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Using the Ramsar Sites Information Service

These instructions are intended to help Contracting Parties designate a new Wetland of International importance, update the information on an existing Ramsar Site, and check the status of an ongoing designation.

The instructions cover:
· Definitions and roles
· Getting started
· Designating a new Ramsar Site
· Updating an existing Ramsar Site


[bookmark: _Definitions_and_roles]Definitions and roles

Ramsar Site: Contracting Parties to the Ramsar Convention undertake to designate at least one wetland site for inclusion in the List of Wetlands of International Importance (the Ramsar List). There are over 2,000 of these Ramsar Sites on the territories of 168 Contracting Parties across the world. 

RSIS: The Ramsar Sites Information Service provides online information on Ramsar Sites. Until 2014 it was hosted by Wetlands International. It now has its own dedicated web site managed by the Ramsar Convention Secretariat at rsis.ramsar.org.

RIS: The Ramsar Information Sheet is the form used for compiling information on new and updated Ramsar Sites. Until 2014 it was a Microsoft Word form; now the RIS is an online form within the new RSIS. 

The National Focal Point of the Administrative Authority (AA) leads the designation and updating of Ramsar Sites for the Contracting Party. He/she is responsible for launching the designation/update process and submitting the completed form to the Secretariat’s Regional Team.

The RIS Compiler (RC) puts together the information needed to designate a new Site or update an existing one.

The Ramsar Secretariat’s Regional Teams (RTs) review the information submitted and work with the Contracting Parties to ensure it is correct and complete. They also provide support on using the new RSIS and RIS.



[bookmark: _Getting_started]Getting started

1. Logging in

To add or update information on the RSIS, you need to log in. At rsis.ramsar.org, select the Log in button in the top right corner to access the restricted MANAGE MY SITES section. Enter your unique username and password, following the instructions which were sent to you by the Secretariat.
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If you have not received this message or would like it to be sent again, please send us an email at rsisadmin@ramsar.org, including your name and country.

The AA is responsible for choosing the RIS compilers. If you need an additional RIS Compiler account, send an e-mail to rsisadmin@ramsar.org indicating your country name, the e-mail address and the first and last names of the new RIS Compiler. The Ramsar Secretariat will create a new account.


[bookmark: _Designating_a_new]Designating a new Ramsar Site

The flow chart summarizes the process of designating a new Ramsar Site. Each step is outlined in the paragraphs below. You are responsible for the steps allocated to your role, marked either ‘AA’ or ‘RC’.
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2. Creating a new Ramsar Site  

Click on Create new Ramsar Site. 
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Your name and your role will appear at the top right corner of the page. Submit the following information in the drop-down menus: 
· Country
· Language
· RIS Compilers – choose which RC or RCs can edit the RIS.  
Insert the name of the new Ramsar Site and click on Create new Site. The name should be in English, French or Spanish, except for place names which can remain in the local language. Take care to use this ‘official’ name consistently throughout the designation process.
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The designation process has been launched, and the form is now accessible to you and to the RC or RCs who you have selected.
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[image: ]Note: The system does not include an automatic email alert. Send the RC or RCs an email to let them know that the Site is ready for them to start compiling!
3. Compiling the RIS

You will receive an email from your AA. Log in (following the instructions in step 1) to access the MANAGE MY SITES section with a list of pending and designated Ramsar Sites. 

In the list of pending Sites for which the RIS is not yet finalized, the Site which the AA has just created for you to compile will have the status Opened. To start compiling the information on the Site, click on the triangle in the Actions column, then select  Edit.
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The home page of the RIS for the new Site will open (see below). It includes four boxes with background information:
· About the online Ramsar Information Sheet
· The designation process
· How to compile the RIS
· What if information is missing?
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The RIS form is made up of six sections, which are in the tabs below the green banner: 
· Summary
· Data & location
· Why is the Site important?
· What is the Site like?
· How is the Site managed?
· Additional material
Complete all the sections carefully.  
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On each page you can view:
· the name of the Site, the country and the status of the RIS
· a bar that indicates the progress of the current RIS section

There is also:
· a button to save your work. Remember to always press save before leaving a page, otherwise any new inputs will be lost!
· buttons to go to the previous or next section. Don’t forget to save your work first!
· help buttons for fields if required. These will open context-sensitive guidance which may include a link to the Strategic Framework and guidelines for the future development of the List of Wetlands of International Importance of the Convention on Wetlands. The Framework, which was approved by Parties at COP11, has been amended to reflect the new online RIS format. In addition, for a wide range of information and guidelines for the application of the Ramsar criteria in designating new Sites, please refer to Ramsar Handbook 17, “Designating Ramsar Sites”, which is available online at www.ramsar.org/sites/default/files/documents/pdf/lib/hbk4-17.pdf.

Click on PDF export to make a copy in pdf format of all the sections of your RIS.
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4. Submitting the form to the AA

After completing all the necessary information, click on the Submit tab. Summary bars will indicate the percentage of the possible information completed, in total and for each of the six sections. Note that it may not be necessary to complete 100% of each section to submit the form, as some fields may not be applicable.
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On the right hand side, the Warnings box lists any fields which have not been completed according to the requirements of the system. If they are not mandatory, they are listed in orange. Mandatory fields are listed in red. You must complete these mandatory fields before you submit the RIS to the AA. 

PLEASE NOTE: Submitting a Site where the GIS shape file generates a surface area that differs from the official Site area will automatically generate a red warning, if the discrepancy between the two areas is greater than 3% of the Site area. 

Click on the warning phrase to go to the relevant section: once you have completed the missing information, save the page and click on the Submit tab again to review the new status. 

Once all mandatory information has been provided, the red warning messages will no longer appear. At this point a Submit to Adminstrative Authority button appears in the bottom left corner. Click on the button to send the information to the AA for review.

[image: C:\Users\SIG\Desktop\Tutorial\Fig.9.jpg]

[image: ]Note: The system does not include an automatic email alert. Send the AA an email to let them know that you have finished compiling information on the Site.



5. Reviewing and approving the content of the RIS

When you receive an email from the RC, you can review the compiled RIS. Log in, and select the MANAGE MY SITES section (see Step 1). You will find in the list of pending Sites the Site which has been compiled by the RC or RCs and submitted to you for review. This Site will appear with the status of Submitted to Administrative Authority.
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Review the information submitted and decide whether further input by the RC or RCs is required. If you decide that the RIS form need further input, send it back to the RC or RCs. Click on the Submit tab and select the button Back to RIS Compiler.  Tick the disclaimer box.
[image: ]
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Send an e-mail to the RC or RCs listing the issues and indicating what further input is needed.



6. Refining the RIS

When the AA sends back the RIS form for further input, and you receive the email indicating the required information, you must add the missing information (see step 3) and resubmit it (as in step 4) until the AA is satisfied and submits the RIS to the RT.



7. Submitting the RIS
	
If you decide that the information added by the RC or RCs is sufficient, send the form to the Secretariat’s Regional Team (RT) by clicking on the button Submit to Regional Team. 
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The Site will now be listed in the PENDING RAMSAR SITES list with the status Submitted to Regional Team.

[image: ]The Regional Team will receive an automatic alert that the RIS has been submitted. You do not have to send an email yourself.



8. Checking of the RIS by the Secretariat’s Regional Team

The Regional Team (RT) verifies that the RIS is complete, by reviewing and validating each field. If further work is required, the RT adds comments to the fields for which more information or changes are needed, saves the amended RIS, and sends it back to the AA.



9. Managing RT feedback

[image: ]The Site now appears in the PENDING RAMSAR SITES list with the status Back to Administrative Authority. You will receive an email from the Regional Team to let you know that the RIS is again ready for your review.

You may resolve the outstanding issues of the RIS yourself, or work with RCs to do so. Log in to the MANAGE MY SITES section, select the Site and click on edit in the Actions column.

The fields which the RT has validated can no longer be edited. Fields which the RT has not validated will be highlighted in the SUBMIT section. The sections with outstanding issues will be listed at the bottom right hand side, under the heading Unvalidated Comments. 
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If you are able to resolve the issues yourself, you can do so following the instructions in step 10 below, and resubmit to the RT in the same way as before (see step 7 above). Otherwise, you can send it on to the RC or RCs by clicking on the button Back to RIS Compiler.
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Send an e-mail to the RC or RCs listing the issues and indicating what further input is needed.




10. Reviewing RT comments

When the RC or RCs receive an email from the AA asking for further input, they can find the Site in the PENDING SITES list with the status Back to RIS Compiler. They should select edit and view the unvalidated comments in the Submit section. As noted above, the AA may also be able to resolve issues directly.

When one of the sections highlighted in the Unvalidated comments list is selected, the relevant page will open.
[image: ]
Unvalidated fields are highlighted in yellow, and show this icon:                 If you click on the icon a comments box will open, in which the RT has explained the issue and how to resolve it.
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If appropriate, amend the field and post a new comment in the comments box to clarify what you have done. Otherwise, you can keep the original text in the field and explain it in the comments box. 
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11. Resubmitting to AA

When the RC has responded to all the outstanding issues, they should resubmit the RIS to the AA, following the instructions at step 4.



12. Checking and resubmitting to RT

The AA checks the latest content of the RIS. If the RC or RCs have still not resolved any of the outstanding issues, add a comment on the field in question and send the RIS back (see step 5). If you are satisfied that the issues have been resolved, add any comments you think helpful and submit the RIS again to the RT (as in step 7).

The RT will then review the amendments and comments, validate fields, and if any issues are still not resolved, send the RIS back to the AA with new comments on any fields that remain unvalidated. The AA and RC or RCs will then repeat steps 9 - 12 until all the fields are validated. 

The RT will then forward the RIS to the Deputy Secretary General who will screen the application, and may at this stage send the RIS back to the RT with questions for clarification. Once the RIS has been given final approval by the Deputy Secretary General, it is forwarded to the Documentation Officer for assignation of a new Ramsar Site number and publishing of the Site summaries in the official languages of the Convention. The official Ramsar Site certificate can then be issued.



[bookmark: _How_to_update]How to update an existing Ramsar Site

To update an existing Ramsar Site, it is necessary to start the process with some specific actions. Each of these steps is outlined in the paragraphs below. The remaining actions are also required for designating new Sites, and so you will be directed to the relevant steps in the previous section. You are responsible for the steps allocated to your role, marked either ‘AA’ or ‘RC’.



1. Launching the update process

Log in following the instructions at step 1 above. In the restricted MANAGE MY SITES section, the list of DESIGNATED RAMSAR SITES for your country will appear. Identify the Site to be updated, click on the triangle in the Actions column and then select Update. 
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A warning message will appear: to continue the process, click OK. 
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The Site to be updated is now also listed among the PENDING SITES with the type Update and status Opened. Until the updating process is completed, the previous version of the RIS for this Site will still also be included in the DESIGNATED RAMSAR SITES list.
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By default, all the Ramsar Compilers (RCs) in your country will be able to edit the RIS to be updated. Decide which of them you would like to contribute to the process; click on the triangle in the Actions column, and select Manage compilers. In the page which opens, select the compilers’ names from the list.
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[image: ]Send each of the compilers who you select an email indicating the Site and outlining the input required.



2. RC modifies the RIS

You will receive an e-mail from the AA. Log in following the instructions at step 1 above. In the restricted MANAGE MY SITES section, the list of PENDING RAMSAR SITES (Ramsar Sites which are not yet finalized) for your country will appear.
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Every site can be viewed with its status. The update which has been launched by the AA and which you must update is listed with type Update and status Opened. Click on the triangle in the Actions column of the correct Site, and select edit.
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3. RC andd AA complete the updating process 

From this point onwards, the updating process is the same as the process for creating a new Ramsar Site. Follow the instructions from step 3 onwards in the previous section. 

Note that, even for updates with existing information, the progress bar for each section will indicate 0% until the RC or AA clicks to save the information.
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About the online Ramsar Information Sheet

‘The Ramsar Information Sheet, or RIS, brings together all the essential data on a wetland of intemational importance, or Ramsar Site.
‘The information in each RIS shows how the wetland is qualified for designation as intemationally important.

The RIS also provides baseline data for measuring ecological changes in the Ramsar Site. It is used for recording changes as well as
for the designation of new Sites

‘The information is stored and made public through the Ramsar Sites Information Senice website, and in publications on wetlands of
intemational importance.

How to compile the RIS

The RIS is divided into six main sections:

+ Summary
« Data & location
« Why is the Site important?

The designation process

The RIS s prepared and new Ramsar Sites are added to the Ramsar List through collaboration between Ramsar Contracting
Parties and the Secretariat.

Contracting Parties are responsible for designating intemationally important wetlands within their teritory. and for identifying and
‘compiling the necessary information using the RIS.

‘The Contracting Party’s RIS Compiler enters the data on a new RIS (for a new Site) or updates the information on an existing Site,
when necessary. Their Administrative Authority then reviews the data and ensures that the RIS is complete and correct. The
Ramsar Secretariat is responsible for checking that the RIS has been completed in line with the adopted guidance, and for placing
the designated site on the Ramsar List. The Secretariat's Regional Team Assistant reviews the RIS and resolves outstanding
issues with the Compiler for approval by the Administrative Authority. The Secretary General or Deputy Secretary General reviews
the final RIS, and the Documentation Officer publishes the information

What if information is missing?

Not all Contracting Parties will be able to complete all fields for all Ramsar Sites. Contracting Parties are urged to complete as

much of the form as possible. Incomplete or provisional information is more useful than none at all. Provisional assessments can

be expanded in subsequent updates of the RIS

FFthere is no information relating to a specific field, please leave this field empty or enter 'unknown'” After completing the RIS,
sess information gaps to identify priorities for future research (for example, within the context of the Site's
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962 Lac Tsimanampetsotsa 25-09-1998  Published 2003 Out of date Madagascar ~update

355 Parc national du W 30-04-1987  Published 2005 Out of date  Niger ~update

857 Laguna de la Restinga 04-09-1996  Published 1996 Outofdate Venezuela (E ~update

859 Ciénaga de Los Olivitos 04-09-1996  Published 1996 Outofdate Venezuela (E ~update

856 Archipielago Los Roques 04-09-1996  Published 1996 Outofdate Venezuela (E ~update

876 Sistema Hidrolégico de Soncor del Salar de Atacama 02-121996  Published 2010 Chile ~update

469 Lagoa de Cufada 14-05-1990  Published 1990 Outofdate Guinea-Biss: ~update

414 Cuare 23-111988 Published 1991 Outof date Venezuela (E ~update
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Ramsar Sites Information Service

2191 Sites covering 255,299,055 ha

Manage compilers ?

This interface allows you to modify if necessary the editing access of your RIS compiler team.

Country: Congo ~
Master language: french ~
Do you want all RIS Compilers of your country to be able to edit this RIS?yes@ no®
RIS compiler(s): gilmbatti@gmail.com ~
Congo_RC2 _
Name of new Ramsar Site:

Back to existing Sites
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Pending Ramsar Sites

» Filter(s)

ID Ramsar
76767

1697

393

rve Pl A
Existing sites Create new Ramsar Site Help
Official name Type Status Last modifica Country  Compiler(s) Actions
Leketi-Mbama Update Opened 15-03-2015  Congo Congo_RC1, ~edit
Lac Kokou New site Back to Administra 12-03-2015  Burkina Faso Nebyidal@yz ~ edit
AA_test_Burkina New site Back to Administra 11-02-2015  Burkina Faso BurkinaFaso ~ edit
Bahiret el Bibane Update Back to Administra 11-02-2015  Tunisia Atest_AA_TL ~edit
Translators little helper New site Opened 05-02-2015 Angola ~ edit
DEMO - Réserve naturelle de Hammamet New site Submitted to Regic 03-02-2015  Tunisia Atest_AA_TL ~edit
Owabi Update Opened 22-01-2015  Ghana Ghana_AA1, ~edit
Complexe des lacs Ambondro et Sirave (CLAS) New site Opened 22-01-2015  Madagascar Atest_CP_M ~edit
Complexe des lacs Ambondro et Sirave (CLAS) New site Back to Administra 13-01-2015  Madagascar Atest_CP_M ~edit
False Bay Nature Reserve New site Opened 08-01-2015  South Africa SouthAfrica_ ~ ediit

Designated Ramsar Sites

» Filter(s)

ID Ramsar
76767
5000
962
355
857
859
856
876
469
a4

m

1 2 next> last»

Official name Designation d Status Last publicati Quality ~ Country  Actions
Leketi-Mbama 19092014 Published 2015 Congo ~view

Solongo new try 09-02-2015  Published/complet 2015 Tunisia  ~update

Lac Tsimanampetsotsa 25-091998  Published 2003 Outofdate Madagascar ~update

Parc national du W 30-041987  Published 2005 Outofdate Niger ~update

Laguna de la Restinga 04-091996  Published 1996 Outofdate Venezuela (£ ~update

Ciénaga de Los Olivitos 04-091996  Published 1996 Outofdate Venezuela (£ ~update

Archipielago Los Roques 04-091996  Published 1996 Outofdate Venezuela (£ ~update

Sistema Hidroldgico de Soncor del Salar de Atacama 02121996 Published 2010 Chile ~update

Lagoa de Cufada 14-051990  Published 1990 Outofdate Guinea-Biss: ~update i
Cuare 2311988 Published 1991 Outofdate Venezuela (£ ~update

12 3 45 6 7 8 9 .. next> last»
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Existing sites Create new Ramsar Site

Pending Ramsar Sites

Your site in

Help

Access to the site

LN update in edit mode
ID Ramsar__Official name Type Status Last modifica Country __Compil
76767 Leketi-Mbama Update Opened 15032015  Congo Congo_RC1, ~edit
Tac Kokou Newsite  Back to Administra 12-03-2015 _ Burkina Faso Nebyidal@ye ~ cait
AA_test_Burkina New site Back to Administra 11-02-2015  Burkina Faso BurkinaFaso ~edit
1697 Bahiret el Bibane Update Back to Administra 11-02-2015  Tunisia Atest_AA_T: ~edit
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CONVENTION ON WETLANDS

(Ramsar, Iran, 1971)





