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1 Introduction

1.1 Overview

The Verra Project Tracker is available for all registered users with permission to access the Verra
Project Hub. The Project Tracker presents a comprehensive summary of cases that are directly
linked to projects belonging to organizations holding accounts with Verra. It accurately displays
the status of each case through a detailed bar diagram, providing an organized view of the
progress. This application is linked with Verra’s customer relationship management (CRM)
platform, enabling automatic data synchronization, enhanced efficiency, and greater visibility and
transparency. The Project Tracker tracks the cases in their progression across various statuses
and features a case progress bar that shows the real-time status of each case.

1.2 Audience

Stakeholders such as project proponents, general account holders, and validation/verification
bodies (VVBs) can access the Project Tracker in the Verra Project Hub.

2 Getting Started

Users can get started by using the login credentials they received in their onboarding email.

2.1 Signing In to the Verra Project Hub

e Go to https://projecthub.verra.org/.

e The user will see the sign-in screen as shown in (Figure 1).

e The user will enter their username and password to log in to the application.

e Once successfully logged in, the user will see the default Project Tracker screen.

e The user’s data visibility and application access will be determined by the roles and permissions

that the admin has assigned.

2.1.1 Resetting a Password

o Inthe case of a forgotten password, click on “Forgot your password?” on the sign-in screen
(Figure 1) to initiate the password reset process.
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Figure 1: Sign-in screen with password reset option.

o The user will be redirected to a user details screen (Figure 2) where they can enter their
email address and click on “Send verification code.”
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Figure 2: Password reset screen to request a verification code.



o Averification code will be sent to the user’s registered email. The user will be redirected to
a screen where they can enter the code to verify their email (Figure 3).

Please note that the verification code will not be sent to an unregistered email address.
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Figure 3: Screen to enter the verification code or request a new code.

o In case the user needs to request another verification code, they can click on “Send new
code” (Figure 3). The new verification code will be sent to the email address and the user
will need to repeat the verification process described above. Please note that only the latest

verification code will be valid.

o The verification code will expire in 5 minutes. When the user attempts to verify a code after
its expiration, the screen will display a “The code has expired” message (Figure 4).
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Figure 4: Verification code expiration message.

o  For verification, the user needs to enter the verification code and click on “Verify code”
(Figure 5).
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Figure 5: Verification code entry screen.

o  Once the code is verified, the user will see the screen shown in (Figure 6).
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Figure 6: Screen to enter a different email address or continue with the reset process.

o Incase the user wants to change their email address, they can click on “Change email”
(Figure 6). With a click of a button, the email address input box will be editable. The
user can then enter their new email address and the verification code- sending process
will be repeated as above.

o To proceed with resetting the password, the user needs to click on “Continue” (Figure
6).

o  The user will be redirected to a screen to confirm their new password (Figure 7).
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Figure 7: Add and confirm the new password.

o The user can enter the new password, confirm it, and click on the “Continue” button.

o The user then will be redirected to the Project Tracker home screen.



3 Project Tracker

3.1 Overview
e User will see the Project Tracker home screen upon logging in to the Project Hub.

e If the user has access to the Project Tracker application and is assigned to an organization, then
they will see a dashboard associated with their organization (Figure 8).
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Figure 8: Project Tracker dashboard showing data for a user's organization.

e Users with an assigned organization will see the Project Tracker page with a search input box in
the top right-hand corner, detailed bar diagrams below, and a case listing table on the bottom.

e By default, the tool exclusively shows open cases. The user has the option to view closed cases
as well by clicking the "Include Closed Cases" button.

e The bar diagrams show the following information, with data from Verra’s CRM:
o Number of cases (y-axis) by status (x-axis)
o  Number of cases (y-axis) by status and request type (x-axis)

e On a large screen, both the first and second graphs will be visible side by side. On a medium
screen (Figure 9), these two graphs will stack on top of each other. However, for a small screen
(Figure 10), the second graph will be hidden completely. To maximize the screen space, users
can collapse the sidebar by clicking on the three lines icon (=) to the left of "Project Tracker” at
the top of the page.
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Figure 9: Graph display on medium screen.
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Figure 10: Graph display on small screen.

Both bar diagrams display the status of the cases using various colors, which correlate to status
type as follows:

Pending assignment - I

Undergoing completeness check - [ A

Awaiting response from project proponent — I
Assigned for review - F

Undergoing review - I

Awaiting response from VVB -

0O O O O O O
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On hold - NEG—

Withdrawn -
Denied - N
Closed - s

Public comment period open -

The case listing table below the bar diagrams (Figure 11) contains the following columns:

o Case No

o  Account Name
o  Subject

o Case Type

o Status

o Request Type
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Figure 11: Case listing table in the Project Tracker.

A glossary at the bottom of the table includes definitions for each status type, case type, and
request type (Figure 12).
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Figure 12: Project Tracker Glossary.

Users can search for specific cases with the search input box. The value entered into the search

box will be searched across all the columns displayed in the case table. Along with this, each

column has a filter so users can more easily sort cases.

3.2 Viewing Case Details

Sorting in the case listing table (Figure 11) defaults to the ascending order by case number. Users

can hover over each column header and click on the arrow that appears, which will sort the table

in ascending or descending numerical or alphabetical order.

The user can view the details of an individual case by clicking on the case number.

When a user clicks on the case number, they will be redirected to the case details page (Figure
13), which displays the following components:

o

o

Link to Verra Registry

Case Progress Bar (with status and date updated)
Case Number

Status

Case Type

Request Type

Project ID

Date Submitted

Glossary
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Figure 13: Case details page.

e There are 11 case status categories, details of which are provided in the glossary section as

follows:

1.
2.

10.
11.

Case created/Pending assignment: A case has been created and is pending assignment.
Undergoing completeness check: The case has been assigned for a completeness check.

Assigned for review: The case has gone through a completeness check and is now
undergoing full review.

Awaiting response from VVB: A project review report has been sent to the VVB for them
to address findings raised by Verra.

Awaiting response from project proponent: Additional information has been requested
from the project proponent and Verra is waiting for a response.

Undergoing review: The case is currently under review.

Public comment period open: The review has been completed and this request is now
open for public comments. The public comment period is currently open for 30 days.

Response received: The response from the Project Proponent or VVB has been received
and is awaiting review.

Ready for approval: The round of review is complete and is waiting for input from the
approver before the decision or findings are issued.

On hold: The review request is on hold as the project is on hold.

Closed: All the tasks associated with the case have been completed. Any decision made
has been communicated and all outstanding issues are resolved.
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