
UNPAN CONTENT DISTRUBUTION TRAINING 
 

How to add a document on UNPAN: 
 
Note: Prior to starting the creation of an event you must have the following information of the 
document available: 
 
- Title 
- Abstract 
- Content Type 
- Theme and Subtheme 
- Date of Publication 
- Document Language and Region 
- Publisher and Author 
- Date of Publication 
- Source URL 
 
STEP 1: Open a browser and go to www.unpan.org  

 
 
 
 
 
 
 
 
 



STEP 2: Log in with your UNPAN account. 

 

 
 
 
 
 
 



STEP 3: Go to ‘HOME’ 

 
 
STEP 4: Go to ‘UNPAN CMS’ 

 
 



STEP 5: Click on ‘SUBMIT DOCUMENT’ 
STEP 6: Click on ‘ADD A DOCUMENT’ 

 
 
 
Another window will open after clicking on ‘ADD A DOCUMENT’ (see figure below) 
 
STEP 7: Sign in with the following credential 
 
Username: (Name of your organization, i.e. CPSI) 
Password: unpan@2012 
This is the temporary password for first time log in. You are highly encouraged to change your 
password. 



 
 

1. Ensure the name of your organization is correct 
2. Enter the document Title ensuring that the first letter of each word is upper case except 

for articles and prepositions 
3. Enter a Abstract 
4. Select a Theme or Themes 
5. Enter a Content Type for your document (Helpful hint: if you start typing in the field the 

list will narrow down). Once selected click the right pointing arrow to move it in to the 
field 

6. Select Region/Country from the dropdown menu 
7. Enter or Select Keyword or Tag 
8. Select the Language the document is in. 
9. Enter the Individual or Institution Author of the document. 
10. Enter the Publisher of the Document. 
11. Enter the Date of Publication 

 
STEP 9: Selecet ‘UNPAN’ 
STEP 10: Click on ‘CHOOSE FILE’ and upload file from you computer 
STEP 11: Review your work and click on ‘UPLOAD CONTEN’ 



 

 


