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1. An Introduction to EasyMTP 
The EasyMTP is an initiative of the ICT-KM Program in consultation with the CGIAR 
Centers. It is designed specifically to add value to MTPs and, at the same time, 
greatly reduce the time and effort it takes to produce them. 
 
The EasyMTP system facilitates the preparation of your Center’s yearly MTP in a 
standardized format. A built-in workflow means that you can easily control the status 
of your information, enabling you to work on your MTP with collaborators. 

  

2. Use Internet Explorer 
In order to effectively use the system you need a web browser: It is recommended 
to access the application using Internet Explorer for best results. 
 
Please ask your Center’s IT staff for the URL (Web address) at which your Center’s 
EasyMTP is available. 

3. EasyMTP Workflow 
The EasyMTP System has 5 basic Roles: 
 
1. Project Office (PO)   
2. Project Coordinator (PC) 
3. Delegated User (DU) 
4. Unregistered User (UU) 
5. Optional: Program Leader (PL)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Quick Reference Guide for Delegated Users 
  4 
 
 

Click on the Help Icon  on any page in the EasyMTP system for more details  
Contact EasyMTP Support: cgmap-support@cgiar.org 

 

A general description of the functions of each role is given in the diagram below: 

 
 
 

Email Notification 

EasyMTP has a simple, built-in workflow that includes email notification to facilitate 
the development of the Centers’ MTP documents 
 
Email notification is included in the following system processes that relate to the 
Delegated User: 
 

• PC assigns project to DU 
• DL sends comments to PC  
• DL submits Completed section to PC 

 
TIP: If you don't receive the emails in your Inbox, please look for the notifications in 
your Outlook Junk or Spam mail, then right click on the email and click on Add 
Sender to Safe Senders List. 
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4. Delegated User Role  
The Project Coordinator has the option to delegate sections of the project to 
Delegated Users. A DU edits the sections delegated, and when ready to submit the 
section to the PC, changes the Section Status to Completed and clicks on Send 
Notification to inform the PC. The editing functionalities in the DU role are 
disabled. 
 
Status available for Delegated User sections: 
 
IN PROGRESS (default status when a project is assigned) 
COMPLETED 
 
NOTE: If the Project Coordinator wants to assign the entire project to a Delegated 
User, the PC must manually delegate section by section to the DU. 

5A. Edit Sections  
1. As a Delegated User, if you have been assigned project sections from the PC, 
select the Edit Project tab. You will see the Project Sections Delegated to Me.  
 
Identify a section and click on Edit: 

 
 

2. This opens the RTE of the selected section. Click on Edit to edit the text.  
 
3. Once you finish editing the section, click on Save 
 
NOTE: Please make sure that you use Verdana 1 (Verdana 10) to input the data in 
the Rich Text Editor to standardize the font and size throughout the document.  

5B. Add and Edit Content   
How to Add Comments 

To facilitate the workflow process of an MTP, you have the option to add comments 
on all the section pages in any project. 
 
1. Click on the page where you want to add a comment; for example, Project 
Overview and Rationale page. 
 



Quick Reference Guide for Delegated Users 
  6 
 
 

Click on the Help Icon  on any page in the EasyMTP system for more details  
Contact EasyMTP Support: cgmap-support@cgiar.org 

 

2. Click on Add a Comment:  
 
3. The rich text editor window opens so you can post your comments: 
 

 
 
4. Alternatively, check the Notify Project Coordinator about this comment box 
so the system can send the comment to the Project Coordinator. 
 

5. Click on Post Comment:  
 
6. To view the comments online, click on Show Comments, and this will display all 
the comments available for this page. 

Using the Rich Text Editor Tips  

To add and/or edit the content of a section, click on Edit for narrative sections. 
 

The edit icon for field-level text or output-level narratives is:  
 
EasyMTP comes equipped with a rich text editor that will allow you to add basic 
formatting to your text (bold, underlined, italic, bulleted and numbered list), 
highlight a portion of text, insert tables and images. 
 
These controls allow you to format the text to the extent needed to make it readable 
and neat: 
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Before adding and editing content, there are a few facts you need to be aware of: 

1. The Science Council will receive a standardized document generated from 
the database.  
 
The content you enter in EasyMTP is then compiled in a standardized document, that 
ICT-KM will finalise formatting-wise before Center/Program’s final review and 
submission. The report template applies a standard set of formatting options. 
Concentrate on the clarity and validity of the content, and limit yourself to applying 
only the formatting needed to make your content comprehensible. This will take the 
pressure of applying fine and advanced formatting to the Word document, especially 
when faced with a tight submission deadline.  
 
This is how it works in detail: you enter the content in EasyMTP for both SC review 
and CGMap analysis requirements. The document that is submitted via CGMap to 
Science Council is generated directly from the EasyMTP database. A standardized 
document template is used to generate the report that is uploaded to CGMap. ICT-
KM uses this standardized report to finalise the formatting and makes it available in 
CGMap for Center’s and Program’s Project Office users to review and submit to 
Science Council. On submission, the MTP document is published on CGMap and made 
available for download by Science Council reviewers. The database is then validated 
and aggregated in the CGMap database for the search and analysis of MTP projects 
and outputs.  
 
 
2. The reports generated by EasyMTP have portrait orientation only 
 
When you generate a report from EasyMTP, it will be displayed by default in a Web 
page, which will be as long as the content of the report selected (for example, full 
report vs. only the MTP Overview). Since the report is displayed in a Web page, the 
default orientation is portrait, with the text running vertically. If you want to print a 
landscape page, you may change the orientation from your printer settings, if 
needed. This will not affect the report settings in EasyMTP. The main implication of 
this is that horizontal tables and images have to fit in the maximum width of a 
portrait-oriented sheet of paper: in screen measurement this amounts to 650 pixels. 
 
3. EasyMTP generates HTML 
 
The rich text editor in EasyMTP generates HTML, the format of Web pages. Due to 
the nature of HTML, you will have fewer formatting and layout options than Word 
allows you (for example, multiple styles of bullets, line spacing, etc). Still, there are 
enough to make your layout comprehensible. 
 
4. Word and HTML 
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The HTML resulting from the conversion of a Word document may look good, but 
usually only in Internet Explorer. Moreover, it carries over so much ad-hoc, non-
standard code that any subsequent modification of the layout and formatting in 
HTML may give very inconsistent results. The same can happen when you copy a 
piece of text from a Word document and paste it into an editor that generates HTML 
code: all sorts of unpredictable things may happen, even if the formatting seems to 
be preserved. This has to be considered if you want to safely and effectively make 
the transition from a Word document to an online system like EasyMTP.  
 
5. Use only the rich text/HTML editor 
 
You can rely on the default formatting provided by the rich text/HTML editor to 
present your content in a consistent, comprehensible way. The default font is 
Verdana 10, which is the same font used in the reports. This is a font that was 
created on purpose to read well on screen and on paper. If your Center has visual 
identity requirements, apply them to the report that you export in .DOC after the 
official submission of the database to CGMap and the Science Council. 
 
TIPS: 

- Do not forget to click on the SAVE button when you edit a section, otherwise 
it will not be effective.  

- You cannot copy and paste images to the editor. To copy an image to 
EasyMTP you must use the Image Manager and upload the image to the 
system 

- If you are pasting information from Word, please refer to the “How to Paste 
Content from Word Tutorial” 

- Do not paste tables that are landscape-oriented (i.e. with a horizontal layout). 

6. Submit Sections 
As a Delegated User, once you have finished editing the project section: 
 

1. Click on Section Status Settings  
 
2. Set the status from In Progress (the default status of a delegated section) to 
Completed, and check the Send Notification box so the PC is informed of the 
status of the section and can review it. 
 
3. If you want to send comments to the PC, check the Include Comments box: 
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4. Click on Set Status and then Close 
 
NOTE: when the status is set to COMPLETED, the editing functionalities in the DU 
role are disabled; nonetheless, the Project Coordinator has the editing functionalities 
enabled.  

7. Report and Search MTP 
EasyMTP allows users to extract reports using the MTP information in various ways: 
 
NOTE: The reports are available to all user roles in the system (Project Office, 
Project Coordinator, Delegated User and Unregistered User) 

a. MTP Reports 
b. MTP Overview and Annexes 
c. By Projects 

NOTE: The reports are available to all user roles in the system (Project Office, 
Project Coordinator, Delegated User and Unregistered User) 
 

NOTE: Click on the Clear button   located at the end of the report form to 
reset the report page to the default initial settings. 
 

a. MTP Reports:  

You have two options under the MTP Reports: 
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Note: you will only se the Full Version check-box only if you have sections that are 
in the template and not selected for submission.  
 
MTP Reports - Official Version for Science Council and CGMap: 
 
The Official Version for Science Council and CGMap Version includes the MTP 
(Overview, Project Narratives, Logframes, Annexes, Countries of Planned Research 
and Potential Beneficiary Countries) for review by the Science Council and 
submission to CGMap. This report includes all the sections in the MTP that have been 
selected for submission only in the Edit Template Settings. It excludes content 
sections created by the Project’s Office for Center’s internal use. If you have any 
questions, please refer to your Center’s EasyMTP focal point. 
 
1. Select the Official Version for Science Council and CGMap radio-button, and 
click on View Report 
2. This opens a page with a preview of the Official Version for Science Council 
and CGMAP where you can print the report or Download to Word. 
 
 
MTP Reports - Full Version 
(Note: you will only se the Full Version check-box only if you have sections that are 
in the template and not selected for submission) 
 
The Full version (Official + sections for internal use) - Includes the MTP (Overview, 
Project Narratives, Logframes, Annexes, Countries of Planned Research and Potential 
Beneficiary Countries) official MTP Version for review by the Science Council and 
submission to CGMap plus any content sections created by the Project’s Office for 
Center’s internal use that have not been selected for submission in the Edit 
Template Settings. 
If you have any questions, please refer to your Center’s EasyMTP focal point. 
 
This includes all the sections in the MTP including the ones that are not selected for 
submission in the Edit Template Settings. 
 

1. Select Full Version, and click on View Report  
 
2. This opens a page with a preview of the Full Version where you can print the 
report or Download to Word. 
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b. MTP Overview and Annexes: 

 
 
This area allows you to extract the reports from the MTP Overview and Annexes. 
 
1. Select one of the options to report:   
 

Overview Official Version only: Official version for review by the Science 
Council and submission to CGMap. It excludes content sections created by the 
Project’s Office for Center’s internal use. This report includes all the sections in 
the MTP that have been selected for submission in the Edit Template 
Settings. If you have any questions, please refer to your Center’s EasyMTP 
focal point. 
 
Overview Full Version: (Official Version + sections for internal use) 
Note: this link will appear only if you have created sections in the overview for 
internal purposes only and not for submission 
The Full Version includes the MTP Overview for review by the Science Council 
and submission to CGMap including the content sections for Center’s internal 
use that are not selected for submission in the Edit Template Settings. If you 
have any questions, please refer to your Center’s EasyMTP focal point. 
 
Annexes Official Version only (with Countries of Planned Research and 
Potential Beneficiary Countries): (Official Version for submission to CGMap) 
This report includes all the sections in the MTP Overview Annexes that have 
been selected for submission in the Edit Template Settings and the countries of 
planned research and potential beneficiary countries. It excludes content 
sections created by the Project’s Office for Center’s internal use. If you have 
any questions, please refer to your Center’s EasyMTP focal point. 
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Annexes Full Version only (with Countries of Planned Research and 
Potential Beneficiary Countries): (Official Version + sections for internal 
use) 
Note: this link will appear only if you have created sections in the Annexes for 
internal purposes only and not for submission 
This report includes all the sections in the MTP Annexes for review by the 
Science Council and submission to CGMap including the content sections for 
Center’s internal use that are not selected for submission in the Edit Template 
Settings. If you have any questions, please refer to your Center’s EasyMTP 
focal point. 
 
 

2. Click on View Report 
 
3. This opens a page with a preview of the selected report. You can print the report 
or Download to Word. 

c. Projects: 

1. By default ALL projects are selected for reporting, but you can report a single 
project by selecting the project from the drop-down menu.  
 
2.Then select one of these options to report this project by: 
This area allows you to report by Projects:  
 
i. Narrative, Logframe and Countries (Official Version for Science Council 
and CGMAP) 
ii. Narrative, Logframe and Countries (Full Version including comments) - 
this option includes the comments at the end of each section 
iii. Countries of Planned Research - this report includes the countries of planned 
research by output for the projects selected.  
iv. Potential Beneficiary Countries - this report includes the potential beneficiary 
countries by output for the projects selected.  
v. Custom Reports - you can select the sections of the MTP that you want to 
include in the report (for all projects or for a single project). 
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3. Click on View Report  
 
4. This opens a page with a preview of the selected report. You can print the report 
or Download to Word. 
 

8. Download Reports 
Download allows you to save reports to your computer with a Word .doc file 
extension. This uses a document template with macros which convert reports and 
any pictures used in the reports into a Microsoft Word Document.  
 
In order to take advantage of the document template and macros, you must ensure 
that Microsoft Word is configured to allow you to choose whether or not to enable 
and run macros. 
 

8.1 How to enable macros in Word for Report Download 

1. Open Microsoft Word. From the Tools menu, choose Macro>Security 
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2. Under the Security Level tab, select Medium. 
 

 



Quick Reference Guide for Delegated Users 

Click on the Help Icon  on any page in the EasyMTP system for more details  
Contact EasyMTP Support: cgmap-support@cgiar.org 

 

15 

 
3. After you download, save, and then open a report: 
 

 
 
You should now get the proper Security Warning Box: Be sure to click on Enable 
Macros when you get the Security Warning Box. 
 

 
 
Note: If you cannot change the Macro Security setting on Microsoft Word, contact 
the IT Helpdesk at your office. 
 
Once these steps are completed, the document in Word will open including a page 
cover, Table of Contents and horizontal layout of logframes: 
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9. Online Help and Support 
Online Help: 

Click on the User Guide link  available from EasyMTP at any time. This will lead you to a 
context sensitive detailed online manual.  
 
In addition, you can click on the Help Link  at any page, which opens the specific topic page 
help based on the User Guide content:  

 
 
Option 1. If you have any Technical Support questions, please contact us directly:  

cgmap-support@cgiar.org  
 
 
Option 2. You can also access the EasyMTP- CGMAP Helpdesk page on CGXchange- 
http://cgmap-helpdesk.cgxchange.org to see all the projects' resources such as 
documentation, downloads (service patches and service packs), support topics and 
demo site credentials. 
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