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1 Introduction - The new GEF Portal 
 
The new Portal is designed to provide an on-line place for GEF Agencies to submit projects and programs 
proposed for funding by GEF, and for the review of those proposals by the GEF Secretariat and other 
partners. The Portal also receives data from Agencies on progress and results for the global environment 
during project and program implementation.  
 
Through its new IT platform and alignment with the GEF-7 programming and policy agenda, the Portal 
aims to support improved operational efficiency, data quality and capture of results; implementation of 
GEF Policies and Programming Strategies; and enhanced transparency and public access to data and 
documents about the GEF project portfolio through the GEF website. 
 
To help in using the Portal, the system includes this User Manual, FAQs [put link here], and pop-up 
guidance notes as you enter the system itself.  Please feel free also to contact the GEF Portal helpline at 
gefportalhelpline@thegef.org or 202-473-1893 (Business Hours. EST. Monday-Friday) 
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2 GEF 7- PIF Submission for FSP (Full Size Project) 

2.1 Login 

Type https://gefportal.org 
The following login screen will appear 

 
 
Enter the email id used to create the account and then click on “Next” 

https://gefportal.org/
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Enter the password and click on “Sign In” button to go to the landing screen. 

2.2 Landing Page 

Once logged in the portal the user will be able to see the following on the landing screen. 
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1. My Action List – List of projects where the agency has an action to work on e.g. Project returned 

from GEF SEC review. 
2. Project in Draft – List of projects that are created but not yet submitted for GEF SEC review. 
3. Project submitted to GEF Secretariat- List of projects submitted and in the process of review 

with GEF SEC. 
4. Projects Returned to Preparer 

2.3 Create New Project 

The first step while creating a project is to select the type of project being created. 

 
Depending on which project type you choose, you would need to choose some more details. 
Then, click Create button to go to the project detail page. 
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The first screen to capture information is broken down in several sections. The first section is Project 
Information. 
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2.3.1 Project Information 

 
There are several validations on this page. These validations are checked during the time of submission. 
If the user will be able to save incomplete data in draft. Example of validations are shown the table 
below.  

Field Name Validation 

GEF ID This is a system generated ID that the user cannot edit. 

Project Title The user must enter a title as it is a required field 

Project Type 
This is a display only field. The value selected during the project 
creation is displayed here. 

Type of Trust Fund User must select a value from the drop-down as it is a required field. 
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Lead Agency 
This is a display only field. Value is populated based on the agency the 
user logged in belong to. 

Lead Agency's Project 
ID 

This is an optional field where the user can enter a project ID used by 
the agency. 

Other GEF Agencies 
This is an optional field where the user can select value to add 
another agency to the project being created. The user can add more 
than one agency to the project being created. 

Agency's Project ID 
This is an optional field where the user can enter a project ID used by 
the other agencies. 

Global 
This option allows the user to select from a drop-down which displays 
country names and allows the user to select multiple country names. 
It is optional to select the country names. 

Regional 
This option allows the user to select from a drop-down which displays 
country names and allow user to select multiple country names. It is 
optional to select the country names. 

Country 
This option allows the user to select from a drop-down which displays 
country names, user can only select one single country.  

Other Executing 
Partners 

This is an optional text field for the user to enter other executing 
partner names 

Executing Partner Type 
This is option field where the user can select from the drop down the 
type of executing partner. 

GEF Focal Area 
This is a required field where the user can select the focal area from 
the drop down. This fi 

Taxonomy 
This is an optional field where the user can tag the project to multiple 
values from the taxonomy drop down list. This field allows multi 
selection. 

Duration 
This is an optional field where the user can select the duration in 
years. 

Agency Fee This is a system generated value that user cannot edit. 

2.3.2 Indicative Focal/Non- focal Area Elements 

 
The user can add value by clicking on the “ADD NEW” link. Once the values are added they can delete or 
edit the row. In the section the values selected in the project information, populate the values available 
for Programming directions and trust fund drop-down. 
There must be at least one entry in this table for the user to submit this project. 
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2.3.3 Indicative Project Description Summary 

 

 
In this section the user can enter the project object and then click on the “Add New” click. 
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In the pop-up the user will have to select the project component, financing type, project outcomes and 
project outputs. The trust fund value is populated from the project information section. The GEF amount 
and Co-financing amount from table A should match table B. 
 
 

2.3.4 Indicative Sources of Co-Financing for the Project by Name and by Type, 
If Available. 

 
The user can add value by clicking on the “ADD NEW” link. Once the values are added they can delete or 
edit the row. 
 

 
 

2.3.5 Indicative Trust Fund Resources Requested by Agency(ies), 
country(ies), focal area and the programming of funds 

 
The user can add value by clicking on the “ADD NEW” link. Once the values are added they can delete or 
edit the row. 
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2.3.6 Project Preparation grant(PPG) 

 
If PPG is required for the project being submitted then the user can click on the “PPG Required” check 
box. The screen will display additional field with validations. 
Once the user enters all the values they have the following options. 

 
• Save and Validate – This will save the data in draft and display any errors from the validations. 

e.g 

 
• Save and Exit – This will save the project and the data entered in draft status and take the user 

back to the landing page. 

• Save and Continue – This will save the data and take the user to the next screen. 

• Cancel – This will cancel the transaction and not save any data entered. 
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2.4 Core Indicators 
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In GEF 7 the user needs to add information for 11 Indicators. 
When they click on Add or Edit a screen is displayed. (This sample screen is for indicator 1) 

 
 
The user has the option to Save data or cancel and go back to the core indicator screen. 
Once the user enters the required information they have the following options. 

 
• Save and Exit – This will save the project and the data entered in draft status and take the user 

back to the landing page. 

• Save and Continue – This will save the data and take the user to the next screen. 

• Cancel – This will cancel the transaction and not save any data entered. 
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2.5 Project Justification 

On this page the user can enter data for 8 sections/questions. 

2.5.1 Project Description and Project Map and Coordinates 

 
The user can enter for the both the questions using the rich text editor text boxes. 
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2.5.2 Stakeholders 

 
The user can use the check box and the text box to enter relevant information. 
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2.5.3 Gender Equality and Women’s Empowerment 

 
The user can use the Radio button, check box and the text box to enter relevant information. 

2.5.4 Private sector engagement 

 

 
The user can use the Radio button and the text box to enter relevant information. 
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2.5.5 Risks 

 
The user can use the text box to enter relevant information. 

2.5.6 Coordination 

 
The user can use the text box to enter relevant information. 
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2.5.7 Consistency with national priorities 

 
The user can select yes or no radio button and provide information if yes. 

2.5.8 Knowledge Management 

 
The user can use the text box to enter relevant information. 
Once the user enters the required information they have the following options. 

 
• Save and Validate - This will save the data in draft and display any errors from the validations. 

e.g 
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• Save and Exit – This will save the project and the data entered in draft status and take the user 
back to the landing page. 

• Save and Continue – This will save the data and take the user to the next screen. 

• Cancel – This will cancel the transaction and not save any data entered. 

2.6 Approval/Endorsement by GEF Operational Focal Point and GEF agency(ies) 

 
When the user clicks on “Add New” click the following row is added. 

 
The user can add multiple rows. They can also edit or delete the existing rows. 

2.7 GEF Agency(ies) Certification 

 
On this page the user can enter the relevant information.  
Once the user enters the required information they have the following options. 
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• Save and Validate - This will save the data in draft and display any errors from the validations. 

e.g 

 
• Save and Exit – This will save the project and the data entered in draft status and take the user 

back to the landing page. 

• Cancel – This will cancel the transaction and not save any data entered. 

• Review – This will save the data and check all the validations before taking the user to a page 
where all the information entered is displayed. 
On the Review page the user has the following 3 options 

o Validate- This will display any errors from the validations. 
o Submit to GEFSEC – This will check if all the data entered is validated and submit it to 

GEFSEC for review. 
o Cancel - This will cancel the transaction and not save any data entered. 
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3 GEF 6- CEO Endorsement Submission 
 
After the PIF is cleared, an Agency will be able to create a CEO Endorsement Form from the Project 
listing page by selecting the Project. 
 
3.1 Agency Landing Page/ Project Listing Page: 

 
Agency user must click on View/eye icon to view the Cleared PIF from GEF Secretariat  
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User will now be able to see the Create CEO Endorsement Form on the Cleared PIF form. 

  
By clicking on “Create CEO Endorsement Form”, application will take the user to the CEO Endorsement 
Form. 
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CEO Endorsement Entry Form:  

All the data which was entered at PIF stage will be populated in the CEO Form. User will be able 
to change the data except for the meta data of the Project like Project ID, Project Title, Project 
Type and Lead Agency. After validating the Project metadata, user can now edit the form and 
update if there are any changes from PIF. 
 

3.2 Project Information Screen (Meta data): 

 
User can select and directly go to that screen/section from the section filter on the right side 
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By Clicking on PPG Required, user will be able to see PPG table displayed on the screen. 

 
User needs to enter the data based on the business validations. Ex: 

• At least one entry should be available in Table A: Indicative Focal Area Strategy 

Framework and Other Program Strategies. 

• At least one entry should be available in Table B: Indicative Project Description 
Summary. 

 
After entering all the required data, user will have the following actions to perform 
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1. Save and Validate: User can validate the data entered and then save the data 

2. Save & Exit: User can save the entered data and exit the application. 

3. Save & Continue: User can save the data entered on the current screen and continue to 

next screen. 

4. Cancel: User can cancel the form and get back to Project listing page. 

 
If users select to Save & Continue, application will then take the user to next screen which is Core 
Indicators. 
 

3.3 Core Indicators: 
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User can click on add/edit the core indicators on this screen. 
User will be editing Indicator if it is already added at PIF and adding a new indicator if it was not added 
at PIF stage. By clicking on Add/edit button, the application will open the individual Indicator screen. 

 
All the 11 Core Indicators has individual screens like ‘Indicator 1’ shown in screenshot to add/edit. 
After adding the applicable Indicators. User will have the following actions he/she can perform 

 
1. Save & Exit: User can save the entered data and exit the application. 

2. Save & Continue: User can save the data entered on the current screen and continue to 

next screen. 

3. Cancel: User can cancel the form and get back to Project listing page. 

If users select to Save and Continue from the Core Indicators screen, application will then take the user 
to next screen which is Project Justification. 
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3.4 Project Justification:  
User will have to answer few questions in this section to justify the Project scope and considerations like 
Gender. 
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 After entering the details in all the required fields, user will have followings actions to perform 
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1. Save and Validate: User can validate the data entered and then save the data 

2. Save & Exit: User can save the entered data and exit the application. 

3. Save & Continue: User can save the data entered on the current screen and continue to 

next screen. 

4. Cancel: User can cancel the form and get back to Project listing page. 

If user select to Save and Continue. The application will then take the user to next screen Focal Point 
Endorsement. 
 
 
 
 
 
 
 
 
 
 
 
 

3.5 Focal Point Endorsement Screen:   
User can upload and update the country focal point supporting documents. 
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After entering the details in all the required fields, user will have followings actions to perform 

 
1. Save and Validate: User can validate the data entered and then save the data 

2. Save & Exit: User can save the entered data and exit the application. 

3. Save & Continue: User can save the data entered on the current screen and continue to 

next screen. 

4. Cancel: User can cancel the form and get back to Project listing page. 

 
If user select to Save and Continue. The application will then take the user to next screen Agency 
Certification. 
 
 
 
 
 
 

 
 
3.6 Agency Certification:   
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User can update and upload Agency Coordinator, POC, Phone and Email details and upload documents if 

any. 

 
 
 
After entering the details in all the required fields, user will have followings actions to perform 

 
1. Save and Validate: User can validate the data entered and then save the data 

2. Save & Exit: User can save the entered data and exit the application. 

3. Save & Continue: User can save the data entered on the current screen and continue to 

next screen. 

4. Cancel: User can cancel the form and get back to Project listing page. 

 
If user select to Save and Continue. The application will then take the user to next screen Annexes. 
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3.7 Annexes: User can enter the annex details if any in this section. 

 
 
After entering all the required details, user will have the following actions to perform 

 
1. Save & Exit: User can save the data entered and exit the application. 

2. Review: User can review all the data entered and validate the same 

3. Cancel: User can cancel and go back to the Project Listing page 

After entering all the details, user can review and validate the complete form by clicking on Review 
button on the Annex screen. 
 

On the Review page the user has the following 3 options 
o Validate- This will display any errors from the validations. 
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o Submit to GEFSEC – This will check if all the data entered is validated and submit it to 
GEFSEC for review. 

o Cancel - This will cancel the transaction and not save any data entered. 
 
 


