
 
 

 

 

 

 

 

 

User guide 

 

 



 
 

 

 

1. Access the online form 

2. Log in 

3. Create a Microsoft account (if necessary) 

4. Home page 

5. Fill in the form 

6. Things to note 

7. Validate and submit 

8. Attach a document 

9. Access all your submissions 

10. Contact the Secretariat 
 

 



 
 

 

To access the online form: 

 

• Please click on the following link:  

www.unesco.org/ict-ed-prize/register  

• The following screen will appear: 

 

 

 

 

 

 

 

 

 

http://www.unesco.org/ict-ed-prize/register


 
 

 

    

 

 

• Please enter the requested information and the Secretariat will send you the access 

to the online form on the indicated email. 

 



 
 

 

 

 

• Please click on the link sent to the email address you provided previously (please 

check your spam box) to access the application form. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

1. If the email address you provided is already associated with a Microsoft account (i.e. 

@outlook.com, @hotmail.com, @live.com), please enter your information and 

password accordingly  
 

 

 

 

 

 

 

 

 



 
 

 

Once authenticated, you will be directed to the home page. Here you can submit 
your application and return to your draft submissions 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

If you do not have a Microsoft account, please follow the instructions below 

Otherwise, please go directly to page 12  

Please create your Microsoft account by following the instructions below 

 

 

 

 

 

 

 

 

 



 
 

 

Enter your email address and create your password 

 

  

 

 

 

 

 

 

 

 



 
 

 

Insert the requested information                                                                 Confirm the creation of your account via the 

security code sent directly to your email 

 

 

 

 

 

 

 

 

 

 



 
 

 

Insert the requested information   Your Microsoft account is now created 

Please log in with your email and password 

      

 

 

 

 

 

 

 

 



 
 

 

Access the platform and start your application 

 

 

 

 

 

 

 

 

 

 



 
 

 

You can click on the link on the left in the navigation or on the link in the text 

The entry form will open: 

 

 

 

 

 The form is divided into 8 sections depending on the type of information 
required. 

 Please fill in all required fields in all sections. 



 
 

 

 
Your nomination will be saved under “My submissions” where you can continue to work 
on it at a later stage. To access the application, click twice on it. 
 
 Important: If, after having clicked on SAVE, you are not 

redirected to “ My Submissions” and remain on the form, 
this means that there has been an error and the 
nomination has not been saved!  
 

 If you can’t save your submission, please check for red 
error messages in the form (e.g. mandatory field not 
completed; exceeded limit of characters). 

 
 * An asterisk marks a required field. All such fields must 

be filled before your can submit or save your application. 
 

 To edit the application, click on ‘Edit’ on top left. 

 Be as clear, concrete and concise as possible when filling in the 
form. 
 

 Save your application every time when you complete a new 
Section. Remember, the application is saved only when you are 
redirected to ‘My Submissions’ page.  

 
 You can first complete the form in Word document and then 

paste it into the online application form. However, respect the 
character limit, otherwise you won’t be able to save the form 
successfully.  

 

 

 



 
 

 

You have two possibilities to add supporting material: 

 

1) Under “Additional information”,  H I 

you can add web links to any online material such  

as websites, action plans, reports, publications, videos, 

etc. 

 

2) For any material not available online,  

you can click on the “Attach File” button 

in the top left corner of the form (tab “EDIT”). 

J 

 

Click on “Browse” and select the document from your 

computer, then click “OK”. 

 

The attached file will now appear on the bottom of the form. 

 

Please note that the maximum size per attachment is 350 

MB. 
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At any given time, clicking on “My Submissions” in the left hand menu will show you all saved 
and/or submitted nominations: 
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The final phase consists in validating your application by submitting either to the National Commission 

for UNESCO or to an NGO in official partnership with UNESCO. 

 

 If you are submitting to the National Commission for UNESCO, please select the 

appropriate country, select "Yes" under ‘Submit the application to a National Commission’ 

and click on "Save" to submit your application. 

  

 If you are applying via an NGO in official partnership with UNESCO, please attach your 

nomination letter from the NGO, select "Yes" under “Submit nomination to UNESCO (Via 

NGO)” and click on "Save" to submit your application.  

 

 You will then receive an acknowledgment of receipt by email. 
 
 

 
 

 
 

 



 
 

 

 
 

 
 

 
 

If you encounter any technical issues, please contact 
The Secretariat of the UNESCO King Hamad Bin Isa Al-Khalifa Prize: 

 
ictprize@unesco.org 

https://on.unesco.org/aboutictprize 

 

 

 

 

 

mailto:ictprize@unesco.org
https://on.unesco.org/aboutictprize

