 2 331 901 Thiz 0%:00-07:00,02:00 - 05:00
Fri:  0%00-07:00,02:00 -05:00

Expected results 8

A Lo
e

Requirements §
1. . Application number (SMS notification)

Cost (GREETED 10 o mm

Large scale business

BTN 4,000

Business license fee for authorized share capital above BTN 100 m

BTM 8,000
Reqistration fee

BTN 100

Booklet fee

Screen-Shot-2563-11-30-at-11.52.28-AM.png
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Time frame 11

Waiting time until next step: Max. 0.5 day

Legal justification 12

1. General Guidelines for Industrial and Commercial Ventures in Bhutan, 1997 Annex ||

2. » Cottage and Small Industry Policy 2012 Chapter 5 - reference for investment size

Additional information 13

The amount payable will be reflected on the system when the application number is provided.

@ Report incorrect information 14 B Suggest a simplification

Recourse: Ministry of Economic Affairs, Regional Office of Economic Affairs,
Thimphu 15

Entity in charge Unit in charge Person in charge
MINISTRY OF ECONOMIC AFFAIRS, REGIOMNAL DIRECTOR'S OFFICE, DHURBA GIRI
REGIOMAL OFFICE OF ECOMOMIC RTIQ, THIMPHW
AFFAIRS, THIMPHU Offtg. Regional Director

_ hern: 0900 - 07:00, 02:00 - 05:00 Tel +075 02 323 334
Ch.angzamtnk Industrial Estate | Tue: 09400 -01:00, 02:00 -05:00 Email: dgiri@moea.gov.bt
Thimphu Wed: 09:00 - 01:00, 02:00 - 05:00

Tel: +975 2 325 622 / +975 2 3371 901 Thu: 0800 -07:00, 02:00-05:00
Fri: 0900 -07:00, 02:00 -05:00

Screen-Shot-2563-11-30-at-11.54.03-AM.png

Number of the step : indicates the order of the steps in a procedure

2 Name of the step : brief description of the action to be taken by the user or the result expected
from the step

3 Summary button: it will take you back to the summary page of the procedure

Tab sheet button: step sheet can be viewed in two ways : "full view" of all elements or "tabs
view" grouping elements. The content is exactly the same, only the presentation changes. This
button allows changing the view

Print button : allows printing the step or the complete procedure
Embed button : to share/ embed the step page to a website

Contact details: - Entity in charge: Photo, name, address, email and phone number of the entity
in charge of the step -Unit in charge: Photo, name, address, email and phone number and
working hours of the administrative unit in charge of the step - Person in charge: Photo, name,
address, email and phone number of the head of the unit or the person directly in charge of the
step

UN Trade and Development — eRegulations Help Manual 18



8 Result of the step: document (or information) that is obtained at the end of the step

9 Requirements : list of the documents or forms which have to be presented, they can be
previewed by clicking on the image icon (thumbnail). There is also mention of the number of
originals, copies or authenticated copies which have to be submitted to the person in charge of
the step

10 Cost: detailed list of what has to be paid in the step

11 Timeframe: (i) waiting time in queue - minimum and maximum time (range) from the moment
that the user enters the office till the moment the person in charge takes care of his request, (ii)
time at the counter - minimum and maximum time the user spends at the counter with the
person in charge of the step, (iii) waiting time until next step - minimum and maximum time the
user has to wait before undertaking the next step (usually picking up the document which is
requested in the current step)

12 Legal justification : name of the norm (law, decree, circular, etc.) which justifies the step and its
elements, with the exact indication of where it can be found (chapter, section, etc.) A link or a
document containing the norm is attached

13 Additional information : any additional information that is considered useful and that can not be
described in other parts/elements of the step

14 Report incorrect information and suggest simplification : links allow reporting an incorrect
information in the step or propose an idea for simplification

15 Recourse : person to whom the user can complain in case this one disagrees with the official in
charge of the step. Usually this person is the immediate superior to the person in charge

e Index

e > Home page

e > Menu page

e > Summary page

e > Step page

Index

3. Login
https://help.eregulations.org/index.php/3-login/

There are several types of system administrators with different rights: editors, validators,
translators, publishers, super administrators, etc.

They all enter through the entry to the administrative part , their user/password determines the type
of interface to which they can have access to.

1. Click on '"MEMBERS' or type "http://admin.'name of city/country'.eregulations.org" in
your browser's bar.

2. A window opens: ‘Login to eRegulations admin’

UN Trade and Development — eRegulations Help Manual 19



Login to eRegulations Admin

KENYA

Username:

Password:

Login

Screenshot-2020-07-07-at-07.19.52-e1594120869570.png

3. Enter your username and password

Login to eRegulations Admin

KENYA
Username: michael
Password: vevas] L 2

Screenshot-2020-07-07-at-07.23.38-1-e1594122077444.png

4. Click on this button and Login .

4. Administrative interface

https://help.eregulations.org/index.php/4-admin-interface/

All the data on procedures, steps, directories of institutions, laws, forms, photos, menus, texts, etc.
are registered and modified through the administrative interface.

UN Trade and Development — eRegulations Help Manual
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Al agnes jphn

El KEMNYA COMTENT PUBLIC INTERFALCE SYETEM SETTIMNGS TRAMSLATION

Procedures ree Databases

OEjuctive | Ehaacly ftip Tra

Q ¥

Screenshot-2020-07-09-at-14.11.04-e1594293203437.png

The administrative interface has four tabs:
Content

e Create and edit procedures

« Link to the database of institutions and civil servants, laws and documents

CONTENT

PROCEDURES

DATABASES

Newimagecontent

Public interface

Home page layout

Create and edit menus

Menus translation

Contact page
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PUBLIC INTERFACE

LAYOUT HOMEPAGE

MENUS

TEAM PAGE

Screenshot-2020-07-09-at-15.09.16-e1594297777425.png

System settings

o Users link (create user profiles and access rights)
o View feedback(complaints or simplification ideas) sent by visitors of the system
e Country parameters (local currency, costs variables, etc.)

e Activity log (view of users' logs/activities in the system)

SYSTEM SETTINGS

USERS

VIEW FEEDBACK

COUNTRY PARAMETERS

ACTIVITYLOG

Screenshot-2020-07-09-at-15.39.31-e1594298443202.png

Translation

e Procedure translation
e« Menu translation

e System translation (administrative interfaces, labels, etc.)

UN Trade and Development — eRegulations Help Manual
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TRANSLATION

TRANSLATE
PROCEDURES

SYSTEM TRANSLATION

MENUS TRANSLATION

Screenshot-2020-07-16-at-18.13.01-e1594913267983.png

Content
Procedures tres Databases
Objective L Black | Step
]
« Collapse All
STARTING A BUSINESS
REGISTER A LOCAL COMPANY
Screenshot-2020-07-10-at-17.31.32-e1594391608423.png
Procedures tres Databases
Entities Urnits Parsans Deaciiments Laws
Q 4]
Comrmunications Authorty of Kenya
Screenshot-2020-07-15-at-15.14.20-e1594815517688.png
Entities LIS P EFEOMS DacumEnts

Communications Authority of Kenya

Screenshot-2020-07-13-at-18.21.02-e1594819363878.png
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Entitles Linits Persons Documents Lawis
Q L+

Occupational Safety and Health Act, 2007

Screenshot-2020-07-15-at-17.01.33-e1594821906599.png

Entities Units Persons Documents Laws

Q

KPLC acknowledgement letter

Screenshot-2020-07-15-at-16.32.20-e1594837457136.png
Public interface

* EDIT Homepage Layout Details

m HEADER TOP MENLIS SLIDESHOW MIDDLE SECTION FILTER SETS BOTTOM MEMLIS

Visible languages: & = Ll

Screenshot-2020-07-10-at-17.55.22-e1594392980154.png

MENUS TREE

= Menu B Tree

QL x

I TE STARTING A BUSINESS
Screenshot-2020-08-05-at-08.06.59-e1596604325726.png
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» EDIT Public Contact Page Details

Text:

System Settings

AUTHORITIES

DATABASE OF USERS ©

USERS WITH ROLE: MO SELECTIOM =

2 4di, Guracha [Guracha ]

</> 1

B I

. >

KENYA EREGULATIONS PROJECT TEAM

l»_Kenya Investment Authority
Screenshot-2020-07-10-at-18.39.24-e1594395624877.png

Screenshot-2020-08-05-at-08.22.29-e1596605023641.png

See all the feedback received

Lir Wity alf rhe Fedthack fromplaiils, sLEReRIaN oF general comumenrs) semd throuwgh the spstem

Edresh endvies

Feedback received Fesdback

Feed back s

at [ Marres af cenider freem Typee of Meedback
B jure HI15 =] Hjpau Wabugu =] Fdits
16 Decpmber 2015 00000T yErammi igarisn == A

Screenshot-2020-07-13-at-16.29.24-e1594647003591.png

MANAGEMENT OF COUNTRY PARAMETERS

Masnia af variable Dperatar

Linkn prevsesd Site Yalue percentage
Fercentage peTentage
pEroETEage pErCentage

Parcerdage-purchase price  parcancage
prroErtEgR-praject pertentage

percentage- contract pETEntage

Labal af variakils

Unimproved Sbe Value
Waluation amount

Of this balares of purchats price
Project <ost

COIVT ST STl
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Screenshot-2020-07-13-at-16.37.29-e1594647497339.png

FILTERS
Object type: Al *  Object Ip: Username
Medifications from: to:
ll- (i 1
Object type Object I Object Name Action
PersoninCharge 214 Khatik Knamis Al Updated
Screenshot-2020-07-13-at-17.51.56-e1594651961347.png
TRANSLATION
AR RS RN OF COMTIRT TRARILATISN P 1 S s e e marmimr [ 6|

Totembmiioe | == |
ax rut o Ky Frm orveyes “pope e oy L0 i v o
amaeaa =
) LR i [ -
A vl ] i

L e, Ly ¢ g

Screenshot-2020-07-16-at-18.51.40-e1594914764420.png

MAMNAGEMENT OF SYSTEM TRAMNSLATION

COUMTRY PARAMTERES LABELS €, search in all igts, labels

Mame [en] Transkation | =w &

-~ Sl - - Seledt - #
Kerryan Shiling Kenyan Shilling &
U5 Cuallar LS Dallar #

Screenshot-2020-07-16-at-18.42.22-e1594914228888.png
MANAGEMENT OF MENU TRANSLATION

Mame [en]

Translation | sw =

QO  search for a menu by name Q,  search for a menu by translated name

Access to Governmment Procurement Opportunities (AGPO)

Advance tax

Screenshot-2020-07-16-at-18.35.22-e1594914971226.png

e Index

e > Content
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e > Public interface
e > System parameters

e > Translation

Index

Interfaz oublica | Idioma: | Salir

Webm45

5. Homepage
https://help.eregulations.org/index.php/5-homepage-2/

The public interface should be welcoming and give a clear view of what the eRegulations project is
about, together with the information the user will find in the website.

Editing of the public interface

Where is the entry for editing the home page?

PUBLIC INTERFACE

LAYOUT HOMEPAGE

MENUS

TEAM PAGE

Public-interface-new-e1594288113420.png
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* EDIT Homepage Layout Details
HEADER  TOPMENUS  SLIDESHOW MIDDLE SECTION

Visible languages: & - war

E

Feedback receivers

Lk with wesevs that will recene o
the feadback af the site

e === e = e

hp2-new-e1594636143173.png

The 'General' tab

UN Trade and Development — eRegulations Help Manual

FILTER SETS

BOTTOM MENUIS
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EDIT Hemepage Layout Details

GENERAL HLADLR TOP MEMUS SLIDLSHOW MIDDLE SCCTION FILTCR 5LTS BOTTOM MONUS FOOTLR

Visibbe languages: & =

Feedback receivers add leedback wser

. Yy .
£ *
& ®
& ®
L ®
&L .
L *
& *
= ®
& ®
L ®
= *
L *
= ®

Hide personsin charge to public ©

Site Titke : eRequlafians Kanya

Words wsad ¢ pase

System Meta Keywards @ Investment, k=nya, procedures, Bt 3 Duginess, Incentlves, corsinection permi, doing business, nalnkl, llcenss,

refs sy fy fhe sarcfing

hp3-new-2.png

o Visible languages : tick the box next to the language(s) that you want to be visible on the public
interface.

o Feedback receivers : add, remove or edit the list of persons receiving comments sent by the
visitors of the site through the home page. More information on feedback tutorial * Comments .

e Hide persons in charge: One can choose to display persons in charge information only to
logged in users for security reasons

o Site title: Words used for displaying page name for example eRegulations Kenya

e System meta keywords : adding search keywords (for search engines like google, yahoo, bing,
etc.) helps increasing the number of the visitors of the site. Below some keywords suggestions:
eRegulations, name of the country or city, investment, investor, procedure, requirements,
company, individual trader, registration, entrepreneur, taxes, social security, transparent,
administration, rules, etc.

e System meta description : this description appears under the name of the site in search
engines (google, yahoo, bing, etc).
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Visible languages: 8 e SW
hp6-new.png
Feedback receivers : add feedback user
List with users that will receive all
the feedback of the site
hp4-new-1.png
The 'header' tab
» EDIT Homepage Layout Details
GEMERAL m TOP MENUS SLIDESHOW MIDDLE SECTION FILTER SETS BOTTOM MENUS FOOTER
Manage content through
WYSIWYG editor: @«©
Header : < 1 B I F == == B OEo0-<« A KA = —
e ER
H_Elllll_ i aRagulalions Kenya
hp7-new-1-e1594639301262.png
The 'top menus' tab
*» EDIT Homepage Layout Details
GEMERAL HEADER SLIDESHOW MIDDLE SECTION FILTER ZETS BOTTOM MEMNUS FOOTER
Show only certified procedures 1o
pulbdic :
I yos, only procedunes which ai
sleps are cerfiffed will be dispiayed io
aliliiis
Show objective tres in main menu
i yes, the procedure tree will be
shown and not the meny irea.
Keap i mind changing this setiing
might senaus affect the pubic sife
audiencg
Additional lop manus :
[Add top meny]
30
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hp19new-e1594811546682.png

o Show only certified procedures to the public: Switching this button on will only show/display

procedures which all the steps have been certified in the public interface

e Show objective tree in main menu: Switching this button on shows the procedure tree and not

the menu tree

e Additional top menus: Allows the user to add additional menus to provide the public with further

information on a certain subject matter

Additional tap manui COAID. 15 MEASURES

[8dd rep mwenu

TMDA subekement

TRDG COVID <19 annowncement on permits for import and expart subedeme

Import medicine prodscts  subelement

Irmpart medical or in vitro diagnostics devices  subalamant

hp20-new-e1594813234374.png

The 'slideshow' tab

» EDIT Homepage Layout Details

GEMNERAL HEADER TOF MENLUS SLIDE SHOW MIDDLE SECTION FILTER SETS BOTTOM MENLIS

Al aldagmhw ibam

hp8-new-1-e1594638556939.png

Select image

<> B T

hp9-new-e1594379926499.png

o Upload image to your slide, the size should be 1100 pixels width x 320 pixels height .

UN Trade and Development — eRegulations Help Manual
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Type in the text you want to appear in the slide. Keywords of your text should be in bold to be
more visible and to better pass on the message.

The 'middle section' tab

» EDIT Homepage Layout Details

Op anmouncement Enshied

UN Trade and Development — eRegulations Help Manual

hp10-new-1-e1594639612440.png

Top announcement: For adding announcements at the top part of the website. To add switch
on the enable button, then select the type of information you want to add and finally type the
content you want to display in the text tab

Tewi

hp21-new-1-e1594816408365.png

Boxes : corresponds to the 4 boxes of links to presentation media or descriptions. For each
box, insert an image of 232 pixels width x 159 pixels height . You can put a ‘'weblink’, a 'video'
or a link to the 'feedback’ module in these boxes or simply put an image or illustration (with no
hyperlink).Content of the boxes:

Bottom announcement: For adding announcements at the bottom part of the website. To add
switch on the enable button, then select the type of information you want to add and finally type
the content you want to display in the text tab

hp22-new-e1594818584929.png
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The 'Filter sets' tab

r EDIT Homepage Layout Details

GENERAL HEADER TOP MENUS SLIDESKHOW MIDDOLE SECTION FILTER SETS BOTTOM MENUS FOOTER

gl filcer set

m Visas and permits  x Property and enwironmental compliance = Sectoral licences = County permits K

Slarting a business

Preset filter(s)

L+

Filters in the tab
Select type of business f  Type of business n O

hp23-new-1-e1596460520552.png

The 'bottom menu' tab

* EDIT Homepage Layout Details

GENERAL HEADER TOE MERLIS SUDESHOW RADDLE SECTION FILTER SETS m FOOTER

Sz BBroe sesiis Collapaaile -

i yws, aniy e manu hitte sl be
ik S ST, The meviul CoMneT

will he wisihie wohan choling
A DO ety
m Sarviie o InvEses Taupsper senies Work permits and woas  Soclsl saourity Laedd and propemy Sampal parenins Expor processing zones
Tide - Start a business in HKamya
Wisibiliny : .:j
AL : menu'l
o aniesi mame

hp14-newPNG-e1594381346630.png
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Title :

Visibility :

URL :

lcon :

Plus URL :

Start a business in Kenya

@

menu

select image

menu

hp16-2new-e1594647369965.png

« the name of the group: title of the menu

o the visibility of the menu

o the link (URL) to the respective menu page

« the icon that appears on the left side of the title. These icons are pre-configured and generated
automatically (size: 35 x 35 pixels)

o the plus URL : link to the procedures page behind the '+' icon

Submenus ;

[Add procedure]
[Add separator]
[Add end-separator)

The 'footer' tab

Start a local company for citizens

Start a local -.':ﬁ'n.-.n;."':h-' fore gners
Fe'g:'-'.:" ng a branch af a "v':-'-rlgn COMp ANy
ch-.‘-'.!:-' & 500 proprietorship

EQEIE'.‘!" a8 partnership

Register a limited liabiliey partnership
Obtain infarmation on a company in Kenya

hpl7-new-e1594644427863.png

UN Trade and Development — eRegulations Help Manual

e e
2 SRS SV S
=¥ = ISP =P EENSR

34



F EDIT Homepage Layout Details

GEMNERAL HEADER TOP MENLUS SLIDESHOW MIDDOLE SECTION FILTER SETS BOTTOM MENUS
Manage cantent through 0
WYSIWYG editor:

Footer : aim | E I ¥ = E = E E OO = A F =& 0 —

hp18-new-e1594382151199.png

e Index

« > Editing of the public interface

Index

6. Menu page

https://help.eregulations.org/index.php/menu-page-joan/
The menu page shows the list of procedures (or objectives) and their sub-categories (also called
sub-objectives). For example company creation is the main objective with different sub-objectives
which define the precise type of company to be created such as local company, foreign company,
local branch of a foreign company, etc. This page contains a text space to put brief explanations on

the procedures. You can also upload images on the right side of the page, illustrating a concept
related to the procedures.

Menu structure

The tree of objectives

PUBLIC INTERFACE

LAYOUT HOMEPAGE

TEAM PAGE

Menul-new.png
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MENUS TREE

= Menu ETree

Q %

- STARTING A BUSINESS
[ Starting a local company

menu2-new.png

Procedure sheet

'General' tab

m INFO APPEARANCE MAPPING SUB-MENUS

You may access this menu ac bopaikenyp eregulatonsorgfmenul

MName of menu Starting a busingss

Menu is visible in Bl = Bl =
languages:

15 wizible to all vizitors: [ )]

I o, phis msnu Wil e
wisibie only when
canmnectad o CONECFIenCy
FELE

Memu parent 4 m

b ] TPESTARTING A BUSINESS

menu-1new-e1602853892207.jpg

'Info' tab
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GEMERAL m APPEARANCE MAPPING SUB-MENUS FEEDBACK RECEIVERS

You may access this menu at: hitp:/fkenys.eregulations.orgfmenu/1 02

Image (Fixed Size : select image
435px*123px):
Description of menu O S @4 oA D e @ BF e —|oF

=t
m

M T4 = = | o A | Paragraph  ~ FontMame - Size S

Bocial security refers to protection measures or programs which are meant to
promote the welfare of the population and protect against economic and
social distress. The social security scheme in Kenya is in the form of National
Social security Fund (NSSF) and a health insurance scheme which is the
Mational Hospital Insurance Fund (MHIF). The Government of Kenya has made
the two schemes mandatory for all employers and employees. Self employed
individuals may also subscribe to the schemes.

Menu-2new.jpg

e Leave the image section free.
« Description of menu: explanation which applied to the objective, and/or sub-objectives.
o Keywords for search engines(google, yahoo, bing, etc.).

o Description that appears under the title of the objective in search engines.

'Appearance’ tab

UN Trade and Development — eRegulations Help Manual
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GEMERAL INFD MAPPING SUB-MENUS FEEDBACK RECEIVERS

You may access this menu at: httpof/kenya eregulations.org/menur]

Info for public big menu display

Is visible in public site [ @)
menu:

Mb of columns in submenu 5

section:

lcon: select image
Active lcomn: select image

Info for public menu page display

Image 1: select image

menu-7new.jpg

e Switch on the "is visible in public site menu tab" to make the procedure visible on the public
interface. If you switch it off the procedure will not appear in the menu in the public interface

e Select the number of columns in sub-menu section.
o Upload icons, they will appear on the left side of the procedures titles.

« Images (1,2,3) appear on the right column. The size of the images should be: 255 pixels width
X 227 pixels height .

'Mapping' tab

UN Trade and Development — eRegulations Help Manual
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GENERAL INFO APPEARANCE m SUB-MEMNUS

You may access this menu at htip/kenya. eregulations.org/menur]

Select objective/block for | STARTING A BUSINESS

menu
| REGISTER A LOCAL COMPANY

! INVESTOR SERVICES

L IMMIGRATION SERVICES
PAYING TAXES

| SOCIAL SECURITY

| LAND AND PROPERTY

| BUILDING AND CONSTRUCTION

| SECTORAL PERMITS

R e Bk R D B

INVESTMENT INCENTIVES

menu-4new.jpg

Sub-menu' tab

GENERAL INFO APPEARANCE MAFPPING FEEDBACK RECEIVERS

You may access this menu at: hitpdfkenya. eregulations.org/menu/1

Sub-menu
[0 Starting a local company

[0 Registering a branch of a foreign company

menu-5new-1.jpg

3

Menu44

'Feedback receivers' tab

UN Trade and Development — eRegulations Help Manual
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GEMERAL INFD APPEARANCE MAPPING SUB-MENUS

Feedback receivers : add feedback user

List with alf the users that
will receive feedback when
the visitors will comment

this menu

menu-6new.jpg

Norms of drafting texts in menu pages

Parent objective (level 1 of the menu)
o Names of objectives should be precise and point to an operation that the investors or citizens
want to do. Example'Business registration’, '‘Land transfer’, etc.

e The description of the objectives should be simple and concise it should say what is useful for
the visitors in addition to the information they can see in other parts of the system. Remember
that the goal is not explaining how to reach an objective here since this is described step by
step in the procedures page.Write the texts in the editor's HTML mode and use the below
format: First sub-title First paragraph Second sub-title Second paragraph Third paragraph etc.
The following elements can be added to the paragraphs: text in orange link To insert an image
linked to a document you can put the following code:

o The three images of the right column are uploaded through the "appearance" tab

e There is no need to do the mapping (link the menus procedures to the tree of objectives) at this
level of the menu.

First sub-title

Second sub-title

Sub-objective (level 2 of the menu)

o The description of the sub-objectives should be a simple and concise text giving concrete and
useful information about the sub-objective.Write the texts in the editor's HTML mode and use
the below format:Paragraph 1Paragraph 2 The following elements can be added to the
paragraphs: text in orange link

e You should do the mapping i.e. link the procedure to the tree of objectives, to make it visible on
the public interface .

e Index
¢ > Menu structure

e > Norms of drafting texts in menu pages
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Index

b B a —|lep

enite = Tomafio = | BB ver/Editar Cédige :

Menu55

7. Objectives

https://help.eregulations.org/index.php/objective-agnes/

An objective is an operation that investors or citizens want to achieve. In the system, an objective
is a folder in the tree of objectives with sub-folders, blocks and steps.

4 STARTING A BUSINESS
4 Company registration
Register a local company for foreigners
Register a local company for citizens
Register a branch of a foreign company

Screenshot-2020-08-13-at-14.26.05-e1597318125866.png

How to create an objective?

a STARTING A BUSINESS
e Register a branch of a foreign company
Reglistering a branch of a forelgn cormpany (onling) Mombasa
Registering & branch of a foreign company [Mairebi)
Registering a branch of a fareign company (Kisumu)
Register a branch of foreign company (General)
Screenshot-2020-08-05-at-11.21.44-e1596615784388.png

Create an objective

e The name of the objective
o Its parent, select "Root" if this is the parent objective (main operation).

e Save the objective.

blo9-new.png
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» CREATE OBJECTIVE

Mame of the objective: =

Parent El @ rooTt
F O STARTING A BUSINESS

O | REGISTER A LOCAL COMPANY
PO INVESTOR SERVICES

O IMMIGRATION SERVICES

Screenshot-2020-08-05-at-11.32.23-e1596616537537.png

How to edit an objective?

blo9-new.png

1]

blo10-new.png

blo1l1-new.png

blo12.png

Screenshot-2020-10-27-at-16.53.58-e1603806920537.png

N

blo13.png
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Register a local company for foreigners (Nairobi)
4 ||| Company registration
=] Apply and pay for company registration
| Obtain company registration
4 || ] Obtain taxpayer registration
] Apply for director's PIN
| Apply for investor registration and request for PIN facilitation
] Obtain endorsement letter
_~] Obtain director's PIN
| Apply for company PIN
] Obtain company PIN

Screenshot-2020-08-13-at-15.42.19-e1597323955877.png

Company registration
4 Register a local company for foreigners
Register a local company for foreigners (Nairobi)
4 Register a local company for foreigners (Kisumu)
4 | | Company registration
] Apply and pay for company registration
-] Obtain company registration

Screenshot-2020-08-13-at-21.41.48-e1597345152746.png

How to link an objective to a menu?

MENUS TREE *EDIT MENU Start A Local Company (Citizens)
= Mena S Tree
GEMERAL INFO m SUA-MENUS FEECAACK RECEVERS
] ®
4 T STARTING A BUSINESS Wi may acoess this menu at: Frp i fkenyg sregulalions orgimenu’d
4 T Startiveg a local compary

| S5art & local company (<itkiens) Sebect objecthve/black for 4[] STARTING A BUSINESS

T Searn & bacal company (fereigner) - O  Compary registration

[ Register a local company (Forsigners witha O Saning a local company Tor a Toreigner

I8 Searm & hogal comrgiany Tor ctipens (Nairobi)

Screenshot-2020-08-13-at-22.27.39-e1597347094641.png

« From the menu tab on the administrative interface, go to the Mapping tab of the expected

menu or sub-menu

UN Trade and Development — eRegulations Help Manual
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o Select the corresponding objective in the "Objective tree" that appears below.

e Save the menu

e Index
e« > How to create an objective?
e > How to edit an objective?

e« > How to link an objective to a menu?

Index

8. Blocks

https://help.eregulations.org/index.php/blocks-joan/

To make the procedure easily understandable, we divide it into several parts called "blocks".

What is the purpose of blocks?
How should you group steps?

e Steps that belong to the same entity
o Steps that are done for reaching a common objective (ex. preparing application documents)

e Steps of the same nature (ex. payments, etc.)

How to create and edit blocks?

Where are the blocks?

Psl1

UN Trade and Development — eRegulations Help Manual
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e Registering a branch of a foreign compa

=] Apply and pay for branch registra

[=] Obtain company registration

= | Apply for director's PIN

(=] Apply for investor registration an
._"I Obtain endorsement letter
.j Obtain director's PIN
(=] Apply for company PIN
[=] Obtain company PIN

. ational Hospital Insurance Fund - N
(=] Apply for NHIF employer registrat
[=] Obtain NHIF employer's code cod

blo1l-new-2.png

Create blocks

o Under the procedures tree on the top left there are small menus with links for creating
objectives, blocks, steps and tree > Select "block"

e A sheet appears on the right side of the page > insert the name of the block > assign it to the
objective (folder) where you want it to be and save. The name of the block should be as precise
as possible and describe the final objective of the block (ex. pay registration fees). Edit blocks
The save button allows you to modify a block and save it without publishing. Your modifications
will not appear in the public interface but will be saved in the admin site The publish button
allows your modifications to appear in the public interface The move to recycle bin button
moves a block to the recycle bin therefore disappearing from the public interface, but not
deleted from the system. The duplicate button allows you to duplicate your objective. The
cancel button allows you to cancel your modifications if you change your mind! To change the
order of steps in a block you should click the block then drag the step to where you want it to be
then publish the step to save the changes To change the order of blocks you should click on
the procedure then drag the block to where you want it to be then publish the block to save the
changes A block is a group of steps It is easier for visitors of the site to understand the
sequence of steps when they are grouped in blocks: Above is an image of how they appear in
the public interface. Norms of editing block titles Title of the block Remember to use the same
grammatical form in titles, for example if you use the noun form (payment of registration fees)
or infinitive form (pay registration fees) keep the same format in all blocks.

o The name of the block should be as precise as possible and describe the final objective of the
block (ex. pay registration fees).
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Procedures tree Databases

~| Objective [l Block § [=]5te Tree
J P

Q

Mame of block:
Is Optional:

Applies to objective(s)

Edit blocks

blo2-new.png

Company registration

4 [] [ 1 STARTING A BUSINESS
4 [] 5 Register a branch of a foreigr

E Registering a branch of a

blo3-new-1.png

blo9-new.png

1]

blo10-new.png

blo11-new.png
L

blo12.png
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Y

blo13.png
4 7] Registering a branch of a foreign compa

4 7] Company registration

‘.! |E| Apply and pay for branch registra

[=] Obtain company registration

blo4-new.png

4 7] Registering a branch of a foreign com

A Ll|_:| Company registration
(=] Apply and pay for branch registra
[=] Obtain Ccompany registration

4 (7 Obtain taxpayer registration
(=] Apply for directar's PIN
=] Apply for investor registration ant
F_:'I Obtain endorsement letter

F_:'I Obtain director's PIN
=] Apply for company PIN

blo5-new.png

A block is a group of steps
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Company registration (2)

n Apply and pay for branch
registration

E Obtain company registration

Obtain taxpayer registration (g

Apply for director's PIN

Apply for investor registration and
request for PIN facilitation

Obtain endorsement letter
Obtain director's PIN

Apply for company FIN

oOo00O000

Obtain company FIN

Social security registration (2)

E Apply for NS5F employer registration

m Obtain N55F certificate of registration

blo6-new.png

Norms of editing block titles

Title of the block

4 (7] Obtain taxpayer registration

blo8-new.png

e Index

e« > How to create and edit blocks
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e > A Dblock is a group of steps

e > Norms of editing block titles

Index

9. Steps

9. Steps
https://help.eregulations.org/index.php/steps-joan/

A step is any necessary interaction between the user and the administration (or a private actor
providing a necessary service, such as notaries, lawyers, etc.) or an interaction with an online
system to achieve an operation. Each step contains 9 elements that are created and edited as
described below.

Create and edit steps

Where are the steps located in the system?

Psl1

A Power connection

4 Cbtain power connection

= | Register as an investor and request for pow
] Apply for electricity supply
Site wisit to survey and design for quotation
Pay connection fees

Obtain way leave consent

Submit wiring certificates

Obtain power connection

Stepl-new-2.png

How to create a step?

e insert the name of the step : remember that it should be short and must describe the
interaction, for example: "pay tax registration fees"

e skip "category" and "is internal" choices for the time being - if the step can be done online
switch the tab on and paste the online link - if it is not mandatory but recommended then you
can check "optional”

e select the block in the procedure , where you want to place the step.

e Click on the save button and save the step.
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blo9-new.png

Procedures tree Databases

| Objective I Block Tree

step2-new-2.png

Name of step: Pay registration fees
Category User in person

Is Online:

Is Optional:

Is Internal:

Applies to blocks: 4 [ | STARTING A BUSINESS

4 7 Register a branch of a foreign company

step3-new.png

How to edit a step?

blo9-new.png

1]

blo10-new.png
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blo11-new.png

blo12.png

Y

blo13.png

Edit this step in the administrative interface

step4-new.png

How to assign a steps to procedures?
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Name of step:

Category

Is Online:

Is Optional:

Is Internal:

Applies to blocks:

How to duplicate a step?

Apply and pay for branch reqgistration

User in person

O Apply online URL: hitps:iia

4 [ STARTING A BUSINESS
4 7] Register a branch of a foreign compa
4 7] Registering a branch of a foreign ¢
™M &IC pany registration
[0 [ Obtain taxpayer registratiol
] LD Mational Hospital Insurance
O I3 Social security registration
[J [ Obtain single business perr
4 7] Registering a branch of a foreign ¢

step5-new.png

L]

blo12.png

The step sheet in the administrative interface
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» EDIT STEP Obtain Company Registration CONTENT | ADMI

m CONTACT RESULTS REQUIREMENTS COST DURATION LEGAL SOURCE ADDITIONAL INFO RECOURSE
Name of step: Obtain company registration
Category User in person e
Is Online: a Obtainonline »  URL:  htips:/accounts.ecitizen.go.k
Is Optional:

Is Internal:

step6-new.png

Content tab (step elements)

name
contact

results

requirements

costs

duration

legal source
additional information

recourse

Admin tab (step life cycle)

Audit : shows the status of the step in the consistency review, date and name of the system
user who created the step

Review : shows the list of consistency review comments on different elements of the step
Users : list of the persons who have editing rights for the step
Translate : allows you translate the step, without the need to send it to the translator

Certification : is where you register the data on the date, entity and person in charge of
certification and upload the certification sheet

Update history : lists all the changes made to the step including the date of modification, name
of the user and elements which have been modified

Norms of editing steps

Step title

UN Trade and Development — eRegulations Help Manual

N

53



o Remember to use the same grammatical form in titles, for example if you use the noun form
(payment of registration fees) or infinitive form (pay registration fees) keep the same form in all
steps.

e The title begins with a capital letter and follows in small letters.

(=] Apply for director's PIN
=] Apply for investor registration
,_'I Obtain endorsement letter

step7-new.png

e Index
e > Create and edit steps
e > The step sheet in administrative interface

e > Norms of editing steps

Index

9.5 Steps - Cost

https://help.eregulations.org/index.php/steps-cost-joan/

Costs can be fixed or variable given certain parameters. In the cost section you have the possibility
to define if it is a fixed cost, variable and add comments/explanations if needed.

Create and edit costs

How to define a cost?

« fixed cost- ex. USD 50 for company registration .

e percentage of a value - ex. 5% of the company's inventory value

o variable cost per unit - ex. USD 20 per business premises

« range of a value- ex. between USD 8 to USD 12 depending of the type of activity .

o proportion of a value- ex. USD 8 if the value of the inventory is below USD 2'000 or, USD 10 if
the value of the inventory is between USD 2'000$ and USD 4'000, or USD 12 if the value of the
inventory is more than USD 4'000

e sSOome costs are a combination of two or more of the above types

Costs in the step sheet

switch on the "Has costs tab”
add the cost by clicking the "Add cost tab"

you can also separate the costs by adding a separator through the "add Separator"

A W N P

add any comments that may be useful for the visitors of the site
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5 choose payment method
6 attach documents related to the cost
Section visibility:
Has costs:

@
@

+/or Value  Currency Operator

add cost add separator

Comments:
Choose the payment cash
methods:
Attachments add file
Cost2-new.png
Cost row

UN Trade and Development — eRegulations Help Manual

Variable

Check

Optional text

Card

A

Other

55



Is afternative to
the previous
one:

Type: fixed m %%

Currency / Value ~ KES v par Select or add new v
Optional text

Legal base: - MNo legal source - w

Jreview cost
KE5 par.

Hypothetical
Value

Hypothetical
value text

Canc

i

| Submit |

I

costl5.jpg

o is alternative to the previous costs: defines if a cost is additional to previous ones in a step, 'or’
means the cost is alternative and can replace the one placed before it.

e type: can be fixed or variable (percentage of the unit cost)

e currency/value : currency in which the cost is expressed.

e optional text : to explain to which element of step the cost applies.
e legal base: the legal justification of the cost

o Hypothetical value: hypothesis on the quantity of elements that compose the average value.
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o Hypothetical value text: explanation on the hypothetical value

Cost separators

o Title of the separator : description of the separator as it appears on the public interface.

e Applies to : filter that defines to which category of users the separator applies.

Title of
separator:

Appliesto:  —-Choose one — v

| Submit |

Cance |

cost6-new.png

Variables costs

Cost per percentage: '%'
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Type: | fixed | par n

Value 1.5000 ¥ Land purchase price -

For payment of land rate for leaseholds (areas within CED not

b arm el G B memisimeem e

Optional text

Legal base: -- Mo legal source -- w

preview cost

-

KES 1.5000 % L and purchase price For payment of iand rate for leasefolds (areas within CBD not

capiured in the previous payrofl, )

Currency /

Hypothetical .
Value of Land KES 0.0000

purchase price

Hypothetical
value text

Cance |

| Submit |

Cost7-new.png

Cost per unit: 'per’
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Is alternative to
the previous
ane:

Type:

Currency / Value

Optional text

Legal base:

preview cost

fixed m %

KES + 100.0000 par page

For certification of documents

— Mo legal source - L

KES 100.0000 par page For certification of documents.

Hypothetical
Value of page

Hypothetical
value text

0.0000

cost8-new.png

Create cost variables

Cost variables in '%'

N

Marre ol warsable :

Dperator

Labed of variabie ;

Lisbved ol Iyt et |

FAwarage vl

parcaniage-amourt-taciore

k]

ol I amoanl of Saciure

amount of e tachee|

0.00

cost9-new-1-e1599117240298.png
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e The name of the variable starts with 'percentage-' and does not have spaces.

o The label of the hypothesis is the same as the ‘variable'.

e The average value is always zero when creating the variable.

Cost variables 'per' unit

Pew

Mame of vasiable

Lperatar

Lab=l o wprighls

Labes| odf Feypiitieesis

Assraps value

+f

per-dedaed-emploree

=

de(iEtesd emigyed

quaniity ol declared emplopesis)

0.0

Cost10-new-1-e1599118108278.png

The name of the variable starts with 'per' and does not have spaces.
The label of the hypothesis is 'quantities of...(s)".

The average value is always zero when creating the variable.

et Value Currency Operator Variable Optional text
1 50 K nane For ennuel land rate for freehold land! peni urban erees
and
= CEC
I or 1.5000 KES " purchase th i
price

costl1-new-e1603456077310.jpg

Details of the first row
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& altErnative b8
T prEiaus

L1 a0

Typ=

Currency [ Vakes

Optagnal text

Legal base

preview cost

KES TSRO0 For stk land rafe for freehoid iandy pevd Lwrban Sreas.

Far annial land rate for freahold land! pan urban areas

— Mo egal source -

Submit | I

fNceE

cost-12-300x279.jpg

Detail of the second line of cost

|5 ARETTATE T

the prervicis
one

T,pE

Vakm

Optiorsl tea

Leg# SaiE

cant

s
(el 48T porThume prce For peear off Land rage dne degaebolde [ecean wrtfie R nnd

Frmied par “_

1N B Leand purchase price

For payment of land raie for leasenolds {amas within CEO not

mmrierd b S nresdeeoss rosars®

— o begal source — b

canned in ot preiols parall ]

Curraney |
Hyporhedos
‘Wbl ol Lard
purheess perios

sypaifistice
e e

| Suomz | : LEri0E

cost13-285x300.jpg

This is how it appears in the public interface:
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Cost €A

This is an estimate based on a series of assumptions which you can meodify to calculate your own costs:

Cost detail Estimate your cost

KES 1,500
For annual land rate for freehold land/ peri urban areas

or KES 0 - 1.5 % Land purchase price =

For payment of land rate for leaseholds areas within CBD not captured 3I].l]d v 0
in the previous payroll,

costl4.jpg

e Index
« > Create and edit costs

e« > Create cost variables

Index

9.1 Visibility
https://help.eregulations.org/index.php/steps-visibility-joan/

There are several elements in a step sheet that you can hide from the public interface. For
example if a step has no cost you can make this section invisible and it will not appear in the public
interface.

Visibility of step elements

» EDIT STEP Obtain Company Registration CONTENT
MNAME CONTACT REQUIREMENTS COSsT DURATION LEGAL SOURCE ADDITIONAL INFC RECOURSE
Section visibility: a
Visi2-new.png
o Contact
e Results

e Requirements
o Cost

e Duration

o Legal source

« Additional information
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e Recourse

Visibility of sub-sections

add cost add separator

Comments:

Choose the payment cash Check Card
methods:

visi3-new.png

Waiting time in gqueue

Time Spent at a Counter [ @)

Interval Min - Max: MIN:

Hours: Minurtes: Hours:

00 05 W 00w

Waiting time until next step

Visi4-new.png

e Index
e > Visibility of the step
e > Visibility of step elements

o > Visibility of sub-sections

Index

9.2 Results

https://help.eregulations.org/index.php/steps-resultsjoan/
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A result is what the user receives from an entity at the end of a step.

Types of results

What are the different types of results?

1 Final results are those that the user can keep and can be used in other procedures (ex.
investment certificate). Usually these are the results that the user is looking for when he starts
a procedure. In the procedure summary page final results appear under "Results" section, with
an orange color band.

2 Intermediary results are those that are obtained during the procedure and are necessary for
getting the final result. They only appear in the steps under "Expected results" and are not
visible in the procedure's summary page.

3 Appointment is a kind of result that is obtained when processing a request takes a given
number of days. Usually the date is told orally to the user and there is no document. To
illustrate this kind of result you can use one of the two images here and upload it in the
"Expected results" section in the step. This kind of result does not appear in the procedure's
summary page:

4 "Information" is another kind of result which is given orally. It is not common to document a step
with no concrete results, the purpose of the system is to give as precise information as possible
to the users. However, in certain cases, particularly when the procedure is not clear within the
institution or if there are many variables depending on different cases, some institutions
recommend the users to go and obtain information orally. This type of result does not appear in
the procedure's summary page. You can use one of the images below to illustrate information:

Results (6)

EERTHICATE OF IHCOSPORATIN E ¥ [ —

B
1‘]
|

COLTD

resul-new.png
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Payment receipt

resu2-new.png

resu3-new.png

Create and edit results

How to create a result?

CHOOSE A TYPE CHOOSE A DOCUMENT SELECT DOCUMENT PROPERTIES

resu7-new-e1603445900702.jpg
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Add a result of step X

CHOOSE A TYPE CHOOSE A& DOCLMEMNT SELECT DOCLUMENT PROPERTIES
Create document -
choose one L
B Fle 0O wsL
il ik
AT AT

|.,.|

— =

resu3-2-new-e1597914844788.png

Document name : is usually the name of the document that is obtained.
Document type : select the type from the drop-down menu.

Document file : attach the sample document given at the end of the step. It is best to use jpg.
format for one pager documents and pdf for documents with several pages

4 Document thumbnail : shows a preview of the file (dimension: 110px by 140px).

How to edit a result?

&

Lapiz.png
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Edit a result of step

CHOOSE ATYPE CHOOSE A DOCUMENT SELECT DOCUMENT PROPERTIES

Document on which this requirement is based:

Type Attachments
document (m]

Is final result of
objective:

Number of: Qriginal 1 Copy 0 Legal base:

resub-new.png

How do results look like in the public interface?

Procedure's summary page

Results (6)

Certificate of
incorporation

List of shareholders
and directors- CR
12

Resu4-new.png

Step sheet
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Expected results

A

CEH TiCk TE OF s Pl Tle
- - - GO LT

Resu6-new.png

e Index
e > Types of results

« > Create and edit results

Index

9.3 Contact

https://help.eregulations.org/index.php/steps-contact-agnes/

The entity, unit and the person in charge of a step are registered in the "contact" section. All
components of contacts are saved in a separate database.

Description of the contact

Contacts structure

1 the entity in charge: a public institution (ministry, municipality, etc.) or a private entity in charge
of the step or an online portal where applications can be made.

2 the unitin charge: division of the entity (devision, department, reception desk, etc.) that is in
charge of the step inside the entity

3 the person in charge: the person directly in charge of the operation in the unit. If two persons
are in charge, names and a photo of both persons should be registered. If more than two
persons are alternately in charge, the name, photo and contact details of the head of unit are
registered as the person in charge of the step
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Contact details

Energy & Petroleum Regulatory Authority

Entity in charge UL 171 Enarge

EMERGY & PETROLEUM PETROLEUM AND GAS
REGULATORY AUTHORITY DEPARTMENT

Eagle Africa Centre, Longonot road, Maon: 08:00- 13:00, 14:00 - 17:00
Upperhill. P. 0. Bax 42681 , Nairobi Tue: 08:00-13:00, 14:00-17.00
00100 ‘Wed: 08:00 - 13:00, 14:00 - 17:00
Tel: +254 202 BAT 000 / +254 202 Thu: 08:00-13:00,14:00-17:00
847 200 Fri:  08:00-13:00,14:00-17:00

Tel. 1: +254 202 717 603
Email; info@erc.go.ke
Website: www.erc.goke

1 2

Person in charge

IAM KAMDIE BETT

Assistant petroleum officer

Tel: +254 703 336 285 / +254 709
336 215

Email: ian bett@erc go ke

Screenshot-2020-08-13-at-23.07.27-e1597349750988.png

e An entity in charge is formed of one or more unit(s)
e Anunitin charge is formed of one or more person(s)
e Aunit only depends on one entity in charge

e A person only depends on one unit in charge

Attachments:

Con3
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Contact details

Entity in charge
BANK

e List of KRA agent bank account details

Screenshot-2020-08-14-at-00.41.13-e1597354999133.png
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File name: List of KRA agent bank account details

FEFile QOURL
Document; Select file
M KRA-Bank-Accounts-20052015.pdf [
select image
M Screenshot 2020-08-14 at 00.45.25.png [
Document
thumbnail:

| submit | [ cancel |

Screenshot-2020-08-14-at-00.45.53-e1597355256967.png

Name of the file : the complete name of the file

2 Type of file : indicates the format of the file if it is a URL (link) or a document - it is best to put
documents in jpg (if it is a one pager) or pdf (if it has more than one page) format

3 Documents attached : remember, if you select format of the document file, you should definitely
upload an attachment
4 Thumbnail : loads a preview of the file (dimensions: 110px per 140px)

Where are contacts configured?

Screenshot-2020-08-14-at-01.00.00-e1597356120244.png

» EDIT STEP Apply To Be A Registered Investor

MAME RESLLTS REQUIREMEMNTS: COsT DURATIOM LEGAL 50URCE ADDITIONAL INFO RECOURSE

Section visibility: [ 8]

Screenshot-2020-08-14-at-00.57.09-e1597355920808.png
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How to add a contact?

Entity in charge

Select an Entity in charge x

Q [ Mew Entity in Charge I
#  Communications Authority of Kenya 152

#  Advocate 0

#  Advocate g

# Bank 35

#"  Business Registration Service 133

# Cash office - City Hall 33

# Certified public secretary 0

Screenshot-2020-08-14-at-01.07.11-e1597356535767.png

Add a new entity in the database of the entities in charge

e Full name of the entity

o Full address (street, number, city, post code)
o Country

e Phone number(s) and fax(es).

o Email and website

o Choose image of the entity in charge

e The schedule of the opening hours of the entity in charge must always be registered starting
from the left case. Each line can be copied in the following one with the link "Copy".

e Add any useful information about the working hours that could be useful to the user.
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Add an Entity in charge

Mame of entity in
charge:

15 wisible in public
directory:

Is Onlire;

Address;

Country:

Google Maps URL: @

Phame:

Fax:

Ernail;

Website:

Unit in charge

L@

Street City ZipCode

- Salect -

Screenshot-2020-08-14-at-01.11.32-e1597356781229.png

Select an existing unit from the database
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Choose an Unit in charge ®

Collection of certificates counter Number 4
Account's departmient

Account's desk

Account's office , 3rd floor room 324

Accreditation desk - 10th floor

Advocates offices

AGPO Counter - Mumber 13

AGPO Office Nhip dé chon
AGPO office - &th floar room 635

Alien card collection counter - Number 1

Screenshot-2020-08-14-at-01.18.15-e1597358241767.png

Add a new unit in the database

Full name of the unit
click on Add picture to load the picture of the unit in charge

entity to which the unit depends on

l Mew Unit in Charge J

12

4

working hours schedule: if the schedule is the same as the entity in charge, select "schedule
inherited". If it is different, complete the unit schedule, following the same rules than the ones

for the entity in charge

Any other information about the Working hours schedule of the unit in charge that could be

useful to the user

UN Trade and Development — eRegulations Help Manual
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Add an Unit in charge

Name of unit in
charge:

Is visible in public
directory:

Image of unit in
charge:

Entity in charge:

schedule inherited:

Please indicate the
openning hours

Communications Authority of Kenya

Monday

Tuesday

Wednesday

Thursday
Friday
Saturday
Sunday

O dosed
0O closed
0O dosed
O closed
O closed
O closed
O cdosed

Screenshot-2020-08-14-at-01.40.01-e1597358467175.png

Person in charge

Selecting an existing person in charge from the database

O n/a

Onfa Copy
On/a Copy
O n/a Copy
Onfa Copy
O n/a Copy
On/a Copy

e

Choose a person in charge x

Q se

UN Trade and Development — eRegulations Help Manual
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Erastus K, Gitau

Mational Bank of Kenya Cashier

Abiud Nyabunga
Abubakar Salim
Abubakar Salim
Accountant
Accreditation officer
Agnes Ndambo

Allan Gisanga

| Mew Person in Charge ]

o
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Screenshot-2020-08-14-at-01.45.12-e1597358777959.png

Adding a new person in charge to the database

name of the person in charge

« function of the person in charge

e phone number

e email

e click on Add picture to upload the photo of the person in charge

e the unit to which the person belongs

Add a person in charge 0 x

Hame of person in
charge:

I5 visible in public ‘:}

directory:

Profession:
Phone;

Email:

Image of person in -
charge: select image

A

Unit in charge: | Collection of certificates counter Number 4

Register | Cance

Screenshot-2020-08-14-at-01.47.56-e1597358965231.png

How to edit a contact?
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Screenshot-2020-08-14-at-02.02.05-e1597359791932.png

Name of entity in
charge: Kenya Investment Autharity

15 visible in public ‘:}

directory:
Is Online:
Street City ZipCode
Address:  UAP Old Mutual Towers, Upper Mairobi 00200
Hill, 14th and 15th floor P

ar

Country: | Kenya
Google Maps URL: @ hitps./iwww.google.com/maps/search/uap+oid+mutual «tower+kenya/@-1,2087749,36.81213

Phone: +254 (730) 104-200 +254 (730) 104-210

Screenshot-2020-08-14-at-02.04.10-e1597359913163.png

e Index
e > Description of the contact
e > How to add a contact?

¢ > How to edit a contact?

Index

9.4 Requirements

https://help.eregulations.org/index.php/step-requirements-agnes/

Requirements are conditions or documents that citizens (or investors) are asked to presentin a
step to obtain a result. In the eRegulations system, requirements are registered in a specific
database. Very ofter the results of one step is the requirement of another step.

Types and categories of requirements

Categories of requirements

e "Generic" ones are those administrative documents that investors or citizens already have
them in their personal archives before starting a procedure. Example: passport, identity card,
etc.
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o "Results of previous steps”, are documents that are obtained in the course of the procedure
and required in the same procedure. Example: receipt of a payment, proof of bank account,
etc.

Types of requirements

o Forms - downloadable ad usable: these documents can be downloaded from the system filled
and presented to the administrations.

e Forms - to fill online: users can fill in the form online through the system.

o Forms - sample: these forms are not usable and just serve as samples for the users to see
what the form looks like.

e Documents: all other documents except forms (ex. ID card, receipt of payment, copies of
contracts, etc.)

o Information: such as tax registration number, name of parents and other kind of information
that is required at the administration's counter and is given orally

o Other: requirements that do not enter in previous categories, such as "physical presence of the
applicant"

Order of requirements
¥

Flecha

1 Forms - downloadable and usable
2 Forms - to fill online

3 Forms - sample

4 Results of previous steps

5 Documents

6 Information

7 Other

Add and edit requirements

Add requirements
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CHOOSE A DOCUMENT SELECT DOCUMENT PROPERTIES

O KPLC acknowledgement letter
document

[0 Mobile number
i

O oOnline visa application form
fillable online

O Permit cover letter
document

[J Registration card for Mational Council for People with Disabilities.
dacument

O society Minutes
document

O Structural idemnity form
document

Screenshot-2020-08-14-at-12.54.51-e1597398991529.png

e "generic" requirements.

o documents which are "results of previous steps", Forms/Application letters, new requirements

etc.

CHOQOSE A DOCUMENT LELECT DOOUMENT FROPERTIES

Documsnt on wisich Chis reguiremant is based: Architectural drawings

Type: WTaghmencs

OOCLMmET &l

el tdarster of: Qrigial Comy
Legal bag. = ez ngpal soume - 3 Lummes|

Screenshot-2020-08-14-at-15.32.31-e1597408478451.png

Order : mention if the requirement adds up to others or if it is an alternative to another one.

2 Quantity : mention the number of originals, copies and/or authenticated copies which have to

be presented.
3 Comments : if necessary, add any comment or information.

Legal base : select the legal base justifying the requirement.

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png
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Create a new generic requirement

Screenshot-2020-10-13-at-16.05.52-1602594390456.png

CHOOSE A DOCUMENT SELECT DOCUMEMNT PROPERTIES

Create document

H Ak us

e ey

(LR fefial i}

Screenshot-2020-08-14-at-15.43.09-e1597409127222.png

CHOOSE & DOCUMENT SELELT DOLLISENT PROPERTIES

Dooument on vehich this requinemsent is based: DocumeEnt samphe

Ty Arischmence
T
% ST [0 ;
TR [dw 0il DRd Hamizss ot Crigina Cafp daheee
Lagad 2ann: |~ WD el S - Caremani

Screenshot-2020-08-14-at-15.43.37-e1597409107834.png

Description : you can leave this part blank

Type of document : select the type of requirement

A W N P

image, or a form is attached

Name of requirement : put the precise hame, if it is a document, put the name of the document

Attachment : select if there is an attachment to the requirement, in almost all cases a sample,

5 Upload attachment : if the requirement is a document it is best to use the jpg format (if it is a

one pager) or pdf (if several pages)

6 Thumbnail : you will see a preview of the file (dimensions: 110px x 140px)

How to edit a requirement?

UN Trade and Development — eRegulations Help Manual

80



Screenshot-2020-08-14-at-15.58.41-e1597410057871.png

Requirements separators

What is a separator?

e Individual traders and companies : The list of requirements for completing an operation are not
the same for an individual trader and a company, in such cases two separators are created.
Remember to upload the full list of requirements per each case/separator even if some of them
are in common.

e Non-residents : in some cases non-residents have to present additional documents, they are
registered under a separator.

o Representantive : if the step can is done by the representative of the user, additional
documents might be required, they are registered under a separator.

o Legal base : the specific norm that justifies the requirement.

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

Title of
separator,

How to add a requirement separator?

Applies to:  --choose one --

Subrmit | Lance

Screenshot-2020-08-14-at-16.03.31-e1597410326497.png

1 Title of the separator : put one of the titles mentioned above or any other one depending on the
case. Application : Select from the drop down menu to which field the separator applies:
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1 Title of the separator : put one of the titles mentioned above or any other one depending on the

case.

2 Application : Select from the drop down menu to which field the separator applies:

¥ --chDOSe one --
All
Individual investor
Corporate investor
Corporate investors
Representative
Special case (not in summary)

Screenshot-2020-08-14-at-16.07.15-e1597410537196.png

How do requirements appear in the public interface?

Procedure summary page

Required Documents (24)

Acknmulegu'nent
receipt (x 2)

[y s wmmenms cory e

246 :
E.usines permit (x
2)

Step sheet

Certificate of
incorporation (x

Company PIN Manufacturing
Certificate (x 2) process flow chart
(x2)

Proof of la Tax compliance Route sketch (x 2) KEBS Certificate
ownership (x 3) certificate (x 2) of compliance
with standards (x

Screenshot-2020-08-14-at-16.10.04-e1597410703503.png
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Requirements Representatives @0

For individual irvestor

Cover letler fanginall

|t'=‘ﬂlllll:llm addressed to the Managirg Director Eenya Investment Authority requesting for investar registration
“and faraign taxpayar pin TaciEation,

* Irrvestment application farm [original)

PIN acknowledgmant receipt - non resident farginal)

" Certificate of incorporation (copy)

Sigred memorandum of a company with share capital-CR2 (copyl

Proof af investmant [capy

Prao! al imestment can be in form of & back stabesnent (Whather from a local bank or a farsign Bark], Fquigmant
and assets an site or inform of an import declarstion forms freceipis showing that the investcr has alresdy bougbg
equipment fassets worth that amount ar any other svidence that the amount fo be invested is 100000 USD.

7. B Passpart icopy)

Displaying the curient visa page.

In addition for representatives
1. 8 Ageni's current praclising certificate joomy)

FA

e Index

The agent can either be an advocaie or an auditor.

Letter of authority (copyl
Far the designated representative of the branch - sigred iy the CEQ or similar of the forelgn campany.

Screenshot-2020-08-14-at-17.09.05-e1597414221778.png

e > Types and categories of requirements

e > Add and edit requirements

« > Requirement seprators

e > How do requirements appear in the public interface?

Index

Req7
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Req6

9.5 Cost

9.6 Timeframe

https://help.eregulations.org/index.php/steps-timeframe-agnes/

"Timeframe" indicates the total duration of the step, from the waiting time in queue to the time the
user has to wait before being able to process the next step.

Duration of a step

CONTACT RESULTS REQUIREMENTS COsT DURATION LEGAL SOURCE ADDITIONAL INFO RECOURSE

Screenshot-2020-08-20-at-14.16.23-e1597922436722.png

Duration of a step
e Waiting time in queue : indicate the minimum and maximum minutes and/or hours that the user
has to queue to reach the civil servant's counter.

« Attention at counter : indicate the minimum and maximum minutes and/or hours that the
interaction with the civil servant lasts at counter.

e Waiting time until next step : indicate the minimum and maximum hours/days that the user has
to wait before being able to process the next step.

e Additional information : indicate any necessary information that might be useful to the user
regarding the duration of the step.

o Attachments: upload any relevant files that might be useful regarding the duration of step.

Waiting time in queue 0
Interval Min - Max: MIN: MAX:
Hours: Minubes: Howrs: Mirnutes:
0a : 00 5 0o ¥ oo H

Screenshot-2020-08-20-at-14.22.51-e1597922767837.png
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Time Spent at a Counter [ B
Interval Min - Maoc: MIN: MAX:

Hours: Minutes: Hours: Minutes:
[1}] s [1]3] — [1}2] E [14] —

Screenshot-2020-08-20-at-14.27.59-e1597923099322.png

Waiting time until next step @)

Interval Min - Max: MIN: MAX:
Days. Hours: Days: Hours:

m H 0a = m = 0o 3

Screenshot-2020-08-20-at-14.38.40-e1597923597602.png

Additienal Info: &

Camments

Screenshot-2020-08-20-at-14.55.00-e1597924666279.png

Attachments add file

Screenshot-2020-08-20-at-15.13.48-e1597925685259.png

How does the timeframe appear on the public interface?

In the procedure's summary page

Total Duration

~
Min. Max.

Total time (sum): 26d 49d

of which:

Waiting time in queue (sum): 10mn 20mn

Attention at counter: Th. 20mn 1d 1/2

Waiting time until next step (sum): 25d 47d

Screenshot-2020-08-25-at-12.44.48-e1598349312957.png

In the step sheet
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Time frame

Waiting time in gueus: Min. 10mn = Max 20mn
Attention at counter: Min. Smn - Max. 10mn
Waiting time until next step: Min, 4 days - Max 15 days

Screenshot-2020-08-25-at-13.17.25-e1598350765642.png

e Index
e > Duration of a step

e > How does the timeframe appear on the public interface?

Index

9.7 Legal justification

https://help.eregulations.org/index.php/legal-justification-agnes/

Legal justification is the specific norm that justifies a step and its elements. It is important to
mention the exact section and article where the existence of the step (and its elements) is
explained and justified.

How to define which legal justification applies to a step?
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Obtain power connection (7)

2
B8
4
5
6
g

Register as an investor and request
for power connection facilitation

Apply for electricity supply

Site visit to survey and design for
quotation

Pay connection fees

Obtain way leave consent

Submit wiring certificates

Obtain power connection

Screenshot-2020-08-25-at-13.59.43-e1598355809135.png
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PART VII —RIGHTS OF WAY, WAYLEAVES
AND USE OF LAND FOR ENERGY RESOURCES
AND INFRASTRUCTURE

170. A person may develop energy infrastructure,
including but not limited to electric supply lines,
petroleum or gas pipelines, geothermal or coal
infrastructure, on, through, over or under any public,
community or pnivate land subject to the provisions of
this Act and relevant written law.

171. (1) A person who wishes to enter upon any
land, other than his own to—

(a) undertake exploratory activities relating to
exploitation  of  energy  resources and
development of energy infrastructure, including
but not limited to laying or connecting electric
supply lines, petroleum or gas pipelines, or
drilling exploratory wells;

(b) carry out a survey of the land for the purposes of
paragraph (a),

shall seek the prior consent of the owner of such
land, which consent shall not be unreasonably withheld:

Provided that where the owner cannot be traced, the
applicant shall give fifteen days’ notice, through

Screenshot-2020-08-25-at-14.11.07-e1598355957283.png

Legal justification database

+)

Screenshot-2020-08-25-at-15.07.25.png
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¥ CREATE LAW

Wame of rarm
b s i gkl T ﬂ
direciory
&
Document fle il Fie LIsL
AL [ |
Dacument trasmbnal aRLt mage

Screenshot-2020-08-25-at-15.39.32-1598359252968.png

Documaent fils rile i e

Shearieni e link

Screenshot-2020-08-25-at-15.47.18-e1598359686719.png

Legal justification in the system

*EDIT STEP Submit Notification OF Application COMTINT  ADMIN
HAME CONTALT RESLLTS BEGU IREMENTS cosr PURATION m ADDITIEMAL INFD RECCHIRSL
Secticn vusdity: (:l ﬂ
]
+ior Decail Mormi (o T
[ |
i nom
]
Additional Info:
a
Screenshot-2020-08-27-at-11.45.39-e1598518083811.png
Structure in the admin interface
+/or Detall Marm Comments
2 4
1 + Ser 21,22 . 4= Occupational Safety and Health Act, 2007 g & 4 (|
add norm 4
Additional Info: &0
Comments:

Screenshot-2020-08-27-at-12.49.44-e1598522505518.png

1 Add norm : click on add norm to see a pop-up window linked to the database and select the
norm from the database
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2 Additional or alternative norm : the '+' sign means that it adds up to the previous norm, "or"
means it is alternative to the previous one

Sections : insert the exact section justifying the step.
Norm : Add the exact law justifying the step, its costs and requirements
Comment : any additional and useful information or comment regarding the article/section.

Duplicate or delete : select the norm and duplicate or delete it.

~N o 0o~ W

Add alegal justification

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

+for Detall Morm Comments
2 4
1 + Ser 21,22 Oeccupaticnal Safety and Health Act, 2007
add narm
Additional Info: &
Cormmeents:

Screenshot-2020-08-27-at-12.49.44-e1598522505518.png

How does alegal justification look like in the public interface?

In the procedure's summary page
Lawrs (4] -

e Erergy Licensing of Petralaurs Basd Tramiporiation Busrsdged) RBegulaticens, 2013
[Semicng 3.4 5 & |

== Erergy Aict
|Sasctiena B0, 115

= Legal Mokice 1270 of 2004 -Energy Act (UPG) Regulatians
| Smcticns 15 )

g PEralaen Aot 2019
ISectigns 75, T4

Screenshot-2020-08-27-at-14.05.20-e1598526737879.png

In the step sheet
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Legal justification

1. Enasgry Al
| 5o 10,11 §
. om Lisgal Notics 121 of 2009 -Eneegry <L [LPG) Raguiations

| Tacon 11 )

3 = [neegy (Licenaing of Fetroleus Rosd Trasaportation Businemesy) Reguirtions, 7011
IGemmne 1.4 5]

% @ Petroleum &0 2019

| Seohor 1%, T4

Screenshot-2020-08-27-at-14.04.17-e1598526899572.png

Norms of editing legal justification texts

Name of the norm

o Put the exact name of the law, decree, circular, etc. ex. "Stamp duty act” .

o Leave the 'Description’ section empty.

Company Act 2002

Management of Objectives Blocks And Steps

Management of Objectives Blocks And Steps

Articles, Sections, numerals, etc.

« If only one section applies, this is how it is written: Sec.10
o If there are several articles, this is how they are written: Sec.10, 12, 14

« If there are several consecutive articles applying, this is how they are written:Sec.10-14 (i.e.
Sections 10, 11, 12, 13, 14)

o If a specific sub-section of a section applies, this is how it is written: Sec.10.b

o ltis also possible to have a combination of the above formats: Sec.10, 12-15, 17.c

Stamp duty act

Law9

Arsidien drticle B 10, 12, 14|

Screenshot-2020-10-27-at-15.11.31-e1603800762744.png

Articies Secd0-14
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Screenshot-2020-10-27-at-15.14.30-e1603800940929.png

artaclas Articdles: | Sec.10b

Screenshot-2020-10-27-at-15.33.23-e1603802061411.png

Articles Articles: | Sec.10, 12-15,17.¢

Screenshot-2020-10-27-at-15.36.34-1-e1603802361826.png

e Index
o > Identification of the legal justification
e > Legal justification in the system

e > Norms of editing legal justification

Index

9.8 Additional information

https://help.eregulations.org/index.php/steps-additional-information/

Additional information is any data that may be useful to the users but can not be expressed in any

of the elements of the step.

"Additional information" in the admin interface

Where is it located?

NAME CONTALCT RESULTS REQUIREMENTS COST DURATION

Section visibility:

Newimage-1.png

How to fill the "Additional info" section?

LEGAL SOURCE ADDITIONAL INFO RECOURSE

e Turn the section visibility ON Add Comments : put any information that may be useful to better
understand the step and/or procedure, be precise and only put necessary information which is
not expressed in other sections of the step. Upload documents or links, if available/needed, to

complement your comments and save .

e Turn the section visibility ON Add Comments : put any information that may be useful to better
understand the step and/or procedure, be precise and only put necessary information which is
not expressed in other sections of the step. Upload documents or links, if available/needed, to

complement your comments and save .

e Turn the section visibility ON
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o Add Comments : put any information that may be useful to better understand the step and/or
procedure, be precise and only put necessary information which is not expressed in other
sections of the step.

o Upload documents or links, if available/needed, to complement your comments and save .
Section visibility: @
Newimage-2.png

Comments: The applicant is required to submit at least 3 unique names in order of priority. Upon completion of the online
application, the applicant ought to download the online forms - CR1, CR2, CRS& and the statement of nominal

capital and have them signed then upload them in the ecitizen system. Upon submission of the signed forms, the

application undergoes review whereby the registrar checks whether the requirements have been met and
whether the forms have been signed by the requisite parties. If satisfied, it is approved upon when the applicant
will be able to download the registration certificates. If the application is missing some requirements, it will be
sent back for comections.

Newimage-3.png

blo9-new.png

Attachments add file

Newimage-4.png

"Additional information” in the public interface

Additional information

The business permit fee depends on the size of the business, location, number of employees and type of business.

Newimage-5.png

Norms of editing additional information

e bold text: bold text
« jtalic text: text in italics
e bullet points : first bullet second bullet

« numerical bullets: first bullet second bullet

o first bullet
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o first bullet
o second bullet
o second bullet
1 first bullet
1 first bullet
1 second bullet
1 second bullet

e Index
« > "Additional information" in the admin interface
e >"Additional information” in the public interface

e > Norms of editing additional information

Index

9.9 Recourse

https://help.eregulations.org/index.php/steps-recourse/

A recourse is the immediate hierarchical superior authority of the person in charge of the step, who
the user can complain to in case of delay or disagreement.

Create arecourse

» EDIT STEP Apply For Driving lcence

Pt hAE CONTACT RESULTS REQLUIREMENTS COsT OLRATION LEGAL SCHUIRCE ADDHTIONAL IMFO RECOHURSE
Section visibiliny: L&
Entity In Charge add ergicy in chares
Unit in Charge ) add wnk in charge
Farsen bn Charge @) add pericn in charps
Attachments add fike

Screenshot-2020-09-24-at-12.49.53-e1600941155494.png

e entity in charge of the recourse
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e unitin charge of the recourse

e person in charge of the recourse

1]

blo10-new.png

MAME CONTACT RESLILTS REQUIREMENTS COST DURATION

Section visibility: a0

Entity In Charge

Business Registration Service

Address : Harambee &venue F.0 Box 30031
Clity : Mairobi
ZipCode : oo0m
Country : K&rmya
Fhane : #2154 790 724 689
#3254 T90 T4 51
Email ; crifag.po. ke
Webisite hitpsiiibrs.goke

Working hours : Manday-Friday: 08:00-17:00

Unit In Charge [ &

Customer care - Business Registration Service

Working howrs:; Monday-Friday: 08:00-17:00

Person In Charge [ &

Samuel Wairegi Wahome

Prodession ; Custaomer care officer
Phame ; =254 020 2237461

+254 [0) 202 251 355
Email : walregisamuelByahoo.com

CrBag.go. ke

LEGAL SOURCE

soomona o[RS

gdit | remove | select new

fit | remove | select new

X 1

edit | remowve | select new

Screenshot-2020-10-23-at-15.47.32-e1603457431949.png

Norms of editing recourses

Title of arecourse

o The title should be the name of the entity or unit in charge of the recourse, ex. "Foreign

investment agency".
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e Index
« > Create a recourse

« > Norms of editing recourses

Index

9.10 Recycle bin

https://help.eregulations.org/index.php/steps-recycle-bin-joan/

If you are not sure of deleting a step you can move it to the recycle bin. The step will no longer
appear in the public interface, but it will remain in the database. You can find it in the recycle bin
and, if you wish so, apply it to a step again.

Where is the recycle bin?

2
Ps1

e RECYCLE BIN [empty recycle bin]

Apply for business permit online

[ Apply for unified business permit
Apply for unified business permit (Nairobi)

[ Bitumen whaolesale licence

[ Branch of a foreign company PIN registratic
Commercial buildings deductions

[ Company

[ Company registration by foreigners
Education buildings deductions

[ Electricity distribution licence

[ Electricity distribution licence

recyclel-new.png

Move a step to the recycle bin

blol1-new.png
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Apply for cottage industry licence H

User in person A4

recycle2-new.png

Empty recycle bin
]ﬁ[ RECYCLE BIN [empty recycle bin]

recycle4-new.png

Empty Recycle Bin?

Continue | Cancel |

Recycle3-new.png

e Index
e > Where is recycle bin?
e > Move to recycle bin

e > Empty recycle bin

Index

9.11 Certification

https://help.eregulations.org/index.php/steps-certification-agnes/

Certification is the last part of documenting a step. The highest authority within a department or
ministry/institution, signs the step sheet and certifies the correctness of the information.

Get the certification sheet signhed

Download the certification sheet
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summary [ & <

Submit application for licence to manufacture excisable goods

{last modifled: 15/05/2019)

Contact details

Entity in charge Unit in charge Persan in charge

KENYA REVEMUE AUTHORITY EXCISE DEPARTMENT - 17TH FLOOR LICENCING OFFICER

Times Tower Haile Selassie Avenue Mom: 08:00- 0500 Tel: +254 202 815 057 / +254 202
POBOX 48240 , Nairobi 00100 Tue: 08:00-0500 515 096

Tel: +254 202 810 00 Wed: 08:00-05:00

Tel. 1: 347342 Thu: 08:00-0500

Erail: callcentre@kra.go ke Fri.  08:00-0500

Website: www.kra.go.ke
Directions: Google maps

Screenshot-2020-09-22-at-14.57.51-e1600776997574.png

Preview & Print
Properties

Print the full procedure
© Print selected step:

Submit application for licence to manufacture excisable good: =

Include recourse information "Certification sheet" format

Screenshot-2020-09-22-at-15.22.05-e1600778402576.png

Who should sign the certification sheet?
Upload the certification sheet in the system

Scan and resize the sheet

1 Resize the image to maximum 750 pixels and in vertical form.
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2 If the certification sheet is long and printed in two pages, at the moment of scanning stick the
pages together to make one page. If the sheet is too long you can put them next to each other
and scan.

3 The scanned sheet should show all elements of the step and not just the certification part.

Upload the certification sheet in the step

¥ EDIT STEP Apply And Pay For Company Registration CONTENT  ADMIN
ALDIT REVIEW USERS TRAMSLATE LPDATE HISTORY /
Section visibility; [ ®]

Screenshot-2020-09-22-at-15.51.22-e1600779627716.png

» EDIT STEP Submit Investment Proposal CONTENT A0
ALIDIT REVIEW USERS TRAMSLATE m UPDHATE HISTORY
Section visibiliny -
Certified kel &ALy i charge
Revised by ARlECT EarTifer
Cortification Shawet o file
Certified date: [ atmimtyyyyl

Screenshot-2020-09-22-at-16.05.21-e1600780334192.png

o the certifying entity
« the certifier
« the certification sheet

« the certification date
Certifying entity
Certified by
Certification sheet

Certification date

e Index
e > Who should sign the certification sheet?

e > Upload the certification sheet into the step
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Index

10. Contacts, requirements, laws

https://help.eregulations.org/index.php/contacts-requirements-laws-joan/

"Contact details", "requirements" and "laws" are stored in three independent databases in the

eRegulations system.

Use of the databases

Direct access to the items

1 Search an item
2 Addanitem
3 Modify an item
4 Check to which step the element is related to
Procedures tree Databases .
» EDIT ENTITY IN CHARGE City Hall
Entities Units Persons Documents Laws
Name of entity in charge: City Hall
Q +]
Is wisible in public
directory:
Communications Authority of Kenya -
Kikroeate Is Ondire:
Mepceae Address: Strest
Bank City Hall, City hall way
PO Box 30075
Eusiness Registration Service
Cash office - Ciry Hall s
MNairobi
Certified public secretary
ZipCod
City Hall IS
00100
Cizy Hall Annexe
Commercial Bank of Africa Country: Kenya
County Government of Kenya
Google Maps URL: (i ]
Department of immigration: Foreign nationals m...
Department of Trade, Investment, Energy & Indu... Phone: 020-2170487
Deputy County Commissicner's office
Directorate of Occupational Safeny and Health Se...
Directorate of veterinary services ki
Ecitizen
-

Ffne mmrral

databasel-new-1.jpg
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Where are the databases?

e In Admin > Content > Databases > Entities you can find all the entities in charge that appear in
steps

e In Admin>Content>Databases>Units you can find all units in charge that appear in steps
e In Admin>Content>Databases>Persons you can find all persons in charge that appear in steps

e In Admin > Content >Databases> Documents , you can find all requirements which appear in
steps.

e In Admin > Content >Databases> Laws you can find all the laws, regulations, circulars which
appear in the steps.

Frocedures tree Databases

Entities

database2-new-e1601386340263.jpg

Entities Units Persons Documents Laws

Communications Authority of Kenya
Advocate

Advocate

Bank

Business Registration Service

Cash office - City Hall

Certified public secretary

City Hall

City Hall Annexe

database-4.jpg

Add an item to the database
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Screenshot-2020-08-25-at-15.07.25.png

Add an item to the "contacts" database

» CREATE UNIT IN CHARGE

Name of unit in charge:

Is visible in public a

directory:

Image of unit in charge: selectimage

Entity in charge: Communications Authority of Kenya

schedule inherited:

Please indicate the

openning hours Monday B ) )

Tuesday - , -
Wednesday - ' -
Thursday - . -
Friday - , -
Saturday - ' -
Sunday - . -

Working hours additional
info:

database5-new.png

+)

0 closed
3 closed
3 closed
O closed
3 closed
[ closed

O closed

Screenshot-2020-08-25-at-15.07.25.png

Add an item to the "documents" database
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» CREATE DOCUMENT

Document name

Type of document Choose one v ﬂ

Is visible in public & (O]
directory
Attach files related to @ File URL
document
select file
Document thumbnail select image

database6-new.png

+)

Screenshot-2020-08-25-at-15.07.25.png
Add an item to the "laws" databse

» CREATE LAW

Name of norm

Is visible in public @) ﬂ
directory

Document file @ File URL
select file
Document thumbnail select image

Screenshot-2020-09-30-at-14.23.44.png

L+

Screenshot-2020-08-25-at-15.07.25.png

e Index

e > Databases of contact details, requirements and laws

UN Trade and Development — eRegulations Help Manual 103



e > Add an item to the database

Index

11. Directories

https://help.eregulations.org/index.php/12-directories-agnes/

Directories of entities in charge, administrative forms and laws can be reached from the homepage.
Information of the directories comes directly from the steps.

Access to the directories from the homepage

-

- .

THINK INVESTMENTS
MAKE IT KENYA

Screenshot-2020-09-24-at-14.46.10-e1600948137717.png

B

Law ard reoems

‘"-.-\:r: d

Fonma and documents

Tanzania Investment Centre

How to select the elements that appear in the directories?

Procedures tree Databases

Entitles Units Persons Documents Laws

Q o

Law Sockety of Kerva
Meat Inspector

Mining cadasire portal

*EDIT ENTITY IN CHARGE Meat Inspector

Name of entity in charge: Muoat inspecior
e\
I5 visible in public—p |
directony: /
- -""/
1= Online:
Address: Strowt

Screenshot-2020-09-29-at-15.46.42-e1601384121518.png

Entities in charge directory
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= Communications Authority of Kenya

PO B 14448

Dietails

Cash office - City Hall
City hall way P.O,Bonc 30075

Details

Commercial Bank of Africa

Lhetants

Business Fegistration Sersice
Harambee Avenue PO Box 30031

Dertails

City Hall Annexe
P.CBox 30075
Details

County Government of Kenya

Letails

Screenshot-2020-09-29-at-16.00.23-e1601384497354.png

Cash office - City Hall

Units and persans im charge

Directory of forms and administrative documents

E3

Q

Cash courvter

Mon: 0804 - 1700
Tua: 0800 - TR0
Wed: 0800 - TR0
T, A - T
Fr 08040 - TR0
Sat 0800 - 1400

# Addri ity Faal way F.O Bow 30075
k. Tel: <254 200 TP 457
& Email: | T

Make the map bigger

Isaac Chege

Cashier
Tel +25a72257240

Ermail ra

Screenshot-2020-09-29-at-16.08.31-e1601385003241.png

Certificate of business registration
Certificate of Compliance
Certificate of incorporation
Certificate of membership
Certificate of name reservation
Certificate of registration

Certificate of registration
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Screenshot-2020-09-29-at-16.19.52-e1601385722340.png

o downloadable forms can be downloaded from the system and presented to the administration
e Forms which can be visible online

o forms which can be filled online

Directory of laws

= O Advocates Act

= O Advocates Remuneration Order 2014

m QO Cerified Public Secretaries Act

= O Companies Act 2015

e O Companies ACT Ganeral Amendment (2} Begulations 2016

= 0 Companies Act Regulations 2015

m O Income Tax Act

m O Irvestment Promotion Act 2004

m O Kerya Ciizenship and Immigration Act, 2011

e O Eenya Chtizenship and Immigration Regulations 2012

e O Labour Relatiors Act
Screenshot-2020-09-29-at-16.22.55-e1601385875107.png

e Index

e > Access to the directories from the homepage
o > Directory of entities in charge
e > Directory of forms and administrative documents

e > Directory of laws

Index

12. System translation

https://help.eregulations.org/index.php/system-translation-joan/

All the texts of the administrative interface and labels of the public interface can be modified
through the translation module. Modifications can be applied to the local system, i.e. the system
you are working on or to all eRegulations systems of the same language.
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System translation

Where can you modify the texts?

TRANSLATION

TRANSLATE
PROCEDURES

SYSTEM TRANSLATION

MEMNUS TRANSLATION

translationl-new.png

MAMNAGEMENT OF SYSTEM TRANSLATION

COUNTRY PARAMTERES LABELS

translation2-new.png

Edit a label

Labels used in all pages select other module: | Labels used in all pages hd

Name [en] Translation [si »

— Select - - Select--

LT N N N N T N

translation3-new.jpg

(T )| )

translation4-new.jpg
e If you are sure that your modifications should be applied to all eRegulations systems, save the
changes clicking on the Save to shared dictionary .
o If the modification should apply only to the system that you are working on save changes

clicking on Save to local dictionary .

Norms of translation
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Shared or local dictionary?

e Save changes to the shared dictionary only if you correct a misspelling or a terminology which
is inadequate in the system . Always look up your modifications in a reliable dictionary and
contact the Geneva team to make sure that changes you want to introduce are pertinent and
can be applied to all eRegulations systems.

e Changes can be introduces in the local dictionary if you want to adapt words and labels to
make them better understandable in the country . Make sure that your modification is pertinent,
correct and necessary for a better understanding of the users.

e Index
e > System translation

¢ > Norms of translation

Index

13. Users

https://help.eregulations.org/index.php/users-agnes/

Depending on the role you have as an eRegulations system user, you can access all or some of
the modules in the administrative interface.

In this section you will see how to attribute different user rights, for example to edit the contents of
the system, review the consistency of the information, translate, etc

Create a user

Where can you create a user?
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SYSTEM SETTINGS

VIEW FEEDBACK

COUNTRY PARAMETERS

ACTIVITYLOG

Screenshot-2020-10-01-at-15.19.40-e1601555294754.png

USERS WITH ROLE: NO SELECTION ~

8 Adi, Guracha [Guracha ]

& Amisi, Rogers [Rogers]
Screenshot-2020-10-01-at-15.53.00-e1601558774467.png

Create a new user
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* CREATE USER

Usernamie; ¥
Selact image

Passward: ¥

Mo profile

Fassword again: * plctura
present

Ernail: *
Skype id:
Title:

First name: %
Last mame: ¥

Tirmse 2o Paciic Tima {EMT -B) | ]

User roles=k Admin-administrators
admin-Ferdback
admin-Regulation-Certifiars

Consunant-admin

Screenshot-2020-10-01-at-16.29.36-e1601559347251.png

e User name

e Password

e User's e-mail address

e User's Skype identification
o User's title (Mr,Mrs, etc.)

e User's name

e User's surname

e Time zone of the system

o Rol(es) (or rights) the user has in the system

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

e image of the user

User's Roles

Administrators of the administrative interface

Admin-Administrator
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Admin-Feedback
Admin-Updaters
Admin-Publishers

Admin-Certifiers

Administrators of the consistency review

Consultant-Local
Consultant-Regional
Consultant-Admin

e Index
e > Create a user

e > Users Roles

Index

14. Country parameters

https://help.eregulations.org/index.php/country-parameters-joan/

Country parameters are elements that are specific to each eRegulations system, such as the

currency, cost variables, and third parties.

Where are country parameters?
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SYSTEM SETTINGS

USERS

VIEW FEEDBACK

COUNTRY PARAMETERS

ACTIVITYLOG

country-parameterl-new.png

E‘ KENYA

MANAGEMENT OF COUNTRY PARAMETERS

COST VARIABLES CURRENCY THIRD PARTIES FILTERS

country-parameter2-new.png

Cost Variables
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Name of variable :

Operator : none

v
Label of variable :
Label of hypothesis :
Average value :
Add

country-parameter-3-new.png

Currency

COST VARIABLES CURRENCY THIRD FARTIES FILTERS

Locacumencysrtnecounery: |

Forelgn currencies used in the system
- Seheo - [-]

LS Dallar [USD)

Argentine Peso [§] o| | am |

Argentime Peso [§]

Litd. Arak Emir, Dirharm [AED]
Afghanistan &fghani [4FA]
Albanian Lek [ALL]

ML Antillian Guilder [&NG]
Angalan Mews Kwanza [A0M]
Austrian Schilling [ATS]

Ruvetraliamn Nedlar TALITE

country-parameter5-new-292x300.png

Third parties
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Objective ] Block [=] step Tree

Q x

4 Collapse All

4 STARTING A BUSINESS
4 Company registration
4 Register a local company for foreigners
4 Register a local company for foreigners
4 ) Company registration
[=] Apply and pay for company reg
[~] Obtain company registration

New

IsEnabled:

Title:

Filters

MANAGEMENT OF COUNTRY PARAMETERS

THIRD PARTIES FILTERS

COST VARIABLES CURRENCY

Filter options used across the system

Q

UN Trade and Development — eRegulations Help Manual

» EDIT STEP Apply And Pay For Company Registration

CONTACT RESULTS REQUIREMENTS ~ COST DURATION LEGAL
SOURCE
Name of step: Apply and pay for company registration
Category User in person VI
Is Online: @ Apply online v URL:  https://accounts.ecitizen.go.ke
Is Optional:

country-parameter6-new.png

country-parameter7-new.png

country-parameters7-new.jpg
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Create/Edit filter »®

Mame:

Label:

|5 Inclusive:

Options: Add

| Save | | Cancel |

country-parameters8-new.jpg

e Index

e > Cost Variable
e > Currency

e > Third parties

« > Filters

Index

15. Content translation

https://help.eregulations.org/index.php/content-translation-joan/

The user with a translator role can/should translate the step’s content of an eRegulations system. It
is the Administrator of the system who sends the elements for translation (procedures, steps,
menus, etc) to the translator.

Translate from the translator account

Send elements of the system to translation.

e The content of an entire procedure

e The content of a step

Example for an entire procedure
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@

content-2.png

Objective dependencies x

Register a local company for foreigners (Nairobi)

Group Number of items
ohjective 1

block 3

step 13

law 15

Requirement 34
entitylnCharge 3]
personinCharge 7

unitinCharge 7

Submit | | Cancel |

content-3.jpg

& Objective sended successfully to translation! E3

Trac3
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TRANSLATION

TRANSLATE

PROCEDURES

SYSTEM TRANSLATION

MENUS TRANSLATION

content-translation-1new.png

MANAGEMENT OF CONTENT TRANSLATION

Please select objects you wish to send to transiation to sw

Elocks

Entities in charge
Generic requirements
Laws

Menu

Objectives

Persons in charge

Steps

12 0 O e O 2 O e o o S R O

Units in charge

content-translation-2-new.jpg

Create a translator account
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» CREATE USER

Username: *

Password: *

Password again: *

Email: *
Skype id:
Title:

First name: *

Last name: *

Time zone:

User roles:*

Pacific Time (GMT -8)

Admin-Administrators
Admin-Feedback
Admin-Regulation-Certifiers

Consultant-Admin

content-translation-3new.png

Translation dashboard

Translation dashboard

Contan of prpmdens | A1 v

Fleass traresiie inin: [ngiich

BLOCKS Zl,q;f

OBJECTIVES EJ

UNITS IN LJ
CHARGE

—

—

GENERIC {' 7 LAWS
REGUIREMENTS

Newlmage
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« Never translated : the element has been sent and the translator has not translated the element.
The element has to be translated.

o Uploaded :The element was translated but this one has been edited in the original language:
The translator has to verify if the translation is still corrected.

o Translated : The element has been translated and hasn’'t been edited in the original language.
Nothing has to change in this case.

Example of an element’s translation

ENTITIES IN
CHARGE

Newlmage

L] TS T STATIS

0, et by mew

S AR - Agencia Lomas S Jemos

n

30 Uricaxd Bariara Dr. Gragono Aoz Altaro

Newlmage
Hame of antity in charge: Municipis - Dirsccadn Muricipal oa Inapeocion

Municipis - Direccdn General de inspecodn Municipal

Address; . City TipCode
Manuel Casiro 220 PB Lomas do Zamora 1832
Manuel Casir 220 PR Lomas de Zamora |
Newlmage
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sock o =3

Mame of entity in charge: Municipio - Direccidn Municipal de Inspeccidn
—
Municipality - General direction of Municipal Inspection

Newlmage

e AFP - Agenciy Lomas de Jamors

15 | Mrscipin - Dirscridn Muricionl o Inspeccidn

30 Linidad Saniara O Gregond Ao Mtag

Newlmage

ENTITIES IN
CHARGE

Newlmage

Translate from the admin account

» EDIT STEP Apply And Pay For Company Registration

AUDIT REVIEW USERS TRANSLATE CERTIFICATION UPDATE HISTORY

Please translate into:

content-4.jpg
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Please translate into:

Name of step: Apply and pay for company registration
Category User in person
Is Online:

content-5.jpg

e Index
« > Translate from the translator account

« > Translate from the admin account

Index

16. Activity log

https://help.eregulations.org/index.php/activity-log-joan/

All actions undertaken in an eRegulations system are kept on a “log” that shows informations such

as the date of modifications, the user who did the modification, etc.

Where can you find the list of actions?

SYSTEM SETTINGS

USERS

VIEW FEEDBACK

COUNTRY PARAMETERS

ACTIVITYLOG

activitylog-1-new.png
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FILTERS

Objecttype: Al v  ObjectID: Username: Modifications from: to:
Object type Object ID Object Name Action Username
EntitylnCharge 21 Cssh office - City Hall Updated agnes
Step 2035 Apply for driving icance Updated, Updased StepSectionVisibility agnes
Step 2035 Apply for driving icence Updated, Updated StepSectionVisibility agnes
Step 2035 Apply for driving icence Updated, Added StepSectionVisibility agnes

activitylog-2-new.jpg

o Object type : block, step, entity, etc.
e Object ID
e Username

« Modifications

FILTERS

Object type : All L4

All

Step

Block

Objective
EntityInCharge
UnitinCharge
PersoninCharge
GenericRequirement
Law

Media

NMenu

|F ter

Object type
EntitylnCharge
Step

Activitylog-3-new.png

e Index

e > Where can you find the list of actions?

Index

17. Feedback

https://help.eregulations.org/index.php/feedback-agnes/

Date

9/26/2020 2:07:06 PM

9/24/2020 10:48:31 AM

0/24/2020 10:49:29 AM

9/24/2020 10:49:15 AM

Feedbacks are messages that users of the eRegulations system send which can be simplification
proposals, reports of incorrect information or suggestions on the procedures to be documented or
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graphics/presentation of the system.

Where can you see the list of feedbacks?

SYSTEM SETTINGS

USERS

VIEW FEEDBACK

COUNTRY PARAMETERS

ACTIVITYLOG

Screenshot-2020-10-01-at-16.45.41-e1601560012886.png

See all the feedback received

i iy AR G feaciia i TomElaRT I SUZERITION G PeTe cermenis] sent ffrcugh me geem

I Falrauh smwiea
Hiliai riEneed gl Fedillaia b Pl Pver il s il O gL fram Tyl Feeillumk
{83 juares 311 6 L Pl sagg [ | [ i
15 Esesmbetr WG sy apremsmd farn = [ -
11s Espambatr HHE Rty Azrensen aan = [ -
17 Cwcmmbar AHE Lot SRR T =+ [o08 -
Screenshot-2020-10-06-at-16.28.43-1601991147250.png
Feacaars racatesd Feadass Wi Alame of wWnder Faaddascs seat rem Type af fesdaack
0 et 2N & L] LTI | Py -
18 Cwcamber 2308 [Leein aprererl kjartan — R, o
i Coemmiber 3145 [ wrrerasa ks ) (Y

1T Eiamle 245 H0AEEEA TE

Screenshot-2020-10-06-at-16.43.20-1601991911387.png
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Feedback details

Feedback at 2/22/2016 1:43:13 PM from:
Name: |

Email: rosew!

Country: KE

Feedback General Body:

Category: Layout and information of procedures and step

Details:
Hi,

This is a very informative site.
Kindly add registration procedures for an investment group.

Regards,

Screenshot-2020-10-13-at-14.58.56-1-e1602590997141.png

Feedback at 6/8/2015 2:32:20 PM from:
Marme: Njau

Email:

Country: KE

Administrative Error:

Menu Sequence: Registration of Companies/Registration of Limited Liability Company/Praparation of
company documents/Form 203

Step: Apply for a Mame Reservation
Step Fields: duration

Datails:
22 Mins

Screenshot-2020-10-13-at-14.52.25-1-e1602591772447.png
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How can a system administrator receive a feedback

1. Create a feedback receiver profile

Admin-Administrators

Admin-Feedback

Admin-Regulation-Certifiers
Consultant-Admin
Screenshot-2020-10-13-at-15.46.04-1602593306286.png

2. Assign specific feedbacks to a specific system administrators.

Assign a feedback receiver in procedures to a system administrator.

Chjective 1] Block [=] step Tree

O ®

Feedback recelvers add feedback user
4 Collapse All -l L
List with all the users that
will recefve fepdback when
d STARTING A BUSIMESS the visitare will s
k Company regisiration any of the step inside this
procedure

I+ Starting a local company for a foreigner
Screenshot-2020-10-13-at-15.58.41-e1602594067540.png

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png
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Select user(s) for receiving feedback »

Q search for an user [ New user I
& Adi, Guracha guracha@invest.go.ke
# Boinett, Norman norman@invest.go.ke
# Chemuren, Hellen chemuren@invest.go.ke
# GROZEL, Frank frank.grozel@unctad.org
# lkiara, Moses ikiara@invest.go.ke
# Jjackson, joan joannthesh@gmail.com
# john, agnes aginduku@gmail.com
# kenya, investment info@invest.go.ke
# MORTAZAVI, bita mortazavi.bita@gmail.com
4 musau, James musau@invest.go.ke

Screenshot-2020-10-13-at-16.02.47-e1602594261282.png

Assign a feedback receiver in a step to a system administrator

Objective 1 mhock [Cl5tep Trim
ALDIT REVIEW m TRANSLATE CERTIFICATION LPDATE HISTORY
Q ]
4 Caollapse all Fasdback racehvers il feedback yiar
i LésT wiefy i £ LSErs hiat

Wil recenve fesdback wh
" STARTING A BUSINESS mmﬂ‘m’:mwmmnr:j

a4 Compary regstratian rhe sren

L Register a local comparry for foreigners
4 Register & lccal company for foreigners [Mairobil
4 ||| Compary registratian
[=] Apply and pay for company registration

Screenshot-2020-10-13-at-16.10.24-e1602596755639.png

Screenshot-2020-10-13-at-16.05.52-1602594390456.png

Assign a feedback receiver for procedures of a menu to a system administrator
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MEMUS TREE *EDIT MENLU Starting A Business

EMenu B Tres

(GEMERAL INFQ APPEARAMCE MAFPING SLB-MENLS FEEDBACK RECENVERS
Q ®
: DLg sk arnd, eredu |atang, or
o PRETARTING & BUSINESS Wipid Py BOCRss Chis Feru At RImE 0L
I8 Starning & local comparry
[ Registering a branch af & foreign company Feedback receivers | add g back ugar
[ official search of campary datails (CR 12) List with alf the users that

; will receive faechack whan
I Regisvaring & business name (sale propristor) PR ———

1 Partreership Lhi§ ey

Screenshot-2020-10-15-at-11.59.14-e1602754099542.png

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

Assign a feedback receiver for the entire system in the Homepage

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

» EDIT Homepage Layout Details

m HEADER TOP MENUS SLIDESHOW MIDDLE SECTIOM FILTER SETS

Visible languages: a W

Feedback receivers : add feedback user

List wi that wail ve aif

the fe S;Iifmeﬁmmcem ? & Adi Guracha [guracha@invest.go.ke]

& Boinett Norman [norman@invest.go ke

& Chemuren Hellen [chemuren@invest.go.ke]

Screenshot-2020-10-15-at-12.44.02-e1602755781859.png

e Index
e > Where can you see the list of feedbacks?

e > How can a system administrator receive a feedback?

Index

18. Consistency review

https://help.eregulations.org/index.php/consistency-review-joan/
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The consistency review is the point review of the content in procedures of an eRegulations system.
This review has to be very precise in order for users to understand perfectly the procedure. With
the consistency review we make sure the procedure complies with the reality on field but also to
the law.

Proceed to the consistency review

What does it mean?

Dasusoarn ConsisTENCY ReviEw W

@D HIDE CONSISTENCY

SHOW LIST OF CONSISTENCY REVIEWS

SHOW LIST OF STATUS

consistency-1.jpg

When do you do the consistency review ?
Order of the consistency review

1 The menu page from which depends the procedure.
2 The summary of the procedure , by following the order of the summary.

3 The steps of the procedure , by following the order of the steps and the structure of the steps
sheet.

What do you verify during the review ?
In the menu page

e The description of the objective is simple, clear and short.

The text is perfectly understandable by a person with basic education.
o lllustration images are in the right size and look good.

e Important words are in bold or in blue.

e The menu title is the same than the link in the top menu.

o Ifalink has to be included to the text, you must insert target= »_blank » in the html so that the
link opens in another tab.

e The description of the objective is simple, clear and short.

e The text is perfectly understandable by a person with basic education.
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e The text has to precisely talk about the sub-objective in question, not about another
sub-objective.

e The description is a quick description of the procedure. It emphasizes to whom it applies in the
procedure in case this one does not apply to everyone.

e The important words is in bold or in blue.
e The sub-objective is linked to the expected procedure.

o Ifalink has to be included to the text, you must insert target= »_blank » in the html so that the
link opens in another tab.

In the summary of the procedure

e The steps are gathered in coherent blocks.
o The name of the block has the same grammatical form than all other blocks of the procedure.
e The name of the step follows this format "verb + complement”.

o Possible Verbs determining the action of the step are: Submit, Collect, Pay, Obtain (Obtain =
Submit + Collect; in one interaction)

e "Submission” steps are always followed by "Collection" steps.
e "Obtaining" steps are never followed by "Collection" steps.

e You don’'t mention the localisation of the step if this one is mentioned on the block’s name.

o Each entity has a picture.

e The size of each picture is 640 pixels width x 480 pixels height (when you click on the image of
the entity).

e The name of each entity is exactly the same than the official name of the entity.

e The orange frames (ex: 1, 3) inform about the steps where the entity appears. There shouldn't
be duplicates.

o The number in the () after the entity’s name corresponds to how many times the entity appears
in the procedure.

o Results of the procedure correspond to the results that pushed the user to start the procedure.

o Results called “Results of the procedure” are those that have been configured as the “final
result of the procedure”.

e The payment receipts, appointments, information, should not appear as results of the
procedure.

o Each result in the .doc or pdf must have a preview image in the following format 110 pixels
width x 140 pixels height.

e Each image has a size of a maximum of 700 pixels width x 1000 pixels height. (Depending on
which side of the image is the larger).

e The attached documents should be perfectly readable.

e Required documents with a blue frame are the generic conditions.
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o Required documents with a green frame are conditions that are the result of a previous step.

e Each requirement in the .doc or pdf must have a preview image in the following format 110
pixels width x 140 pixels height.

o Each document or image is readable, straight, and well cropped.
e Documents that have been turned anonymous must be done in a fine and tidy manner.

« Document’s name is exactly the same than the name written in the document.

e Each cost has a comment assigned to it, which should point out to what exactly that cost refers
to.

e The variable cost should be written in a correct way and conform to the cost norm.

e Alternative costs shouldn't appear in the summary. If they do so, it is probably because the “or”
was forgotten when added.

o Verify the veracity of the minimal and maximal duration.

o Each legal justification has articles or sections of the law that apply to the procedure.

e The name of the legal justification is the exact same name than the one that appears in the
legal document.

o Laws in the .doc or .pdf format have a preview image of 110 pixels width x 40 pixels height.

In each Step sheet

o Name according to the eRegulations’ norm, following the format “ Verb + complement”.

e Possible Verbs determining the action of the step are: Submit, Collect, Pay, Obtain (Obtain =
Submit + Collect; all in one interaction).

o Possible Verbs determining the action of the step are: Submit, Collect, Pay, Obtain (Obtain =
Submit + Collect; all in one interaction).

e "Submission" steps are always followed by "Collection" steps.

e "Obtaining" steps are never followed by "Collection” steps

o Each entity, unit, and person in charge has a picture.

e The size of each picture is 640 pixels width x 480 pixels height (When you click on the preview
image).

o The name of each entity is the official name of the entity.
e The name of each unit is the official name given to each unit.
e The name of the person in charge follows this format: “Name - Surname”

o If there are two people in charge, both names appear and the picture shows the two people
standing next to each other.

o If there are more than two people in charge, there should appear the name and the picture of
the head of the unit.
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o The phone number of the entity or the person in charge is in the format : +XXX YYY Z2ZZ 72ZZ
(XXX Country’s code — YYY City’s Code)

e Each result in the .doc or .pdf format has a preview image of the following size: 110 pixels
width x for 140 pixels height.

o Each requirement in the .doc or .pdf format has a preview image of the following size: 110
pixels width for 140 pixels height.

e Each requirement has a legal justification.
o Documents that have been made anonymous must be done in a fine and tidy manner.

o The name of the document is exactly the same than the name written in the document.

o Each cost has a comment assigned to it, which should point out to what exactly that cost refers
to.

e The variable cost is written in a correct way and is conform to the cost norm.

o Alternative costs shouldn’t appear in the summary. If they do so, it is probably because the “or”
was forgotten when added.

o Verify the accuracy of the minimal and maximal duration.

e The step has a clear legal justification.
e Each legal justification has articles or sections of the law that applies the step.

o The name of the legal justification is the exact same name than the one that appears in the
legal document.

o Explanatory text relative to the step in case of any additional information is missing/needed to
understand and complete the step.

e The text should be clear and perfectly understandable by a person with basic education.

e The certification entity has been selected and is the right one.
o the certification officer has been selected and is the head of the entity.
e The certification sheet has been uploaded.

e The certification sheet is signed and stamped by the head of the entity in charge of the step.

e Here, same norms as the Contact section are applied.

o The person in charge of the recourse is the superior authority above the person in charge of
the step OR the head of the complaints department and public attention.

Review comments

The life and death of a comment
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Institutions/Systems involved (5) ~

The Maticnal Treasury - Kisumu Ministry of lands - Kisumu (x 7) Advocate Seller's advocate {x 2}
(x 2}

Comments about contacts

consitency4.jpg

Fluxes of discussion in comments of the consistency review:

Comments about the step in general Mew ticket

joan

Rename the step to "obtain offical land search™

This step is in the edition phase.
Change status

 Mew ticket

joan

consistency-5.jpg
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Comments about the step in general

joan
Rename the step to "obtain official land search”

i - Open tickets | Editticket | Answer comment

Done

Mark as finished Save Cancel

consistency-7.jpg

Comments about the step in general

MNew ticket

Rename the step to "obtain official land search”

Finished V| Cancel
Open tickets

Finished
Deleted

Consistency-8.png
See the List of comments in the Consistency Review.

ETEM DASHBOARD ConsisTENCY REviEw w

) HIDE CONSISTENCY

SHOW LIST OF CONSISTENCY REVIEWS

SHOW LIST OF STATUS

consistency-9.png
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List of consistency reviews

A

-- All active status -- ¥ Pagetype -- All pages --

-- Any objective -- ™ Search

Step name

1 & Pay for land search 06/10/2020  joan Finished general Rename the step to "obtain official land search”™ 0
2 5 Pay for land rates 26/06/2020  joan Open ticksts | laws B What about the county finance Act is it 2 legal justification for this step? 0

3 3 Apply for rates clearance certificate 26/06/2020 | jozn Opentickets = requirements Arrange the reguirements appropristely 0

consistency-10-1.jpg

Search filters, in order to choose which comments to see. (Text filter, page level, procedure.)

2 The list of comments, showing the concerned step, date of creation, which user is the author of
the comment, the status, the section, the remark and the amount of answers.

The Steps’ status

o Status D : Edition status. It's the first step’s status, given by default at the step’s creation. The
user with the Consultant-Local is in charge of the step, in order to edit it and correct all
mistakes found during the verification.

e Status C : Verification status. It's the second step’s status, in order to verify that the edition has
been done correctly. The user with the role Consultant-Regional is in charge of the step and
verifies that the step is understandable and documented according to the eRegulations norm

e Status B :Approbation status. It's the third step’s status, in order to approve the entire content
of the step and to validate it for certification. The user with the role Consultant-Admin is in
charge of the step and reviews rapidly that nothing has been forgotten during the verification.

e Status A : Certification status. It's the Fourth and last step’s status, in order to make it certified
by the certifier. The user with the role Consultant-Local is in charge of the step and certifies it
and make sure the step doesn’t become obsolete.

e
| This step is in the edition phase.
Change status

consistency-11.jpg

The edition of this step has been completed, waiting for verification.
Last modified by joan jackson - 10/8/2020 9:52:00 AM | Change status

consistency-12.jpg

This step has been verified, waiting for approval.
Last medified by joan jadkson - 10/8/2020 10:00:00 AM | Change status

consistency-13.jpg
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Approved, waiting for certification.
Last modified by joan jadkson - 10/8/2020 10:04:00 AM | Change status

consistency-14.jpg

The flux of statuses

Change the status of a step

This step is in the edition phase.
Change status

consistency-11.jpg

This step is in the edition phase.
Change status

| {+) Ask for verification V| m or Cancel

consistency-15.jpg

L xr . LI |

(+) Positive verification, ask for approval.

(-} Negative verification, back to editor

ST T T ST T O T T T T e I T T T T

constistency-16.png

(+) Approved, ask for certification.
(-) Refuse approval, back to verification

STEE T T ST T T T I TS O S T S T e T T T

constistency-17.png

List of step's statuses

ETEM [DASHBOARD ConsisTENCY Review

() HIDE CONSISTENCY

SHOW LIST OF CONSISTENCY REVIEWS

SHOW LIST OF STATUS

consistency-9.png
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elect: All steps and procedures

:

Start a local company for citizens (Nairobi)

Company registration

m 1. Apply and pay for company registration
@ 2. Obtain company registration

Obtain business permit

m 3. Obtain business permit

consistency-18.jpg

1 Filters in order to choose which status to show (i.e : filters to select the steps that have
changed status during the last day, last week, the last month or all steps).

2 The list of steps, gathered by procedures, with the status of each one.

Email alerts

o The quantity of steps according to their status currently in the system D, C, B and A,

e The list of steps of which status has evolved during the last day, week, month, and before.

e The list of comments made in the system, presenting as well the quantity of comments created

in the last days, weeks or months.

e The list of steps that are currently waiting to be treated by the user : it's the list of steps in for

which the user is in charge.
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eRegulations Lomas de Zamora : revisién de consistencia 1602012

Estados en ol sistema:

191 141 1 0 0

Lista de pasos con cambio de estado reciente - Estado A v B

Procedimiento Ayer T dias 15 dias 1 mes =1 mes
Localizacion ] ] 1] ] a
Prefaclibilidad de Emplazamiento ] ] o ] 1
Habilitar su comercio - Tramite basado an al " q " " ;
decrato
Parmiso Frecarno de Funconamienio a o o 0 1
Libreta Sanitaria 0 0 0 0 4
AFIF a ] ] 0 1
Comentario de revislén de consistencia - "Ablerto™:
Procedimiento Ayer 7 dias 15 dias 1 mes > 1 mes
alejandra (5}
Localizackn wian 2]
bettina (1)
wia
Prafactibilidad de Emplazamiento e
bettina (4
Rev20

e Index

e > Proceed to the consistency review
e > Review comments/

e > The Steps’ status

e > Email alerts

Index
Imserito & las alerias de CR B U

Alertascr

19. Videos

https://help.eregulations.org/index.php/videos-joan/

It is essential for an eRegulations expert to know how to produce videos documenting his/her visits
on field; meetings with micro-entrepreneurs; officials; partners, etc.

With a short video, clear and on the right format, the expert can broadcast a much more attractive
message than by doing it via a report or an email chain.
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Prepare the filming

e His/her camera,

e A charged camera battery,

e The camera’s charger,

e The camera's memory device,

e Atripod,

e Alapel microphone, if the camera doesn’t have its own microphone,

e Prepared questions.

The filming process
Video - editing

e Thetitle,
e The sub-title when the person speaks ,

e The final credit.

1. The videos title

1/3

13

{...'

Vi

The background image is the first image of the video. The title stays between 6 and 8 seconds.

It's the United Nations logo, without text. Depending on the color of the background, the logo
can be blue, white or black. This colour should remain the same during the entire video, it must
not change.
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3 Thetitle is “eRegulations” followed by the name of the country where the video has been shot.
The font is Arial, 120, bold, white. With Final Cut Pro, the font size is 120 and the edge 4. With
Movie Maker, the font size is 36 and the edge 1.

4 The subtitle is the description of the video in one or two lines. In the last line, it should include
the date. The font is Arial, bold, white. With Final Cut Pro, the size is 80 and the edge 4. With
Movie Maker, the size is 34 and the edge 1.

2. The subtitle

"G

4/3

Mme Zeiﬁhbnu KEITA
175 Agence >romotion des Ir

V2

1 It's the United Nations logo, without text. Depending on the colour of the background, the logo
can be blue, white or black. This colour should be the same during the entire video, it must not
change.

2 The box appears each time the person speaks. The box remains between 8 and 10 seconds.
The box has the United Nations blue colour # 5B92E5. The opacity of the box is 85%,
equivalent to a transparency of 15%.

3 The first line is the full name of the person with the last name in uppercase. Police set to Arial,
52, white, italic. The second line is the entity where the person works. The font is Arial 52 white,
bold. The third line is the person’s function. Font: Arial, 52.

In each line the size can be smaller if the text does not fit into the line.

In the case of a micro-entrepreneur who does not have an "entity", the subtitle set of 2 lines.
The first line is the name, in italics. The second is the activity (shoes Seller) in bold. Font size is
the same in the two lines and can be bigger than the size of three lines.
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Video22

1 Select the video feed from below (the entire video, not just small parts)
2 Click the Video transform button
3 Grab the corner and it pull up until you don’t see the black bars

4 Ready!

w

. The final credit
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CONFERENCIA DE NACIONES UNIDAS
PARA EL COMERCIO Y EL DESARROLLO

SECRETARIA TECNICA DE LA PRESIDENCIA 4

DE LA REPUBLICA - EL SALVADOR

Avec le soutien de la Direction de la Coopération au développement 5
du Ministére des Affaires Etrangéres du Grand-Duché du Luxembourg

- LE GOUVERNEMENT
j_: DU GRAND-DUCHE DE LUXEMBOURG 6

i
y
-.,:I' -

The UNCTAD logo, white, 80 pixels high.

2 The partner's logo in the country of filming, 80 pixels high, and centered vertically with the
UNCTAD logo.

3 "UNITED NATIONS CONFERENCE ON TRADE AND DEVELOPMENT" in two lines, capital
letters, Arial, 32, white

4 The text that corresponds to the partner followed by a dash and the country, in two lines,
capital letters, Arial 32, white.

5 “With the support of the "Directorate of Development Cooperation of the Ministry of Foreign
Affairs of the Grand Duchy of Luxembourg" in two lines, Arial 26, white

6 The logo of Luxembourg, 80 pixels high.

Video broadcast

Vimeo
Upload a video on Vimeo
Add this video to its country portfolio

1 Go to Videos > My portfolios
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2 Locate portfolio that suits and click on Settings
3 Go to Videos tab

4 Use the link + Add more videos

[ J
‘V‘meo Me Explore Tools H
My Videos My Likes

Vimeol

eRegulations Panama e
Vimeo2
Appearance Advanced Privacy
Videos
Vimeo3
Vimeo4
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e Index

e > Prepare the filming
e > The filming process
e > Video-editing

e > Video broadcast

Index

20. Google Analytics

https://help.eregulations.org/index.php/google-analytics-2/

Google Analytics is a tool that informs about the audience of an eRegulations system.

The web analytics informs about series of parameters such as: the number of visits, new visitors,
page views, page views per visit, average duration of a visit, the visitors, the country of origin, the
source of the visit, the browser used, etc.

Consult data on Google Analytics

2 Googhe Analyts are  Aaponng - micmask A G

22 Jan 2016 - 21 Feb 2018

w: - -

Sennkara #yg Seasion Dursdon Bounce R Geaal Coavw wios e

I Regulsncn Bk

W Adrica
o Adrica
[ T
- -
Cursor et Google Analytics
;. Audience Dverview & B e A | ki
am
D u Uzers 0c1 7, 2020 - Gt 13, 2020
Dwarview
i i i Usgrn = VR Seied)aree SRR . [T S
Crawrwawy
L]
& =
.ﬁv

i Oecd 9 Ok 11 L= 1) Ok 127 Od 13

W M vise B P VR
= Haw L Senvmng

2 Attriation FARLY | 5044 __ | 8363 =
o ‘ . '

analytic-1new-1-e1602675029281.jpg
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Oct 11, 2020 - Oct 13, 2020

4 August 2020 September 2020 October 2020 b Date Range: |m|
EMTWTFES SEMTWTFS S S MTWTTFS =
Eif] (1 ]2]2[a]|5] [1[2]3] |ﬁ.ug 1,2020 -| Cct 13,2020
(2[3]afsfaj7/efe|7]eoft]n]i2f4]5 6 7]8]0o][10] ) e
9 [10]11[12]13]14]15] 1111213 K
[16]17] 1811920 21|22 § 20| 21]22]23] 24] 25 ] 26]
73242526 27|28 | 28 27 28 | 20 [30] Apply | cancel
EJED
analytics-3-new.jpg
REPORTS
(O Realtime

S  Audience

Overview

Active Users

Lifetime Value™ ™

Cohort Analysis
BETA

Audiences
User Explorer
» Demographics

¢ Interests

analytic-4.jpg

e number of visits,

e number of new visits,

e number of pages viewed,

e number of pages viewed for each visit,
e average duration of a visit,

e visitors country of origin,,
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e source of the visit (the website from which the visitor "comes"),

e« The browsers used, etc.

Generate and send reports
Simple reports

Audience Overview &
O All Users + Add Segment
100.00% Users

google-1.jpg

Custom reports

=" Data Studio
» 2%  Customization <=

Dashboards ¢
with Data Studio:

Custom Reports * Connect to all your data

* Create interactive reports
* Share your insights

Unlock the power of your data

Saved Reports

Custom Alerts Learn more

REPORTS

O Red Dashboards
» ealtime

. Audience m

google-analyticl.jpg
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Add a Widget
Wic!_ggt title:
[ New Widget
Standard:
21 N
METRIC TIMELINE
Real-time:
21 sy

COUNTER TIMELINE
Show the following metric:
Add a metric

Filter this data:
Add a filter

Link to Report or URL: [7]

Save | Cancel

“ = Y
’ — L 4
GEOMAP TABLE PIE
GEOMAP TABLE

BAR

Clone widget

google-analytic-2.jpg

o Statistics tab shows the "dry" values of the selected parameters. Examples: Percentage of new
visits, average visit duration, page views, etc

o Diagram tab presents diagram representing a data (statistical) in a given parameter (variable)
Examples: Visits by cities, time on page by hour of the day, New visits by pages, etc.

o Timeline tab shows a graph of a selected data. It is possible to compare two parameters by
putting them on the same graph. Examples: visits, visitors and new visitors, page views, pages

visited, etc.

e Table tab shows simple data tables with values of hearing.

Untitled Dashboard

+ Add Widget Share ~ Email
All Users
100.00% Sessions

A PDF

google-analytic-3.jpg
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Email Report: Untitled Dashboard x

From {@gmail.com

Tu|

Subject | Untitled Dashboard

Attachments L ppF [ unTrmLED DASHEOARD

Frequency | Once -

¢ ADVANCED OPTIONS

I'm not a robot e

reCAPTCHA

Frivacy - Tarms

Send | Cancel
google-analytic-5.jpg

e Index
e > Consult data on Google Analytics

e > Generate and send reports

Index
GCadahora Dia Semana Mes

Gab

g
{

!J

i

1

i

]

|
gl

FRZRENAE

I|Ii |i

1
i
i E
g ||r
|
|
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Gall

21. Images gallery

https://help.eregulations.org/index.php/images-gallery-agnes/
The source of images used in eRegulations systems.
Home page
Left logo

Square box - How it works ?

HOW IT WORKS

Screenshot-2020-10-16-at-11.53.10-e1602853644223.png
Square box - Contact Us

Fepmnt imlormation, ssk for muivlsnes or ofar
L A T L]

o - |
Screenshot-2020-10-28-at-10.43.46-e1603871663713.png

Footer

Ministry of Foreign Affairs of the
Netherlands

Screenshot-2020-10-16-at-11.51.46-e1602853669770.png
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Steps
Result - Appointment

Result - Information
Logos of institutions

UNCTAD

With 'UNCTAD' (English)
With 'CNUCED' (French)
Without charachters
Luxemburg

e Index
e > Home page
e > Steps

e > Logos of institutions

e > Banners of the system

Index

22. Frequently asked questions

https://help.eregulations.org/index.php/frequently-asked-questions-agnes/

The answer to the question the most frequently asked on the system eRegulations.

The procedure doesn’t appear on the menu page.

Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

MENLUS TREE

= Menu B> Tree

Q

4 [ STARTING A& BUSINESS

4 [ Searting a local company
= Start a local company [citizens)
= Start a local compary {fareigner)

[ Register a lacal company (Foreigrers witho
T Start a local compary for citizens (Nainohbi)

*EDIT MENU Start A Local Company (Citizens)

GENERAL INFD m SLIE-MEMLIS FEEDEALK RECENVERS

You may access this menw at; bitpaike nya eregulaticn s orgimse 2

Select shjectivelblsck far 4 [ STARTING A BUSINESS
e O  Company registration
O Starting a local company far a foreigner

. Register a local company for citizens

Screenshot-2020-10-15-at-15.02.44-2-e1602764855169.png
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Changes on a procedure do not appear online.
If you have already tried to make changes in a procedure with the button and the changes do not

show up in the in the public interface, you can try from the procedure (= upper sub-objective) and
click on to publish the procedure.

1]

blo10-new.png

1]

blo10-new.png

ke | = 1
B Bk Jo = m FEEDAALK LSERS TILTEES APPEARMNCE
=]

L]

o PUBLISH PROCEDURE
S NTARTIMG & BLIERENE
- e PlbRE Off Ok Bl e P’ i el ooy V" M (R f -
- Engiues o kxal compary Mo forsigren
Magmar skecal conpany for forsigas T 4 O @y >
4 ] Corpaey sepHsmon o O 0 SEAA TG A BN

-] Mgy el ey Vo gl 4 O 3 ooy regrraien =

" hin comcany sesurEan 4 r

Screenshot-2020-10-15-at-16.05.30-e1602767200538.png

An “invisible” requirement on a step

N Y DOCUMENTOS DEBE SUMINISTRAR?
{original)

el poder de administracion legal
datos personales del administrador y sus funciones

3. * Documento de identidad (copia simple)
cédula de identidad (nacienal), pasaporte o cédula de residencia (extranjeros) del administrador

Pf
+/0OR REQUIREMENT TYPE
b= |+ Company registration form (form 14a) downloadable & usable
= @ Matarized declaration of Compliance (form14b) Result of step
= [ MNotarized memorandum and articles of association Result of step

© Duplicate selected & Delete selected

Management of Objectives Blocks And Steps
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Mostrar los -
resultados en: 70408 10s objectivos

Seleccionar | Todos los objectivos
objetivo :

41 F

Seleccionar blogue

Pf2

Size of contact pictures

23. Filters

https://help.eregulations.org/index.phpf/filters/
What filter(s) do you need to create i.e what is your objective ?
How would you like the system to apply the filter(s) i.e how are the search results displayed?

What name will you give the filter? Proper naming/labelling of filters help users access
information they seek quicker and makes them easier to understand

—:';'-"‘i-—-

CAPITAL OF AFRICA

Starting a business

filter-3-new-1024x323.jpg

Creating filters

MANAGEMENT OF COUNTRY PARAMETERS

COST VARIABLES CLIRRENCY THIRD PARTIES FALTERS

Filter options used across the system

o]

filter-4-new-e1604909183140.jpg
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Screenshot-2020-10-13-at-16.05.52-e1602594390456.png

Create/Edit filter ®

Mame:
Label:
Is Inclusive:
Options: Add
| Save | | Cancel |
Filter-3.jpg
[ Objective [[]Block [-]S5tep Tree
MAME FEEDBACK USERS FILTERS APPEARANCE
Q. search for objective : x :
4 Collapse All ;1::2:1 PR B D
4 | STARTING A BUSINESS
4 [ Company registration ¢ Sk ey
4 [ Register a local company for foreigners
4 7 Register a local company for foreig E
= Selact tvne of business _fw Select a sai
filter-4.jpg

UN Trade and Development — eRegulations Help Manual 152



select filter *

Q | Mew filter |

Select Starting a business, County Pocedures, Investor services, Paying taxes, Immigration. Social security
:;-P a8 registration, Building and construction, Land and property. Sectoral licenses and permits,
cervice nvestment incentives, Export processing zones

Inwestment certificate, Foreign taxpayer registration, Immigration services, Power connection,
Type Federation of kenya employers registration. Starting a local company, Investment certificate,
& of Register a branch of foreign company. Register a =zle proprietcrship, Register a business name,
Buzinezs permit Registering a limized liakility partnership -LLP. Register a paronership aonline,
service Foreign national registration. Work permits, Entry visa, Local company PIM registration, Citizen PIM
regiscration, Foreign individual PIN registration. Branch PIMN regiztracion. Tax compliance certificate

filter-5.jpg
Create/Edit filter D x
Mame:
Label:
I= Inclusive:
Options: Add
‘ Save ‘ | Cancel |
filter-7.jpg

Configuring filters to procedures

In the administrative interface, go to content > procedures
2 Click on the procedures you would like to apply to the newly created filter(s)

3 Apply the filler by clicking “filters” and then “add filter.” Note that you will select the filter(s)
created in the country parameters here.
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| Objective ] Block [=]Step Tree
NAME FEEDBACK USERS FILTERS APPEARAMCE
5 | : x

Is direct result of filter

| Collapse All SR
I 7] STARTING A BUSINESS

o | Company registration sl

4 |7 Register a local company for foreigners
4 7] Register a local company for foreig .
s Select type of business Select a se
4[] Company registration [ @)
filter-6.jpg

o Ensure that the selected filter(s) is turned on and tick the relevant procedure.

e Proceed to publish the procedure by clicking tab on the publish tab on the right hand side of the
system.

Publishing filter(s) in the public interface

» EDIT Homepage Layout Details

GENERAL HEADER TOP MENUS SLIDESHOW MIDDLE SECTION FILTER SETS BOTTOM MENUS FOQTER

add filter set

Starting & business % Visas and permits % Property and environmental compliance % Sectoral licences = County permits % “

» New

filter-7-new.jpg

CAPITAL OF AFRICA

Starting a business Visas and permits Property and environmental compliance Sectoral licences County pefmits

filter-9-1024x248.png
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GEMERAL HEADER TCP MENUS SLIDESHOW MIDDLE SECTION FILTER SETS BOTTOM MENUS FOOTER

add filter set

Starting & business  x Visas and permits % Property and environmental compliance x Sectoral licences  x County permits % m

New

Preset filter(s)

+

Filters in the tab

?

filter-8-new.jpg

celect filter ®

Q Mew filter

F Project registrationProject registration in Mairobi, Project registration in Mombasa

Land rates Pay for land rates onfine, pay for land rates in person , Pay land rates (Kisumu
payments county)
Export , , - - )
- . Developer operator licence, EPZ manufacturing enterprise licence, EPZ commercial
& processing = = : S e TR PR
enterprize licence, EPZ service enterprise licence, EPZ business service licence
Zones
hoose tlanufacturing , Tourizm, Information and communication technology, Energy, Agriculoural,
sector Mining

filter-10-new.jpg

LOGISTICS HUB'OF THE
REGION

u Licence to manufacture escisable goods

filter-11-new-e1604662913605.png

Editing a created filter
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(AAMAE EM ENT OF COUMTRY PARAMETERS

OO VAILAELES LY THRG: PARTIES m

[Filver aptisns uied screw the sysiem

]

BT eeE & ith
R & AL LT Pkt P Lt Pl e SR Tl W R s IOy e ORI i L I i . bR SO Bl STl SRR S | G oAy

Tyt ol srwie:

Pl P SAVRAF S ad N Lt ALY LR N B Pl DARPRIE M R U Lty AP e P A, MLPRAE U A IRy B TG MR ] BN Y A RN, R b e MRS R ]
[t emrin) e, Aaguiiany ap Pty -LLF. g B pomier e, AP e, iy e, Ll Ry i Fog Erman o g g ™

T, W Y bgnaa e

Seieil iype of Iusineis Bt

filter12-e1604663503504.png

Create/Edit filter

Name: Select a service

Label: Select a service

Is Inclusive: @D

Starting a business 1@
County Pocedures ) T
Investor services ST
Paying taxes 1 W
Immigration T
Social security registration 1 m
Options:  Byjiiding and construction 1 m
Land and property I m

filter-13-e1604663823963.png

Deleting a filter

blo11-new.png
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Create/Edit filter

‘

Mame:  Select a service

Label, Select a semvice

Is Inclusive: I]

Starting a business
County Pocedures
Investor services
Paying taxes
Immigration

filter-11new.jpg

24. Sub-filters and multiple filters

https://help.eregulations.org/index.php/subfilter/

Creating a sub filter
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» EDIT OBJECTIVE Class B Work Permit

NAME FEEDBACK USERS FILTERS APPEARANCE

Is direct result of filter H
search: *
add filter
[ ]
Visas and permits [ @) Permits and passes ) 1]
Options QOptions e
Entry visa Class A -Prospecting and mining

Permits and passes ) Class B - Agriculture and husbandry @

Foreign national registration Class C - Prescribed professions

Add Class D - Employees

Screenshot-2020-11-05-at-13.03.41-e1604577190401.png

Clarks & work parmi

A T Obtain Class A work permic
_|“I|WW'."||FN5W'I- HAMAE FEEDBACK USERS m APMEARAMCE

] mpaly and pay far wark parmn puul
] Susbimit g appkation
] Dtdain notfcation of approval Is direct resul of filter [ »] ﬂ

=] Pay peemit fees — ]
] Oitwain paserant acknomRdgemant & ]

el e
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Part Il — System installation

1. Hosting requirements

https://help.eregulations.org/index.php/system-hosting-requirements/

Overview
e Admin WebApp - application runs on Windows Server, .NET Framework, Internet Information
Services (11S) and SQL Server.

e Public WebApp - application runs on Windows Server, .NET Framework, Internet Information
Services (11S) and SQL Server.

o API Server - application runs on both Windows Server with Internet Information Services (1IS)
or OSX/*nix Server

e CRAlerts CLI - application runs on Windows Server and SQL Server

o Statistics CLI - application runs on Windows Server and SQL Server

Server-side requirements

e Windows Server 2008, 2008 R2, 2012, Windows Vista Home
Premium/Business/Enterprise/Ultimate or Windows 7 (both 32bit and 64bit) or Windows 8 (both
32bit and 64bit)

e Microsoft .NET Framework 4.0 or higher

o Microsoft Internet Information Services (IIS) 7.0, 7.5, 8.0 or Visual Studio/Visual Web
Developer 2008/2010/2012 built-in web server

e Node.js version 4.x
e Microsoft SQL Server 2012 (including free SQL Server Express Edition)
e MongoDB version 2.0 or higher

Security requirements

e enabling the firewall service on the Windows Server to control both inbound and outbound
traffic (it comes with predefined rules)

o installing an anti-virus software of choice (suggestion: Kaspersky)

o set-up a sqgl data back-up tool (suggestion http://sqlbackupandftp.com/) to produce daily
back-ups of eRegulations Database

Hardware and disk space requirements

3.1. One server - minimum requirements

« Installation files - 100MB

o Media files (uploaded documents, images) - 1 GB
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« Database files - 5GB

3.2. One server - optimal requirements

3.3. Distributed architecture - optimal requirements
SQL Server Database Server

Windows Web Server

API Server

Bandwith & transfer limits

CAS requirements (optional)

Hardware requirements requirements
Server side requirements

e Debian Jessie (8)

o Postgresql database ver >= 9.6

o Latest haproxy

o LetsEcrypt's certbot

o Latest docker ( https://docs.docker.com/engine/installation/linux/docker-ce/debian/ )

e docker-compose recommended ver >=1.11.2 If doclker-compose can not be used, then
simple docker daemon or direct install are also possible, but it would require more configuration
work. The recommended way, is using docker-compose. (
https://docs.docker.com/compose/install/ )

e accountin hub.docker.com in order to read images files. This account needs to be sent to
eRegistartion team, in order to set up access rights.

o Valid certificate signed by trusted CA. Verisign, Thawte, LetsEncrypt etc. Certificate Common
Name and SAN must match server name client will be using to connect.

GER requirements (optional)
Hardware requirements requirements
Server side requirements

o Ubuntu latest stable
e Apache
o PHPS8, MySQL, phpMyAdmin

e Index

e > Qverview

UN Trade and Development — eRegulations Help Manual 163



e > Server-side requirements

e > Security requirements

e > Hardware and disk space requirements
e > Bandwith & transfer limits

e > CAS requirements (optional)

e > GER requirements (optional)

Index

2. Installation on a local server

https://help.eregulations.org/index.php/2-installation-on-a-local-server/

About

o Admin Web App : web application allowing data entry by authorized user
e Public Web App : web application displaying the data in HTML format

e CRAlerts CLI : program that sends email alerts regarding consistency reviews tickets or status
changes

e Statistics CLI : program that computes statistical data and saves it to the database

System Prerequisites

e .NET Framework 4.0 (or later)
e Sql Server 2012 (or later)
e IS 7 (or later)

Installation Process

e creates needed databases

e extracts application files in provided path under following structure - eRegulations | CLI|__
ereg-alerts |___ ereg-statistics |__ Web |__ ereg-admin |___ ereg-public

e creates, if needed, Translation Central Repository (folder which contains the system translation
modules - shared between eRegulations systems)

o configures web applications in 1IS (Admin Web App and Public Web App)

Environment Configuration

o database - database related parameters instanceName : database server name username :
username for database connection ( please note that the user must have write access on
master db) password : password

o webServer - IIS configuration related parameters adminAppBinding : url of the admin
application which will be configured in IIS (eg. admin.eregulationsSystem.org)
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publicAppBinding : url of the public application which will be configured in IIS (eg.
eregulationsSystem.org)

e application - application related parameters country - country specific parameters name :
current system country name id : current system country code (ISO 3) city : (optional) current
system city region : (optional) current system country region currency : current system currency
code (ISO 3) primaryLang : current system main language code (ISO 639-1:2002) secondLang
. current system second language code (ISO 639-1:2002) googleCodes - parameters used in
public web app for google monitoring and translation plugin googleAnalyticsAcc : (optional)
google analytics account googleTranslateContent : (optional) google translate plugin code
email - parameters used for feedback and alert sending functionalities smtpServer : smtp
server host useSmtpAuthentication : use authentication for smtp server (true/false)
smtpUsername : (optional) smtp server username (if authentication on) smtpPassword :
(optional) smtp server password (if authentication on) feedbackAlerts - parameters used for
feedback and alert sending functionalities sendFrom : the address from which the feedback
receivers will get the alerts/feedback messages sendTolList : list of email addresses which will
receive feedback messages by default installationPath : the path in which the applications will
be installed (please use the escaped form of the path) multilangCentralRepositoryPath : the
path to the translation central repository (if already exists - please provide the escaped path to
it, if not, please provide the desired escaped path - including the folder name )

e instanceName : database server name

e username : username for database connection ( please note that the user must have write
access on master db)

e password : password

o adminAppBinding : url of the admin application which will be configured in IIS (eg.
admin.eregulationsSystem.org)

e publicAppBinding : url of the public application which will be configured in IIS (eg.
eregulationsSystem.org)

e country - country specific parameters name : current system country hame id : current system
country code (ISO 3) city : (optional) current system city region : (optional) current system
country region currency : current system currency code (ISO 3) primaryLang : current system
main language code (ISO 639-1:2002) secondLang : current system second language code
(1SO 639-1:2002)

e googleCodes - parameters used in public web app for google monitoring and translation plugin
googleAnalyticsAcc : (optional) google analytics account googleTranslateContent : (optional)
google translate plugin code

o email - parameters used for feedback and alert sending functionalities smtpServer : smtp
server host useSmtpAuthentication : use authentication for smtp server (true/false)
smtpUsername : (optional) smtp server username (if authentication on) smtpPassword :
(optional) smtp server password (if authentication on)

o feedbackAlerts - parameters used for feedback and alert sending functionalities sendFrom : the
address from which the feedback receivers will get the alerts/feedback messages sendToList :
list of email addresses which will receive feedback messages by default
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o installationPath : the path in which the applications will be installed (please use the escaped
form of the path)

o multilangCentralRepositoryPath : the path to the translation central repository (if already exists
- please provide the escaped path to it, if not, please provide the desired escaped path -
including the folder name )

e name : current system country name

e id: current system country code (ISO 3)

e City : (optional) current system city

e region : (optional) current system country region

e currency : current system currency code (ISO 3)

e primaryLang : current system main language code (ISO 639-1:2002)

e secondLang : current system second language code (ISO 639-1:2002)

e googleAnalyticsAcc : (optional) google analytics account

e googleTranslateContent : (optional) google translate plugin code

e smtpServer : smtp server host
o useSmtpAuthentication : use authentication for smtp server (true/false)
e smtpUsername : (optional) smtp server username (if authentication on)

e smtpPassword : (optional) smtp server password (if authentication on)

« sendFrom : the address from which the feedback receivers will get the alerts/feedback
messages

e sendTolList : list of email addresses which will receive feedback messages by default

Further Information

e uncomment the childs of configuration>Unity>container "ApiPublishers" element

« fill the settings found in
configuration>applicationSettings>Unctad.eRegulations.APIPublisher.Properties.Settings
section eRegApiBaseURI : API root url CountryCode : the current system name APIUsername
: username for api authentication APIPwd : password for api authentication

e eRegApiBaseURI : API root url
o CountryCode : the current system name
e APIUsername : username for api authentication

e APIPwd : password for api authentication

CAS (optional)
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Install prerequisites

Debian Jessie (8)

Postgresgl database ver >= 9.6
Mongo database ver >=v3.4.4
Redis database ver >=3.2.
Latest haproxy

LetsEcrypt's certbot

o N o oA WDN B

Latest docker ( https://docs.docker.com/engine/installation/linux/docker-ce/debian/ )

docker-compose recommended ver >=1.11.2 If doclker-compose can not be used, then

simple docker daemon or direct install are also possible, but it would require more configuration

work. The recommended way, is using docker-compose. (
https://docs.docker.com/compose/install/ )

9 account in hub.docker.com in order to read images files. This account needs to be sent to

eRegistartion team, in order to set up access rights.

10 Valid certificate signed by trusted CA. Verisign, Thawte, LetsEncrypt etc. Certificate Common
Name and SAN must match server name client will be using to connect.

Postgresql scemas users & tables

Commands to setup PostgreSQL database (LINUX)
Mongo install

Redis install

Install HAproxy

Install Docker CE & firewall

systemctl daemon-reload && systemctl restart docker.service
add the following lines on top of "/etc/ufw/before.rules" file

Install Docker-compose
Auhtentication service
Deploy application

OAuth2 implementation

3. Migration of data

https://help.eregulations.org/index.php/3-migration-of-data/

Presentation of data
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The eRegulations Data is stored in several SQL Server Database instances and Hard Disk. We are
listing below each of them and also the persistence location : Country specific data , persisted in
the SQL Server 2012 (30-dbe-CountryName) holds the following type of data: procedures
repository requirements repository laws repository contact repository translation of all these data
country specific parameters: cost variables, etc public site related info like: procedures menu tree,
feedback media files references :holds the name of the files used throughout the system User
accounts data , persisted in SQL Server 2008 in an instance (00-dbe-Global) centralizing the user
authentication & authorization information Consistency review data , persisted in the SQL Server
2008 in an instance (00-dbe-Consitency) centralizing the information for several systems located
on the same server: consistency review tickets & comments consistency status of steps System
usage statistics , persisted in the SQL Server 2008 in an instance (00-dbe-Statistics) holding the
statistics for several systems located on the same server Media files , persisted on the HardDisk
(Media folder) containing all the physical files in three folders: media, upload, ftp Public site content
, persisted on the HardDisk (folder Config & content) being present within the public web
application in the above mentioned folders. They contain: config - the home page information
saved in json format, a file for each language of the system content - holds the styles (css), images
of the public site. we keep here all the personalization of the site esthetic Migration transport
packages For migrating the data, we will use different packaging strategy to correctly apply to the
specificity of each type of data. Country specific data - we will produce a file holding a full backup of
the current database instance with the SQL Server tools. It will be labeled:
30-dbe-CountryName.bak.zip User accounts data, Consistency review data, System usage
statistics - for each of the database we will produce a script file listing INSERTSs statements for the
data. They will be packaged in an archive labeled: 00-dbe-CentralData.sql.zip Inside you will find 3
script files, one for each database instance: 00-dbe-Global.sql , 00-dbe-Consistency.sql ,
00-dbe-Statistics.sqgl Media files - we will package the "Media, upload, ftp" folders content in an
archive, labeled: Media.zip Public site content - we will package the 2 folders "Config" and
"content” in an archive labeled: PublicSite.zip Migration procedures on local server Here below the
procedure to be followed in order to extract the data from the migration packages into the
correspondent persistence locations on the local server.

Please proceed in the indicated order: 1. Central Data: extract the archive
00-dbe-CentralData.sql.zip in a findable place execute the script 00-dbe-global.sql in the context of
the current 00-dbe-Global database instance, already present execute the script
00-dbe-consitency.sqgl in the context of the current 00-dbe-Consistency database instance, already
present execute the script 00-dbe-statistics.sql in the context of the current 00-dbe-Statistics
database instance, already present 2. Country Data: extract the 30-dbe-CountryName.bak.zip in a
findable place restore the country database using the 30-dbe-CountryName.bak backup file 3.
Media files: extract the Media.zip in a findable place locate the present eRegulations Admin
WebApplication delete the current Media file in the Admin web application root folder of the
eRegulations system copy the extracted media, upload, ftp folders into the Admin web application
root folder 4. Public site content: extract the PublicSite.zip in a findable place locate the present
eRegulations Public WebApplication overwrite the folders content, Config with the folders in the
extracted archive Update the configuration files Update all the config files to reflect the systemld
from the migrated data: In the case of Nicaragua, Systemld is 23 You will have config files for the
following applications: Admin WebApp Public WebApp CRAlerts CLI Statistics CLI

We are listing below each of them and also the persistence location : Country specific data ,
persisted in the SQL Server 2012 (30-dbe-CountryName) holds the following type of data:
procedures repository requirements repository laws repository contact repository translation of all
these data country specific parameters: cost variables, etc public site related info like: procedures
menu tree, feedback media files references :holds the name of the files used throughout the
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system User accounts data , persisted in SQL Server 2008 in an instance (00-dbe-Global)
centralizing the user authentication & authorization information Consistency review data , persisted
in the SQL Server 2008 in an instance (00-dbe-Consitency) centralizing the information for several
systems located on the same server: consistency review tickets & comments consistency status of
steps System usage statistics , persisted in the SQL Server 2008 in an instance (00-dbe-Statistics)
holding the statistics for several systems located on the same server Media files , persisted on the
HardDisk (Media folder) containing all the physical files in three folders: media, upload, ftp Public
site content , persisted on the HardDisk (folder Config & content) being present within the public
web application in the above mentioned folders. They contain: config - the home page information
saved in json format, a file for each language of the system content - holds the styles (css), images
of the public site. we keep here all the personalization of the site esthetic Migration transport
packages For migrating the data, we will use different packaging strategy to correctly apply to the
specificity of each type of data. Country specific data - we will produce a file holding a full backup of
the current database instance with the SQL Server tools. It will be labeled:
30-dbe-CountryName.bak.zip User accounts data, Consistency review data, System usage
statistics - for each of the database we will produce a script file listing INSERTSs statements for the
data. They will be packaged in an archive labeled: 00-dbe-CentralData.sql.zip Inside you will find 3
script files, one for each database instance: 00-dbe-Global.sql , 00-dbe-Consistency.sql ,
00-dbe-Statistics.sqgl Media files - we will package the "Media, upload, ftp" folders content in an
archive, labeled: Media.zip Public site content - we will package the 2 folders "Config" and
"content” in an archive labeled: PublicSite.zip Migration procedures on local server Here below the
procedure to be followed in order to extract the data from the migration packages into the
correspondent persistence locations on the local server.

Please proceed in the indicated order: 1. Central Data: extract the archive
00-dbe-CentralData.sql.zip in a findable place execute the script 00-dbe-global.sql in the context of
the current 00-dbe-Global database instance, already present execute the script
00-dbe-consitency.sqgl in the context of the current 00-dbe-Consistency database instance, already
present execute the script 00-dbe-statistics.sql in the context of the current 00-dbe-Statistics
database instance, already present 2. Country Data: extract the 30-dbe-CountryName.bak.zip in a
findable place restore the country database using the 30-dbe-CountryName.bak backup file 3.
Media files: extract the Media.zip in a findable place locate the present eRegulations Admin
WebApplication delete the current Media file in the Admin web application root folder of the
eRegulations system copy the extracted media, upload, ftp folders into the Admin web application
root folder 4. Public site content: extract the PublicSite.zip in a findable place locate the present
eRegulations Public WebApplication overwrite the folders content, Config with the folders in the
extracted archive Update the configuration files Update all the config files to reflect the systemld
from the migrated data: In the case of Nicaragua, Systemld is 23 You will have config files for the
following applications: Admin WebApp Public WebApp CRAlerts CLI Statistics CLI

We are listing below each of them and also the persistence location :

1 Country specific data , persisted in the SQL Server 2012 (30-dbe-CountryName) holds the
following type of data: procedures repository requirements repository laws repository contact
repository translation of all these data country specific parameters: cost variables, etc public
site related info like: procedures menu tree, feedback media files references :holds the name of
the files used throughout the system

2 User accounts data , persisted in SQL Server 2008 in an instance (00-dbe-Global) centralizing
the user authentication & authorization information
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3 Consistency review data , persisted in the SQL Server 2008 in an instance
(00-dbe-Consitency) centralizing the information for several systems located on the same
server: consistency review tickets & comments consistency status of steps

4 System usage statistics , persisted in the SQL Server 2008 in an instance (00-dbe-Statistics)
holding the statistics for several systems located on the same server

5 Mediafiles, persisted on the HardDisk (Media folder) containing all the physical files in three
folders: media, upload, ftp

6 Public site content , persisted on the HardDisk (folder Config & content) being present within
the public web application in the above mentioned folders. They contain: config - the home
page information saved in json format, a file for each language of the system content - holds
the styles (css), images of the public site. we keep here all the personalization of the site
esthetic

e procedures repository

e requirements repository

e laws repository

e contact repository

« translation of all these data

e country specific parameters: cost variables, etc

e public site related info like: procedures menu tree, feedback

o media files references :holds the name of the files used throughout the system

e consistency review tickets & comments

e consistency status of steps

e config - the home page information saved in json format, a file for each language of the system

e content - holds the styles (css), images of the public site. we keep here all the personalization
of the site esthetic

Migration transport packages

For migrating the data, we will use different packaging strategy to correctly apply to the specificity
of each type of data.

e Country specific data - we will produce a file holding a full backup of the current database
instance with the SQL Server tools. It will be labeled: 30-dbe-CountryName.bak.zip

o User accounts data, Consistency review data, System usage statistics - for each of the
database we will produce a script file listing INSERTSs statements for the data. They will be
packaged in an archive labeled: 00-dbe-CentralData.sql.zip Inside you will find 3 script files,
one for each database instance: 00-dbe-Global.sql , 00-dbe-Consistency.sql ,
00-dbe-Statistics.sql

« Media files - we will package the "Media, upload, ftp" folders content in an archive, labeled:
Media.zip
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o Public site content - we will package the 2 folders "Config" and "content" in an archive labeled:
PublicSite.zip

Migration procedures on local server

1. Central Data:

e extract the archive 00-dbe-CentralData.sql.zip in a findable place

o execute the script 00-dbe-global.sql in the context of the current 00-dbe-Global database
instance, already present

e execute the script 00-dbe-consitency.sql in the context of the current 00-dbe-Consistency
database instance, already present

e execute the script 00-dbe-statistics.sql in the context of the current 00-dbe-Statistics database
instance, already present

N

. Country Data:

extract the 30-dbe-CountryName.bak.zip in a findable place

restore the country database using the 30-dbe-CountryName.bak backup file

3. Media files:

e extract the Media.zip in a findable place
o locate the present eRegulations Admin WebApplication

o delete the current Media file in the Admin web application root folder of the eRegulations
system

e copy the extracted media, upload, ftp folders into the Admin web application root folder

4. Public site content:

extract the PublicSite.zip in a findable place

locate the present eRegulations Public WebApplication

overwrite the folders content, Config with the folders in the extracted archive
Update the configuration files

Update all the config files to reflect the systemld from the migrated data:

In the case of Nicaragua, Systemld is 23

You will have config files for the following applications:

e Admin WebApp
e Public WebApp
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« CRAlerts CLI
e Statistics CLI

e Index

e > Presentation of data

o > Migration transport packages

e > Migration procedures on local server

e > Update the configuration files

Index
4. Source code

https://help.eregulations.org/index.php/4-sources-code/

Please find source code for public and admin sites of eregulations:
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Part [l — Technical specifications

1. Introduction

https://help.eregulations.org/index.php/1-introduction/

The eRegulations system is based on several interconnected applications being responsible for
assuring data entry activities, pre-processing the information and presenting it to the internet user.

The main eRegulations applications / components are listed below:

o Admin WebApp - application runs on Windows Server, .NET Framework, Internet Information
Services (11S) and SQL Server.

e Public WebApp - application runs on Windows Server, .NET Framework, Internet Information
Services (11S) and SQL Server.

e API Server - application runs on both Windows Server with Internet Information Services (1IS)
or OSX/*nix Server

o CRAlerts CLI - application runs on Windows Server and SQL Server

e Statistics CLI - application runs on Windows Server and SQL Server

2. Admin Web Application

https://help.eregulations.org/index.php/admin-web-application/

1 eRegulation Content Here below the principal repositories: procedures, blocks of steps, steps
and recourses contacts (entities, units and persons in charge) requirements laws media library

2 Public Interface (public web pages) The admin application is also responsible for the
information displayed on the public web site of e-regulations. We identified the following
editable elements: layout home page the procedure menus that assures not only direct linking
with the procedures in the eRegulations content but supplementary visual information to be
displayed in the public pages about us page

3 Country parameters (system utility-belt) In this are the system groups several utility modules
that helps the administrator manage auxiliary information present within the system: user
management feedbacks listing country settings (cost variables catalogue, foreign currencies
used in the public system, third parties catalogue, filter catalogue) label translation for the
admin/public web pages history tracking of eRegulations content modifications files
maintenance (possibility of file name changing into more web friendly names for uploaded
documents or images)

e procedures, blocks of steps, steps and recourses
e contacts (entities, units and persons in charge)

e requirements

e laws

e media library
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o layout home page

e the procedure menus that assures not only direct linking with the procedures in the
eRegulations content but supplementary visual information to be displayed in the public pages

e about us page

e user management
o feedbacks listing

e country settings (cost variables catalogue, foreign currencies used in the public system, third
parties catalogue, filter catalogue)

o label translation for the admin/public web pages
« history tracking of eRegulations content modifications

o files maintenance (possibility of file name changing into more web friendly names for uploaded
documents or images)

1. Application architecture
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2. Data-concepts and states

o Objective — a concrete investment operation presented as a ordered list of blocks

e BlockOfSteps — a ordered list of steps with a high level of cohesion

o Step — any interaction necessary to achieve the objective

e general info
e results of steps
e contact

e requirements
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e COSts

o timeframe

e legal frame

e additional info

e [ecourse

o Entities in charge

e Units in charge

e Persons in charge

e General requirements ( downloadable forms, sample forms, online form links, documents, etc)
o Laws (articles, full laws - either web links for online bookmarking or uploaded documents)

o Media library (all the documents uploaded are stored in media library in logical objects that
decouples the media file from the database reference for easy maintenance)

Managing the State of a Data

e MODIFIED
o PUBLISHED

i creata

| MODIFIED k=

! publish { Update

W

PUBLISH I

Newlmage

3. Domain model

Step context diagram
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eRegulations data structure
4. Code execution flow

e requesting a new page
« triggering an action on the page (update information, publish, change the order of elements,
etc)

Requesting a new page
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Page Get Sequence Diagram

1 IS identifies the requested resource as "StepGeneral.aspx" inside the admin application, so it
forwards the request to our application

Asp.Net creates a new instance of the object "Views_Regulation_StepGeneral”
Asp.Net trigger the event "Page_Load"

Inside the "Page_Load" we create a new instance of the presenter sending in the constructor
the current instance of Views_Regulation_StepGeneral as this class implements the interface
IStepView and the AppContext which is an application context that travels through all the
layers. The AppContext is created each time a request is intercepted by our application. It is
cached through the duration of the request in the HttpContext

the newly created presenter will call the method InitView send the stepld as parameter

the presenter holds all the presentation logic. It has a reference of the "IView" interface which
will use for displaying the information. Still is not aware of how this interface is implemented (in
our case is the System.Web.Ul.Page)

7 the presenter will create a new instance of the BusinessObjectAPI related to our need (in our
case StepBO)

8 the BusinessObjectAPI holds a reference to the Root Aggregate Class (in our case Step). the
presenter creates a new instance of the model, it sets the Id of the model and it attaches it to
the BusinessObjectAPI.
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9 the presenter demand the BusinessObjectAPI to load the model

10 the BusinessObjectAPI will call the RepositoryFactory in order to retrieve an instance of
IRepository that will use for talking to the DataLayer (it will return an instance of LigRepository)

11 the BusinessObjectAPI uses the IRepository instance and load the model from the data (the
repository will call a SQL query that will be executed against the SQL Server DB and the load
the model with the db data)

12 the BusinessObjectAPI holds a collection of errors in case any operation performed raised an
error

13 the presenter verifies if the load of model was ended successfully and if so it tells the IView (in
our case the Regulation) to display the details of the model . If the process of loading the data
failed, the presenter calls the "ShowErrors" method of the IView to display the errors

14 inside the System.Web.Ul.Page methods/properties of the IView implementation we set the
data to html elements

15 the System.Web.Ul.Page finishes the cycle and display the html output

Trigger an action on the page (update)
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Page Post Sequence Diagram

application, so it forwards the request to our application

class behind the "StepGeneral.aspx” page and calls this method

IIS identifies the requested resource as "StepGeneral.aspx/Update” inside the admin

Asp.Net searches for the static method "Update" having the [WebMethod] attribute inside the

create a new instance of our custom view that implements the interface 1StepView (in our case

UpdateView). Send in the constructor the DTO received

1
2
3 we retrieve the AppContext
5
AppContext
6
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the newly created presenter will call the method Update send the stepld as parameter
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7 the presenter holds all the presentation logic. It has a reference of the "IView" interface which
will use for retrieval of all the necessary information to update the model. Still is not aware of
how this interface is implemented (in our case is the instance of CustomView)

8 the presenter will create a new instance of the BusinessObjectAPI related to our need (in our
case StepBO)

9 the BusinessObjectAPI holds a reference to the Root Aggregate Class (in our case Step). the
presenter creates a new instance of the model, it sets the Id of the model and it attaches it to
the BusinessObjectAPI.

10 the presenter demand the BusinessObjectAPI to load the model

11 the BusinessObjectAPI will call the RepositoryFactory in order to retrieve an instance of
IRepository that will use for talking to the DataLayer (it will return an instance of LigRepository)

12 the BusinessObjectAPI uses the IRepository instance and load the model from the data (the
repository will call a SQL query that will be executed against the SQL Server DB and the load
the model with the db data)

13 if no errors encountered the presenter will ask the view to update the model. As our custom
view received through the constructor the DTO sent by the user it will use it to update the
model.

14 then the presenter will ask the IRepository instance to persist the modifications

15 the BusinessObjectAPI holds a collection of errors in case any operation performed raised an
error

16 the presenter verifies if the update of model was ended successfully and if so it raises an event
called SavedSuccessfully. (normally in the custom view you will write an
SavedSuccessfullyHandler where you will have a flag holding the operation response. If the
process of loading the data failed, the presenter calls the "ShowErrors" method of the [View to
display the errors (the custom view will hold the errors inside a collection of errors)

17 the webMethod then verifies if the success flag of the custom view is true and sends a ok
message to the browser. If custom view has errors inside its collection, the webMethod will
throw an ApplicationException with the message holding the serialized version of all the view
errors.

5. Procedure snapshots

e oObjective full data
e Dblocks of steps full data

o steps full data (and for each element used form the Repositories it copies the current full data:
full data for GenericRequirement, Law, EntityInCharge, UnitinCharge, PersoninCharge)

e publish an objective
e publish a block

e publish a step

e publish a recourse

e update an item in GenericRequirement repository for all the procedures where that
GenericRequirement is used
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e update an item in Law repository repository for all the procedures where that Law is used

e update an item in EntityInCharge repository repository for all the procedures where that
EntitylnCharge is used

e update an item in UnitinCharge repository repository for all the procedures where that
UnitinCharge is used

e update an item in PersoninCharge repository repository for all the procedures where that
PersoninCharge is used

e Sp_snapshot_get...

e sp_take_snapshot...

6. History tracking of eRegulations content modifications

7. Label translation

e Index

. Application architecture

. Data-concepts and states
. Domain model

. Code execution flow

. Procedure snapshots

. History tracking of eRegulations content modifications

°
N o o~ WO N P

. Label translation

Index

3. Translator Web Application

https://help.eregulations.org/index.php/3-translator-web-application/

The eRegulations Translator Web Application is accessible at the same location as the Admin Web
Application and behaves like a special sub-module that is activated only if the authenticated user
has the "Admin-Regulation-Translator" role.

The interface is completely different from the Admin Web Application and it is built to serve to a
authorized translator to update the datra of the eRegulation content in a secondary language. Here
below the categories of eReegulation content that can be translated through this interface:

e Objectives
e blocks

e steps

e recourses

e generic requirements
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e laws

e entities in charge
e unitsin charge

e persons in charge

e Menus

The translator interface access a replica version of the content that is recorded in special tables
after an explicit action from the admin interface. The explicit action is "Send to translator".

The idea behind this specialized interface is to create a decoupled working space to external users
of the system. Their work will not directly affect the eRegulation content. The translator can work in
a parallel space and only when their work is fully completed they can commit the translation at
which time the data is copied back into the " _i18n" tables in the admin space. The administrator
can then validate (publish) the translation or can directly make some final corrections.

When the administrator is sending an element to translator the system makes a full copy of that
object and also its current translation data, it serializes it into XML format ans saves that data in
specialized tables : "XMLSerializedltem” and "XMLSerializedltem_i18n".

It is worth mentioning an important rule that was introduces as a need of assuring a better
organization of work: translator can work on one element only at one particular moment in time.
The system implements this rule by demanding the explicit actions from the translator for :

o start working on element

e stop working on element

o the version of the original data is incremented each time the administrator "re-demands" a
translation after a previous translation has been commited or it has the status "working in
progress".

« the version translation is incremented with each commit

e inexitent
e work in progress

e already commited ( a first commit exists)

not commited (never commited)

1. Application architecture

The architecture of the Translator Web Application follows a 3-tiers design : Data, Business,
Presentation. You can have a look at the diagram here 2.1. Application architecture.

The architecture follows the same Model View Presenter pattern and define the views as interfaces
gaining in flexibility of implementing the view interfaces as ASPX pages or as customized views for
Ajax requests. The update of translation follows the same sequence described in the previous
chapters. (see 2.4. code execution flow)
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The challenge of this application was to isolate the working of the translator from the main
repository. Keep the admin data to fuel the public and the snapshot tables and also have a version

of the data that the translator can focus on. Also all the eRegulations applications must share the

domain model.

We illustrate in the static diagram below translation contracts used for this module :
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Translator Static Diagram

For assuring the independent working space we used the idea of storing a serialized version of the
model and reconstruct it for the translator application only.

The translator admin application is working with only 4 tables:
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e XMLSerializedItem
e XMLSerializedltem_i18n
e Workspace

e ProcedureContext

We used the same principle of interface segregation for assuring a shared contract for all the
models that will force the consistency of implementation across all the models that must be
translated. One key concept was the need of keeping track of the property accessors that are
capable of having translated data.

2. Presenter logic - code flow

We will explain the logic inside the presenter for loading the page inside the translator space :

1 The presenter method "InitView" is called with the parameter Id (parameter that refers to the id
of the object inside the translator space)

A new instance of the XMLSerialializedltemBO (BusinessObjectAPI) is called

the businessObject API loads the XMLSerializedItem from the dabase using the correspondent
IRepository instance (in our case LingXMLSerializedltemRepository)

4 verifies the status of the current user Workspace (if the item is activ, the ask teh view to set that
flag, or show a message). If another object is activ in the current user Workspace retrieve the
name of that element and trigger an "ltemLocked" event passing the activ element in
evenArguments

5 verify if a newer version of the same element exists and trigger an OnNewVersionReleased
event if found

deserialize the XMLData and XMLTranslationData into Model object

if the original data has a new version (step 5 resulted in true) the display for the current
modification the number of words added / deleted in rapport to the current version. ask the view
tp display the data of latest version

w

. Data structure

Index

1. Application architecture

2. Presenter logic - code flow

3. Data structure

Index

4. Public Web Application

https://help.eregulations.org/index.php/5-public-web-application/
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The eRegulations Public Web Application is responsible for displaying the published version of
eRegulations content. The information structure can be divided in the following categories of
pages: home page about us page repositories pages : entities in charge, laws, generic
requirements procedures: summary of procedure, details of step within a procedure feedback
pages For authorized user the public system will display additional information: consistency review
tickets and statuses statistical report of the system The eRegulations Public web application is built
on top of the ASP.Net MVC framework. For responding to ajax calls the system uses the Asp.Net
Web API framework.

The eRegulations Public Web Application is responsible for displaying the published version of
eRegulations content.

The information structure can be divided in the following categories of pages:

o home page

e about us page

e repositories pages : entities in charge, laws, generic requirements

e procedures: summary of procedure, details of step within a procedure

o feedback pages

For authorized user the public system will display additional information:

e consistency review tickets and statuses

« statistical report of the system

The eRegulations Public web application is built on top of the ASP.Net MVC framework. For
responding to ajax calls the system uses the Asp.Net Web API framework.

1. Application architecture

The architecture of the Admin Web Application follows a 3-tiers design : Data, Business,
Presentation. The Presentation implements a Model-View-Controller design pattern.
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ERegulations Public Architecture

The business layer is occupied by the reusable business library described in the Admin Web

Application chapter.
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As earlier written the public version of one procedure is retrieved from the snapshot tables. For this
we added a new BusinessObjectAPI called the SnapshotBuilder that has the main responsability of
loading into the domain model the data from snapshot tables. It also uses a IRepository instance to
access the data layer.

The controllers used for displaying the data of Repositories and Consistency Tickets use the basic
BusinessObjectAPI for those models.

2. Consistency review - data structure

e Index
o 1. Application architecture

e 2. Consistency review - data structure

Index

5. Data API Server

https://help.eregulations.org/index.php/6-data-api-server/

Goal Opening the eRegulations data through REST web services.

Integration within the eRegulations Global System It must be considered as a satellite of the
eRegulations Admin web application (henceforth eRegulations-Admin-App). Even though it is self
manageable, it does rely on the eRegulations-Admin-App for data population.

Application general solution The solution is build on node.js using restify for the REST requests
handling and mongodb for data persistence. Each action on the eRegulations-Admin-App that has
the quality of delivering public information will trigger the correspondant request
(POST/PUT/DELETE) to the API Server for assuring the syncronization of data. All requests are
passed through basic authorization filter (username & password) before being handled.

1. Setup

Needed software

¢ Node.js - http://nodejs.org/ - in v0.8 or greater version

e MongoDB - http://www.mongodb.org/downloads

PORT num - (optional) Port on which application main server should be deployed; if not provided
then port 8080 is used

Application specific settings

The application specific settings file is config/index.js. Fill the file with the following options :

e appPath string - holds the application path in case the api is executed as a sub-application
inside a more general application; leave blank in case of root application
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o db - mongodb configuration

e host string - database host

e port num - database port

e username string - (optional) User name (if we're using authentication)

e password string - (optional) Password (if we're using authentication)

e systemCollectionPrefix string - the common prefix for each of the system dbs

o systemsCollection string - the name of db collection holding all the eRegulations systems that
expose their data through API

e apiUsersRepository - configure the name of db and collection where all the users being
authorized to consume the API

o dbName string - name of database collection

o collectionName string - name of collection holding all the users
2. Application
Third party libraries

3. Application architecture

Integration within the eRegulations Global System

e responding to data requests

e keeping a synchronized version of eRegulations data by handling all the updates triggered by
data management application

Responds o GET

hitp requests and delivers

JSON formattad version of eRegulations API Server NoSQL database
App Client eFtequlstions Data

Middcl etier HI-I
" — REST 'g MargeDih
Server )
App Clignt
& |~

.
Send POST / PUT / DELETE

App Llhpnt (—— Mipregquests forkeepingthe — — — — — — — — — — — — — — —
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eRegulations Data Management Componenis

aFagulations-Admin-Ap Helational databasa
i APIPublishor | I_.% S0L Server 2008
Newlmage
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Directory structure
Application code

The design of eRegulations API server follows the principles of RESTful way. From Wikipedia :

The user progresses through an application by selecting links (state transitions), resulting in the

next page (representing the next state of the application) being transferred to the user and
rendered for their use

1 authenticate & authorize the request by reading the authorization header. The server
implements Http Basic Auth strategy.

2 if user is authorized, then the server delegates to a specific handler based on the resource
identifier and the verb in the header of the request.

app
e controllers/ - all the handlers for a specific resource are grouped inside a controller

e routes/ - holds all the url patterns and also the mappings for a specific action on a resource

middletier

o businessObjects/ - objects responsable for database operations on the specific model, the
pre-processing of data before presistence or altering right after retrieval from db

e db - enum of collections, common CRUD db operations and the management of db
connections

o modelPrettifier/ - prepares the model prior to delivery: removes inner data from the model (ids,

attributes, etc), aggregates data into a readable format (the schedule info)

o util - generic utility functions

e Index
e 1. Setup
e 2. Application

3. Application architecture

Index

6. CR Alerts CLI

https://help.eregulations.org/index.php/7-cr-alerts-cli/

The Consistency Review Command Line Interface (CRAlerts CLI) is a console executable program
that queries the eRegulations content, computes a series of statistical data related to the status of

steps and send an email to all the consultant users of the system.
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The program is intended to be executed on a regular basis by setting a weekely (or more frequent)
task in the stask scheduler.

1. Application architecture

CR Alerts CL|
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ERegulations CR Alerts Architecture

The CRAlerts BusinessObject API uses 4 data aggregators :

o GeneralReviewAggregator
o GeneralStatusAggregator
e ProcedureStatusAggregator

o StepStatusAggregator
All the data aggregators implement the interface IDataAggegator that has only one method:

The systems uses the Mustache template engine for building the html body of all the emails.

2. Config file

The CRAlert CLI program uses a config file to retrieve a list of eRegulations systems for which the
job must be executed.

The config file, usually named "systems.xml" it must be written in the XML format and should have
the with the following structure:

<?xml version="1.0" encoding="utf-8" 7>
<systems>
<system>
<Id>__sytemId_ </Id>
<Name>_ Title </Name>

<Url>__sytemERegulationsURL__</Url>

<ConnectionString>_ sytemSQLConnectionString_ </ConnectionString>
<LeftLogoUrl>__ sytemLeftLogoImageUrl </LeftLogoUrl=>
<RightLogoUrl>_ sytemRightLogoImageUrl </RightLogoUrl>
<Lang>__sytemMainLanguage__</Lang>
<PublicSiteVersion>__ sytemPublicVersion__</PublicSiteVersion>
</system>

</gystems>

Xml mihai

o Id: the system Id (all the eRegulations systems are registered in a table Systemlnstance)
« Name: the title of eRegulations system
e Url: the url where the eRegulations system is located

o ConnectionSring: a valid sql connection string used to connect to the DB where eRegulations
data is sored
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o LeftLogoUrl: the url of the image used as left logo in the home page
e RightLogoUrl: the url of the image used as right logo in the home page

« PublicSiteVersion: the value establishing the version of the publis site. As for future reference
to connect the URL Construction Paradigm for the hyperlinks referencing eRegulations public
site pages

e Index

1. Application architecture

2. Config file

Index

7. Statistics CLI

https://help.eregulations.org/index.php/8-statistics-cli/

The Statistics Review Command Line Interface (CRAlerts CLI) is a console executable program
that queries the eRegulations content, computes a series of statistical data related to eRegulations
content.

The program is intended to be executed daily from tuesday (early hours) until saturday (early
hours) by setting a task in the stask scheduler. It calculates all the indicators and stores them in the
database flagging them with the date of the previous calendaristical day.

1. Application architecture

The Statistics BusinessObject API stores data calculated for the followind indicators:

e Total Number of published procedures
e Total number of procedures

o Total number of certified procedures

e Total number of published steps

e Total number of entities in charge

e Total number of units in charge

e Total number of persons in charge

e Total number of laws

o Total number of generic requirements
e Total number of results of steps

e Total number of feedbacks

All the indicators implement the interface IindicatorSet that has only one method:

2. Config file
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The Statistics program uses a similar config file like CRAlerts CLI in order to retrieve a list of
eRegulations systems for which the job must be executed.

See: 7.2. Config file

3. Data structure

Index

1. Application architecture

2. Config file

3. Data structure

Index

8. Central authentication system (optional)

https://help.eregulations.org/index.php/8-central-authentication-system-optional/

Overview

What is and how does Central Authentication Service work?
Technologies used

o Propagate one's identity between interested parties.
e Propagate user entitlements between interested parties.
o Transfer data securely between interested parties over an unsecured channel.

o Assert one's identity, given that the recipient of the JWT trusts the asserting party.

Technical specifications

Glossary

e TLS - Transport Layer Security A cryptographic protocol that provides communications security
over a computer network. Several versions of the protocols find widespread use in applications
such as web browsing, email, instant messaging, and voice over IP (VolP). Websites are able
to use TLS to secure all communications between their servers and web browsers.

o HAProxy - HAProxy HAProxy is free, open source software that provides a high availability
load balancer and proxy server for TCP and HTTP-based applications that spreads requests
across multiple servers.It is written in C and has a reputation for being fast and efficient (in
terms of processor and memory usage). HAProxy is used by a number of high-profile websites
including GoDaddy, GitHub, Bitbucket and others.
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Spring boot - Spring boot Spring Boot is JAVA Spring's convention-over-configuration solution
for creating stand-alone, production-grade Spring-based Applications that you can "“just run”. It
is preconfigured with the Spring's "opinionated view" of the best configuration and use of the
Spring platform and third-party libraries so you can get started with minimum fuss. Most Spring
Boot applications need very little Spring configuration.

PostgreSQL - PostgreSQL PostgreSQL, often simply Postgres, is an object-relational database
management system (ORDBMS) with an emphasis on extensibility and standards compliance.
As a database server, its primary functions are to store data securely and return that data in
response to requests from other software applications

ElasticSearch - ElasticSearch Elasticsearch is a search engine based on Lucene. It provides a
distributed, multitenant-capable full-text search engine with an HTTP web interface and
schema-free JSON documents.

Angular - Angular Angular is a TypeScript-based open-source front-end web application
platform led by the Angular Team at Google and by a community of individuals and
corporations. Angular is a complete rewrite from the same team that built AngularJS.

OAuth - Open Authorization OAuth is an open standard for access delegation, commonly used
as a way for Internet users to grant websites or applications access to their information on
other websites but without giving them the passwords. This mechanism is used by companies
such as Amazon, Google, Facebook, Microsoft and Twitter to permit the users to share
information about their accounts with third party applications or websites.

JWT - JSON Web Token JSON Web Token is a JSON-based open standard (RFC 7519) for
creating access tokens that assert some number of claims. For example, a server could
generate a token that has the claim "logged in as admin" and provide that to a client. The client
could then use that token to prove that it is logged in as admin. The tokens are signed by one
party's private key, so that both parties are able to verify that the token is legitimate.

Introduction
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image1-300x292.png

o Authentication lets each party to the communication verify that the other party is who they claim

to be.

o Data is encrypted while being transmitted between the user agent and the server, in order to

prevent it from being read and interpreted by unauthorized parties.

e TLS ensures that between encrypting, transmitting, and decrypting the data no information is

lost, damaged, tampered with, or falsified.

Logical components
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Logical component - Property

o emall

e username
e NIT

« DuUI

e password
e nName

o first name
e phone

e address
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e language

e id - identifier
e name - the name of the property
e description - Data about the property. Used as info for database admins.

o add to token - Setting that decides whether the value of this property is being added to the JWT
access token.

e is required on form - Setting that decides whether the value of this property is required to be
specified in user registration form

e used for login - Setting that decides whether the value of this property can be used as user
login credential.

o Vverification needed - Setting that decides whether the value of this property needs additional
verification

e unique - Setting that decides whether the value of this property has to be unique. When this is
true then only one user can use the same value for this property

o deletable - Setting that decides whether this property can be deleted by admin user.

o display - Setting for specifying the value that is shown in the view for this property. This value
will also be translated to the locale that is selected for the view.

e ordering - Setting that sets the order how properties are shown on the view.

e is used on form - Setting that decides whether this property is shown on user registration and
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Logical component - OAuth2 client

e client description - Data about the OAuth2 client. Used as info for database admins.
o disabled - Setting which states that this OAuth2 client is currently not active.

o trusted - Setting which states that this OAuth2 client is trusted and CAS allows requests for
creating users and changing user passwords from that OAuth2 client.

e logo - Setting that stores the image of OAuth2 client’s logo. This logo will be shown on the
header of the login screen.
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Logical component - CAS user
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User registration process

5. I"'E—I = (=
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o client_id, same as registered

e redirect_uri, same as registered — “ https://eid.eregistrations.org/dashboard”

e response_type , must be “code” here

o state - mandatory unique identifier of the current request, this will be returned at the end to
client, and client is strongly suggested to verify that the state is same as was originally issued

by client
e scope - optional descriptive parameter

e lang - optional language parameter.

e grant_type, must be “authorization_code” here

e grant_type, must be the same value received from code parameter “

cas-client8IxKhnlzovnbnal GOJRTal3FX"

e redirect_uri, must be the same as registered “ https://eid.eregistrations.org/dashboard ”

Existing user authentication process

image8-219x300.png

e client_id, same as registered

e redirect_uri, same as registered - “ https://eid.eregistrations.org/dashboard”

e response_type , must be "code" here

e state - mandatory unique identifier of the current request, this will be returned at the end to
client, and client is strongly suggested to verify that the state is same as was originally issued

by client
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e scope - optional descriptive parameter

e lang - optional language parameter.

e grant_type, must be “authorization_code” here

e code, must be the same value received from code parameter “
cas-client8IxKhnlzovnbnalGOJRTal3FX"

e redirect_uri, must be the same as registered “ https://eid.eregistrations.org/dashboard ”

Existing user authentication using SSO cookie
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e client_id, same as registered
e redirect_uri, same as registered - “https://eid.eregistrations.org/dashboard”
e response_type , must be "code" here

e state - mandatory unique identifier of the current request, this will be returned at the end to
client, and client is strongly suggested to verify that the state is same as was originally issued
by client

e scope - optional descriptive parameter

e lang - optional language parameter.

e grant_type, must be “authorization_code” here

e code, must be the same value received from code parameter “
cas-client8IxKhnlzovnbnal GOJRTal3FX”
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o redirect_uri, must be the same as registered “ https://eid.eregistrations.org/dashboard ”

Extending active CAS session
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e grant_type, must be “refresh_token” here

o refresh_token , must be the value received from initial login’s second step authentication: “b27
ecb40d6de9b137b995678a9d98b18861316b1ac099e7dcf9ad61783010d6cdd7ad9f381229efb

e redirect_uri, must be the same as registered “ https://eid.eregistrations.org/dashboard ”

User log out process
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9. Annex — Data structures

https://help.eregulations.org/index.php/eregulations-data-structure/

e 1. eRegulations data
e 2. Snapshots

o 3. Tracking

e 4. Translator

« 5. Consistency review

e 6. Statistics

1. eRegulations data
2. Snapshots

3. Tracking
Relationship

4. Translator
5. Consistency review

6. Statistics
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