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TEST # 1 - FOR EVERYONE: Organism and Workflow of Submitting; Re-submitting; Searching 

1. Log in to https://bch.cbddev.xyz.  

2. Click on SUBMIT tab (on the bar on top). 

3. In Reference records, start creating a new Organism record. Remember, this is a test data and will not affect any current national records of 

your country and will not appear in the old/current BCH. 

4. Once you entered the data in “Submission form”, click Review to review your entry and also to make sure all mandatory fields are 

completed.  

 

 
 

 

5. Click Publish, then “Request Publication” button. Type your message if need be. Click “Send Request”. As a result, an e-mail will be sent to 

the Secretariat. Your record will have “Pending approval” status: 

 

 

https://bch.cbddev.xyz/
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➢ Go back to the Dashboard in SUBMIT. You will see Pending requests in two areas below: 1) underneath your name; 2) see number in 

“Requests” column for “Organism”:  

 

 
 

6. The Secretariat will REJECT (request changes to) your request. How will you know that and the REASON for rejection? This is how: 

➢ You will receive an E-mail to your registered e-mail account. Check your Inbox (if you do not receive the e-mail, check your 

spam/junk folder):  
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Open the E-mail message and see the reason: 

 

➢ Log in back to https://bch.cbddev.xyz/, there are 4 places where you can also see the reason for rejection: 

1) Notification in BCH in the top right corner: see the little bell which turns red when there is a notification. The number shows the 

number of notifications you have:

 
Click on the bell icon - you will see the notifications. To go to the record directly, just click on the notification. 

https://bch.cbddev.xyz/
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2) Click on Requests tab and then select “Rejected” from the drop-down list.  
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To expand: click on the “+” sign or on the record: 

 

3) Click on Alerts tab and you will see your notification on top. Or you can also select “Rejected Requests” from the drop-down list. 

To go to the record directly, just click on the record. 
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4) You rejected record is also in the Draft status when you open it SUBMIT. Look at the Dashboard.

 
Click on “Organism”, and then click on the record or on the Edit button: 
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You will see the details:  

 

7. Edit your record as per the request from the Secretariat and resubmit it for publishing again. 

8. Secretariat will APPROVE your records. You can see whether it was approved the same way: 

➢ You will receive an E-mail to your registered e-mail account (if you do not receive the e-mail, check the spam/junk folder): 
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➢ When you log in back to https://bch.cbddev.xyz/, there are 4 places where you can see the status of your request (same as 

above in Step 6): 

1) Notification in BCH in the top right corner. 

  

2) Click on Requests tab and then select “Approved” from the drop-down list. 

3) Click on Alerts tab and select “Approved Requests” from the drop-down list. 

4) Your record in SUBMIT on the Dashboard and when you open it has “Published” status. 

 

https://bch.cbddev.xyz/
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9. Go to SEARCH and find your published Organism record. Look at the display of the information created. 

10. Optional: Edit your record. The process is the same as described above. Editing of a record also has to be approved by the Secretariat. 

11. Optional: Delete your record. Deletion also has to be approved by the Secretariat. When you click Delete, you will see the box below, follow 

the instructions. 

 

 
 

Once your request (to edit or delete) has been approved by the Secretariat, you will be notified by e-mail and you can also check its status in 

all the places described above. 

TEST # 2 - FOR EVERYONE:  

Genetic Element and Workflow of Submitting; Re-submitting; Searching 

The procedure for submission and the whole workflow are exactly the same as above for the “Organism”. Follow the steps above. Except for in 

Step 3: In Reference records, create a new Genetic element record.  

NOTE: If you do not want the Secretariat to “reject” your request (you have already tested it with “Organisms”), just indicate so in your message. 

We can skip the “Rejection” process and approve your record from the first try. 
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TEST # 3 - For BCH, CPB Focal Points and NAUs only:  

Workflow - REJECTION/APPROVAL/DELETION of National Records 

When it comes to National Records, it is the BCH Focal Points who can REJECT (request changes) or APPROVE records and NOT the Secretariat. 

Both NAUs and CPB Focal Points can create and submit records for publishing. The Rejection and Approval process works exactly the same as 

described above.  

Assignment for BCH FP: 1) ask an NAU or CPB focal point to create a National Record (e.g. Competent National Authority (CNA) or 

Supplementary Protocol Competent Authority (SPCA) or National Biosafety Website or Database (NDB); 2) then Reject it (ask for changes); 3) 

once changes are made, Approve it;  4) ask them to Delete a record and then Approve or Reject deletion. 

Attention BCH Focal Points: HOW TO REJECT (request changes) and then APPROVE a record:  

1. Once the record is created and submitted by an NAU or CPB FP, you will be notified, and you can see the request in several places: 

 

➢ You will receive an E-mail at your registered e-mail account. Go to your Inbox (if you do not see the e-mail, check your spam/junk folder): 
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Open the e-mail and click on the link in it (you will need to log in to to https://bch.cbddev.xyz/): 

   

Once you log in, you will see the record that requests publication. Go to Step 2. But before you do that, try below other ways to view 

publishing requests. 

 

 

 

 

 

 

https://bch.cbddev.xyz/
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➢ Notification in BCH in top right corner: see the little bell icon which turns read when there is a notification. The number shows the 

number of notifications you have (to go to the record directly, just click on the notification): 

 
➢ You can click on Requests tab. You can select “Pending Approval” from the drop-down list. Click on “+” sign to expand the record:  
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The record opens. You can review and then Approve, Edit or Reject records from this page by clicking the respective button: 

 

➢ You can click on Alerts tab and you will see all your notifications. Use drop-down lists to filter your alerts. Click on the required record and 

then Approve, Edit or Reject it:  

 
 



14 
 

➢ Once logged in to https://bch.cbddev.xyz/, go to your Dashboard in SUBMIT. You will see Pending requests in two areas below: 1) 

underneath your name (click on “down” arrow - ); 2) see number in “Requests” column for specific record:  

  

Open the record and click on “Pending approval” or on the record.  
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2. Once your record is open, click on “Reject” button: 

 
 

Write your reason in the box that opens and click “Reject”. 

 

 
An e-mail will be sent to the NAU or CPB focal point.  
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3. Once the NAU or CPB focal point implements your changes and re-submits the record for publishing, you will receive an e-mail with new 

request for publication which you can Approve, Edit yourself or Reject (request changes) again. The process is the same. 

 

4. EDITING and DELETION of a record also has to be approved by you. You can ask your NAU or CPB FP to try to edit or delete a record. 

In the case of editing and deletion, you will also be notified by e-mail and you can check the request everywhere as described above 

To approve Deletion, just open the record and click the self-explanatory button below and follow instructions: 

 

 
 

5. If an NAU cancels her/his request, you will also be notified by e-mail and you can also check recalled request in all the spaces described 

above. 
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Dear National Authorized Users/ CPB Focal Points 

Your BCH FP will ask you to create and submit for publishing a National Record (or do it yourself and alert the BCH FP of this test ☺). He will then 

reject it and request changes, later might ask you to edit again or delete a record.  

Please note that once you create a record and send it for publishing, it will assume “Pending approval” status: 

 

Also, you can see it on your Dashboard (click on “down” arrow sign next to “Welcome …”) to expand: 

 

Please see test #1 above on how to learn whether your request has been approved or rejected. The procedure and features are the same. 
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Tip: If you change your mind and want to cancel you request for publishing after you have sent it, you can do so: 

 

 

DEADLINE to finish testing: Wednesday – 6 May. Please provide feedback on: 

1. Submission and Search process with respect to “Organisms” and “Genetic Elements”. 

2. Workflow: REJECTION/APPROVAL process. 

Thank you! 


