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1. Purpose and scope  

This user training guide is for authorized users from line ministries who enter project information 

and manage the data but is not limited to public users(visitors) to access CFMRV system for 

general information.  This CFMRV user training guide aims to provide guidance to admin/normal 

users with instructions on how to use the system and its functions step by step, it can be 

downloaded from URL: https://cfmrv.mae.gov.la 

2. Technical requirements  

To run CFMRV smoothly, it requires a modern browser (Chrome, Edge, Firefox, Safari) and a stable 

internet connection of 2Mbps or better. 

3. Quick-Start Guide by User Role and Frequently Asked 

Questions 

To make the most of the Climate Finance Monitoring, Reporting and Verification System 

(CFMRV), different user types should focus on their specific relevant sections outlined below: 

3.1 For Public Visitors / Non-Registered Users 

• What you can do: Explore public data, analyze project flows, search keywords, and 

download reports or official documents. 

• Where to go: 

1. Head straight to the Home Page to view the Fund Summary, donut charts and real-

time project statistics. 

2. Navigate to Project Analysis to filter projects by development partner or status, run 

custom analysis tables, or execute text searches (e.g., searching for "forest") for 

search for projects during a specific period of time. 

3. Visit the Document menu tab to download reports, user manuals, and national 

targets. 

 

3.2 For Normal Users (Line Ministry, Operational Staff) 

https://cfmrv.mae.gov.la/
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• What you can do: Log into the system to input, view, update, and manage your sector's 

climate finance data entries safely. 

• Where to go: 

1. Log into the backend data portal https://cfmrv.mae.gov.la/cfmrv-portal  using your 

assigned credentials. 

2. Navigate directly to Section 5.6 (Data Entry) to understand the Data Requirement 

Matrix and learn how to fill out the Data Entry Form. 

3.3 For Administrator Users 

• What you can do: Manage frontend portal content, create and manage user accounts for 

your sector, maintain database dropdown lists, and oversee data entries. 

• Where to go: 

1. Review Section 5.3 (Frontend Management) to learn how to update News, Events, 

downloadable documents, and NDA team member profiles. 

2. Check Section 5.4 (User Management) to see how to add, edit, or de-activate 

operational user accounts. 

3. Explore Section 5.5 (Database Update) to manage system attributes like funding 

sources, sectors, and project statuses. 

4. Navigate directly to Section 5.6 (Data Entry) to understand the Data Requirement 

Matrix and learn how to fill out the Data Entry Form. 

5. Refer to Section 5.7 (Data Update) to add activities, record disbursements, record 

expenditures, and upload project documents. 

3.4 For Super Administrator Users 

• What you can do: Exercise full end-to-end control across all system functions, master 

databases, system configurations, system logs, and user privileges. 

• Where to go: Review the entirety of Section 3 (Management Page) to govern system-wide 

parameters, user roles, API management, and high-level database attributes across. 

https://cfmrv.mae.gov.la/cfmrv-portal
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4. Home Page 

The CFMRV home page shows summary of project information, fund summary and news and 

events. The top menu includes “About us”,” Project Analysis”, “Documents” and “Contact us”. 

“Project Analysis” is a link for all users who would like to access project information and analyze 

the project data with download option.   

• Fund summary: the 4 donut charts show the percentage of project data which filtering by 

funding sources, development partners, financial instrument, and climate finance goal; 

• Project information: shows number of projects counted by total projects, ongoing 

projects, completed projects and pipeline projects; 

• Funding sources: a specific link to GCF, GEF and AF; NGO, Private Sector and other 

funding sources;  

• News and Events show the recent news and events which updated by a system 

administrator. 

Moreover, users can access “About Us” and “Contact Us” for general information of CFMRV 

system and NDA team members.   
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Figure 1: Home Page 

4.1 Changing language 

On the right-top corner, just click on the icon  to change to Lao OR click on   to change 

to English.  

4.2 Document download 

To find the relevant documents on CFMRV system to be downloaded, just click on “Document”, 

the specific document is scrolling down. In this case, there are several document categories 

including report, proposal, user manual, national target and environment decree. Then click the 

desired document to be downloaded.   

 

Figure 2: Document download. 

4.3 Project Analysis 

By clicking on “Project analysis”, four (4) functions will be shown, including Projects, Analysis, 

Search and Reports.  

4.3.1 Projects  

By clicking on “Projects” the list of all projects will show, meanwhile users can filter the 

information by development partner and status and download to Excel format. On the last columns 

of each project line, users can download project documents. 
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Figure 3: List of Projects 

4.3.2 Analysis 

By click on “Analysis”, all project information is shown including Project Information, Fund 

information, Climate Information and Development Partner Information. Moreover, project status 

including all on-going, completed, and pipeline are also available for this analysis. 

To analyze the project, a user can select one of project status, and any radio buttons (will show as 

columns), then click submit button.  

To analyze any project data, just click on "Analyze", all project data topics to analyze will be 

displayed: project profile, funding information, climate indicator and development partner. Also, 

the status of all projects will be displayed for this analysis: all, ongoing, completed, and planned. 

To analyze the program, the user can take the following steps: 

1. Choose one option of project status, and 

2. Select at least one option from the project information (it will be displayed as a 

column), 

3. Then click on "Submit". 
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Figure 4: Analysis. 

For example, the above image shows the user selected the project   status "ongoing" and the 

selected project information is project code, project name, project status, total disbursement, total 

funds, climate action support, development partner, and development partner type. After clicking 

on "Submit" the list of the project will be shown in several columns of the selected button as shown 

below: 
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Figure 5: Analysis Result 

 

4.3.3 Search  

"Search" is an additional filter from the list of projects (filtered by "Development partner" and 

"Status"), in particular, the search function is to find projects related to any word from "Project 

Name" and "Project Description".  

When the user types a word, they want to find it in the search box, then click "Search" and the list 

of all the projects related to the search word will appear as well as highlight with  yellow. In this 

case the word "forest" is the search term. 
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Figure 6: Searching 

4.3.4 Report 

Report function is specially for searching and reporting a specific project in certain period by 

filtering starting date and completion date, plus filtering by project status and by funding sources. 

Moreover, the report data also shows combinations of table and graphs (pie charts) as below.  
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Figure 7: Reporting.  

5. Management Page 

5.1 How to log in 

To log into CFMRV back-end or management page for data management, go to 

https://cfmrv.mae.gov.la/cfmrv-portal  

1 . The supply the provided username and password; 

 

Figure 8: Log in 

https://cfmrv.mae.gov.la/cfmrv-portal
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2 . After logging in successfully by an user, the back-end page appears as below screen 

which shows management platform: user profile, dashboard, front-end management, 

user management database update, and data management. The back-end page differs by 

user profile (in this case admin user). 

 

Figure 9: Management Platform for Admin User 

• Frontend management: for managing all functions that display at the front-end home page 

including Document, News and Events, and team members; 

• User management: is for managing existing users and creating a new user with different 

users’ roles and privileges; 

• Database Management: is for updating the existing database and to add more database 

attributes, (e.g., adding a new fund beyond GEF, GCF and AF); and  

• Data management: is for data entry, data editing and data deleting. Project audit logs 

• API management: API provision for any requests, and API management with secure tokens 

5.2 How to Log out  

To log out from the system, just select the drop-down list next to your profile name, then click on 

“Log out” as shown below image.  
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Figure 10: Log Out 

A users can change their own password by being click on dropdown arrow at username, then click 

on “Profile”. The update form pops up as shown below screen, then supply a new password or/and 

you can update profile photo as well.  

 

Figure 11: Change Password 

5.3 Frontend management 

After login, an authorized user clicks on “Front-end management”, it will show 3 front-end 

subcategories to be managed including. 

• News and Events: management news and events in the homepage contents. 

• Document: management of the document at the top menu bar of the homepage.  

• Update Team work: manage the NDA team member at “About us”. 
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Figure 12: Frontend Management 

5.3.1 Manage News and Events. 

“News and Events” consist of category and news sub-navigation links, as below screen. Before 

creating any news or event, the admin user to have add a category of “News and Events” first. 

 

Figure 13: News and Event 

 

5.3.1.1 Prepare Information  

Before adding any news or events, it is required to prepare the information needed with specified 

requirement included. 
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 For creating Category 

In order to add the category for news or an event, the name in both Lao and English must be given 

into the system. Therefore, user should prepare category’s name in Lao and English before adding 

it.  

For creating News  

• Image: the image/picture is good enough with around resolution 1024x700px and size 

is not more than 150kb; 

• Title and Tag is for showing on the homepage as a title of the news or events. This title 

and tag must translate in Lao as well. The maximum size is 100 words; 

• Description(details): is for describe more details of the news or events in Lao and 

English; and  

• Status: the user can choose whether the news will “Publish” or just “Draft” only. 

5.3.1.2 Create a Category 

An authorized user can create a new category for News or Event by selecting Category link, the 

form will be shown as below. The form shows category text field to be fill in both English and 

Lao and button part shows the existing “News and Event” categories.  

To add News and Events category just supply name of desired category in English and Lao, then 

click on “Save”. 

 

Figure 14: Create a new Category for News 
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5.3.1.3 Adding News 

To add news or events to be shown on the homepage, click on “News”, the news records is 

showing. The record includes image, category, title, created date, status, and action (edit and 

delete).  

Figure 15: Add news or Event. 

To add a news or event just click on  , below form is showing up. 

1. Select “Category” from the top-down list, if there is not category on the list, then create; 

the new category by clicking on “Add New Category”. 

2. Supply names of title, description and tag of both Lao and English; 

3. Navigate the image to be uploaded by click on “Browse”; 

4. Select the status of the news or event: draft means the news or event is not yet online 

website, while “Publish” means the news or event will be shown on website; and  

5. Then “Submit”. 
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Figure 16: Edit or delete a new or event. 

5.3.1.4 Editing and Deleting   

To edit the existing the news or event, just click on “Edit” for , then modify or update the 

information (category, title, details, tag and image) then click on “Save”. 

Similarly, for deleting the news or event, click on “Delete”/ , the delete confirmed box is 

popped up which asking, “Are you sure to delete”, then click OK. 
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Figure 17: Delete confirmation. 

5.3.2 Document update. 

Similarly, with the “News and Events”, document update, the authorized user should create a 

new category first (if required), otherwise the user can add a document into the existing 

document category. In this guideline, 3 categories are already created including User manual, 

and other documents. 

 

 

Figure 18: Document Update 

5.3.2.1 Add a new document:  

To add a Category or “Document” under “Frontend Management/Documents”, do following 

steps: 

1. Click on “Documents category” or “Document”; 

2. Supply document title Lao and English (which already prepared before); 

3.  Browse to select a document to be uploaded (prepare the document before this step); and  

4. Finally click on “Save”.  
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Note: the system accepts only PDF and Excel format only. 

 

Figure 19: Add document category. 

5.3.2.2 Editing and deleting the existing documents 

Open the existing document and select on “Edit” , then update the required information to be 

edited, finally click “Save”. 

To delete the existing document, click on “Delete” , the delete confirmed box is popped up 

which asking, “are you sure to delete”, then click OK. 

5.3.3 NDA team members. 

The NDA team members is the names appear on top menu bar “About us”, the team members 

are for cooperate and communicate with relevant stakeholders for Climate Finance MRV 

system. 

5.3.3.1 Add a new NDA member. 

To add a member of NDA team into the system, take following steps: 

1. Select “Frontend Management”; 



25 

 

 

1 . Click on “Update Teamwork”; 

2 . Select the add icon  ; 

 

Figure 20: Add NDA member. 

3 . Supply full name, designation, description for both Lao and English, image (photo 

profile). Alternatively, social media links can be added (Twitter, Facebook, and 

LinkedIn); and  

4 . Finally, Save”. 

 

 



26 

5.3.3.2 Editing or deleting the existing NDA member 

Open the existing NDA team and select on “Edit” , then update the required information to 

be edited, finally click “Save”. 

 

Figure 21: Edit or delete Teamwork member. 

To delete the existing member, click on “Delete” , the delete confirmed box is popped up 

which asking, “Are you sure to delete”, then click OK. 

 

 

5.4 User management  

This section describes users’ management functions defined in the database which is divided 

into   four (4) user’s groups. 

Super administrator: is a full control user (frontend management, user management, database 

update and data management) of all users. 

Administrator: is a partly control user to manage frontend management, user management, and 

data management) of their own data and that of Normal Users. 

Normal User: is operational user which can perform data entry, view edit, and delete the 

existing data of their own only. 

Moreover, CFMRV allows any visitor (public user) to access homepage in which they can 

view, analyze, search for data of a specific project, and download the data. 
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Merely super admin and administrator users can access User Management functions which is 

designated for adding a new user, editing, and deleting the existing users in the currently open 

database. The main component of User management includes “Create User” and “View All 

Users”. 

 

Figure 22: User management. 

“Create User” is for creating a new user, while “View All Users” is for looking for the existing 

users and for editing or deleting their profile such as   privilege access and changing password. 

    

5.4.1 Adding new users 

Take following steps to define new user: 

1 . Login as administrator user. 

2 . Select “Create User”; 

3 . Supply all new user information.  

o Name (in English or Lao); 

o Email: an email address (for this system only); 

o Password: must be at least 8 characters, combination of upper case, low case   and a 

digit. 

o User Roles:  
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▪ Public users or visitors can access front-end only; 

▪ User is for operating functions only (data entry, edit and delete project data 

of their own only);  

▪ Admin user is for partly control of the system including front-end 

management, data management and some database management;  

▪ Super admin user is for full control of the CFMRV system.  

o Status: active is indicated for active users, while de-active is not allowing that user 

to work on the system yet. Therefore, the authorized user can set a user to be de-

active while that user no longer uses the system.  

4 . Finally click on “Save”. And “Back” for Cancel. 

 

Figure 23: Add a user. 

5.4.2 Editing the existing users 

Login as an administrator user, in User management navigation, click on “View All User”.  

• Username: the name of a user which was designed by administrator, and it shows as the 

current account is logging in;  

• User Sign-In: is an email was created for this system only as a login username, but could be 

a real email; 

• User roles: are role functions which allow administrator to define user roles to be a user or 

administrator; 

• Status: is showing the current user is either activated or deactivated; and  

• Action: is for editing and deleting existing users. 
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Figure 24: View all users. 

Take following steps to edit existing users: 

1. Click on edit icon   

2. then update the required information to be edited,  

3. finally click “Save”. 

5.4.3 Deleting existing users 

Take following steps to edit existing users: 

1. Login as administrator user; 

2. In User management navigation, click on “View all user”; 

3. Select the delete icon  ; and the delete confirmed box is popped up which asking, “Are 

you sure to delete”; and  

4. Click on” OK” on pop-up box. 

 

 

Figure 25: Delete the existing user 
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5.5 Database update 

This section provides a description of update database including Project status, sector, subsector, 

financing instrument, funding source, fund status, fund channel, recipient entity, 

implementation entity, development partner type, development partner, development partner 

group, target area(provinces), SDGs, NSEDP, NAPs, Climate Action Goal, and Climate Change 

Scores. To add or edit for each item is similar each other, so this document shows only one 

example (e.g.  Project status).  

 

5.5.1 Database navigation 

By selecting the drop-down menu of “Database Update”, the database navigation shows in 

below screen.  To update this database information, the system has been designed to manage by 

an assigned administrator of the system (admin/super admin). The information included on the 

database navigation must be agreed by Technical Working Group of the CFMRV system. For 

example, project status consists of 3 levels: completed, on-going and pipeline. Each node on the 

dropdown navigation tree has a link to the update form. 

 

 

Figure 26: Update project status. 

5.5.2 Adding  

Take following steps to update database: 

1. Login as administrator user; 

2. Select “a desired navigation” for database update( in this case  update of Project status ; 

3. Click on update icon ; 



31 

 

 

Figure 27: Add a new project status. 

4. Supply information into the text field both in Lao and English; and  

5. Click on “Save”. 

5.5.3 Editing and deleting the existing database  

To edit the existing information, just click on “Edit” for , then modify or update the 

information (in Lao and English) then click on “Save”. 

Similarly, to delete it, just click on “Delete”/ , the delete confirmed box is popped up which 

asking, “Are you sure to delete”, then click OK. 

 

 

Figure 28: Delete project status. 

5.6 Data entry 

All authorized user group members can access and work on “Data Entry Form”. However, all 

users must be aware of criteria and requirements of each data Input.  
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Figure 29:Data Entry Form 
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5.6.1 Filling “Data Entry Form” 

After login,” Data Management Platform” as shown below screen (this case login with a super 

admin user). 

 

Figure 30: Filling data  

To add project data into the CFMRV, do following steps. 

1. click on “Data Entry Form” under “Data Management”; 

2. click on add icon , then data entry form is appearing;  

3. Fill in the required data based on the “Data Input Matrix”; 
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Figure 31: Data entry 

4. Click on “Save” 

5.6.2 Data editing and deleting  

The existing data can be edited and deleted by an authorized user, then do following steps  
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Figure 32: Data editing and deleting. 

1. click on “Edit icon” under “Action”; 

2. click on Edit icon ;  

3. Update the required data that is desired to modify; 

4. Finally click on” Save”. 

5.6.3 Data deleting  

Take following steps to edit existing user: 

1. Login as administrator user; 

2. As on “Delete icon” under “Action ”; 

3. Select the delete icon  of a specific user to be deleted;  

4. The delete confirmed box is popped up which asking, “Are you sure to delete”; and  

5. Click on” OK” on pop-up box. 

 

 

Figure 33: Data delete 
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5.7  Data Update 

Data update refers to updating disbursement, project documents of the existing project information, 

but no limit to cover project information into PDF format for printing. To do so, after login just click 

on “data entry form” under “data management”, then click on the project code. 

 

Figure 34: Data Update 

 

Then  click on the desired update functions “buttons” 

 

Figure 35: Project update functions 

• Back: go back to data entry form; 

• Edit Project: edit project information based on data entry form; 

• Add Activity: add activities for the project; 

• Add disbursement: update disbursement of the existing project; 
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• Add Expenditure: update expenditure of the project( multiple expenditure records); 

 

• Upload File: update/upload project documentation (multiple files); 

• All documents: to download all project documents; and  

• Generate Report: convert “data entry form” to a brief report in PDF format for printing. 

5.7.1 Add activity.  

To add the activities for the   project, do following steps: 

1. Click “Add Project Activity” 

2. Enter all required information (activity No, names and description in English and Lao, 

activity status) 

3. Click Save.  

 

Figure 36: Add activity. 
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5.7.2 Disbursement update 

To update the disbursement of any project, do following steps: 

1. Click “Add project disbursement” 

2. supply all information (amount of disbursement, date, and remark) 

3. Click Save.  

 

 

Figure 37: Add Disbursement. 

 

5.7.3 Add Expenditure 

To update the additional expenditure of the project, do following steps: 

1.  Click “+Add Expenditure” 

2. Supply all information (expenditure among, date, and remark) 

3. Click Save.  
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Figure 38: Add expenditure 

 

5.7.4 Project document update. 

The project document can be uploaded to with multiple files with limitation of file size 10MB by  

1. Click on” Upload files”, then browser for a file 

2. Add title and Remark(optional) 

3. Click Save 
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Figure 39: Add project documents.  

5.7.5 Download project documents 

To download all project documents, do following steps: 

1.  Click on “download all files”, all documents of that project will be downloaded in a single 

zip file 

2.  alternatively, project document file can be downloading one by one file on project 

document list. 

5.7.6 Generate a report  

This function is privilege for admin users only. To generate a report of the project in PDF format, 

do following steps: 

1. Click on “Generate Report”, 

2.  Then the report will be shown in the new tap as below with option of download and printing 

icons.  

 



41 

 

Figure 40:  Report generation.  

 

5.8 Troubleshooting  

CFMRV has built-in validation functionality including credentials, upload threshold, unsupported 

format, validation error and others.  

• Credentials: if credentials are unmatched (both username and password), the alert will show 

“These credentials do not match our records” 



42 

 

Figure 41: Unmatched credentials 

• Upload threshold: if a file to be uploaded into CFMRV system is larger then 10 Mb, the 

system will reject automatically and needs reducing the file size  

 

Figure 42:Uploaded file is too large 

• Unsupported format:  

The CFMRV has functions to distinguish between “Character” and “Digit” and not allow to fill in. 

For example, text field such as “Disbursement Amount”, “Expenditure”, “Main funding”, “Co-

funding “allow only digit but not allow character input. 
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Figure 43: Unsuppored format 

• Required Field: if information is missing in the required field, the system will be alerted  

 

Figure 44: Missing information 
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Similarly to above troubleshooting, the system will check missing data of all required fields in “ data 

entry form”,   

 

5.9 Frequently Asked Questions (FAQ) 

Q1: Who can access the CFMRV system backend for data entry? 

• Answer: Only authorized Normal Users and Administrators issued with credentials by a 

Super Administrator can log into the backend data platform. Public visitors can only access 

front-end analysis and reporting tools without logging in. 

Q2: What file formats are supported when uploading project documents? 

• Answer: The system strictly supports PDF and Excel formats for general documents and 

allows file uploads up to 10MB per project document item. 

Q3: What should I do if I forget my password? 

• Answer: You should contact your system Super Administrator or platform Administrator 

to reset your password via the User Management panel. Alternatively, logged-in users can 

update their passwords directly via the Profile dropdown menu. 

Q4: Which funding sources are tracked in the current phase of the system? 

• Answer: Phase 2 focuses primarily on international public funds including the Global 

Environment Facility (GEF), Green Climate Fund (GCF), and Adaptation Fund (AF), with 

subsequent phases scaling up to include NGOs, international private sectors. 

Q5: Can I export analyzed project data into spreadsheet formats? 

• Answer: Yes. Public visitors and users can export filtered project data tables directly into 

Excel format from the Project Analysis interface on the home page. 

6. Annex 

6.1 Annex 1: Sustainable Development Goals 

Goal 

Number 

Description 
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1 No Poverty: End poverty in all its forms everywhere 

2 Zero Hunger: End hunger, improve food security and nutrition 

3 Good Health and Well-being: Ensure healthy lives, promote well-being 

for all at all ages 

4 Quality Education: Ensure quality education, promote lifelong learning 

opportunities 

5 Genger Equality: Achieve gender equality, empower women and girls  

6 Clean Water and Sanitation: Ensure water and sanitation for all 

7 Affordable and Clean Energy: Ensure access to affordable, sustainable, 

and modern energy 

8 Decent Work and Economic Growth: Promote full and productive 

employment and decent work for all  

9 Industry, Innovation and Infrastructure: Promote inclusive and 

sustainable industrialization  

10 Reduce Inequality: Reduce inequality within and among countries 

11 Sustainable Cities and Communities: Make cities and human settlements 

safe and sustainable 

12 Responsible Consumption and Production: Ensure responsible 

consumption and production  

13 Climate Action: Take urgent action to combat climate change and its 

impacts 

14 Life Below Water: Protect and sustainably use marine resources 

15 Life on Land: Protect, restore, and sustainably use forests and 

ecosystems 

16 Peace, Justice and Strong Institutions: Promote peace, justice, and strong 

institutions 

17 Partnerships for the Goals: Revitalize the Global Partnership for 

Sustainable Development  

18 Lives Safe from Unexploded Ordnance: Reduce the impact of UXO 
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6.2 Annex 2: National Determined Contribution 2015 

Milestone Description Horizon 

M1 Increase forest cover to 70% land area 2020 

M2 Share of biofuels to meet 10% of transport fuels 

and 30% of EV cars 

2025 

M3 90% household electrified 2020 

M4 Transport NAMA 2025 

M5 Expansion of large hydro to 20,000 MW 2030 

M6 Climate Change action plans N/A 

 

6.3 Annex 3: Climate Action Goal 

Goals Description 

1 Adaptation 

2 Mitigation  

3 Cross-Cutting  

 

6.4 Annex 4: National Adaptation Plan 

Outcomes Description  

Outcome 1 Natural resources sustainably used and managed 

Outcome 2 Green growth promoted and actions taken towards climate change 

information 

Outcome 3 Capacities for disaster prevention, management and recovery 

enhanced 

6.5 Annex 5: 10th National Social Economic Development Plan 
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Output Description  

Output 1 Environmental Protection and sustainable natural resources 

management  

Output 2 Preparedness for natural disasters and risk mitigation 

Output 3 Reduce instability of agricultural production 
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6.6 Annex 6: CFMRV Data Collection Form 

 

 


