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STUDENT OFFICERS Tutorial 
 
INSTRUCTIONS ON HOW TO SUBMIT AND EDIT RESOLUTIONS 
 
General:  
For the Resolution Editing process we connect the Webapp to Google docs.  
In the backend of the Webapp the general information on the Resolutions (title, 
question of, forum, submitters, status) are defined while the body text of the 
Resolution will be edited in Google docs.  
 
The process requires two parallel open screens. Please check this beforehand.  
 
The first part of the process should be done in Google Docs.  
 
Once you receive a submitted resolution from a delegate (independent of the text 
format) you will have to create a new document in google docs.  
(IMPORTANT: The document must be new, so the delegates do not have any 
editing rights over it). 
 
In your google docs account you should create a folder for the resolutions,  in 
order to be able to find them faster later. You will share this file ONLY with the 
chairs in your committee. 
 

 
 
After you log into the Webapp, follow the steps:  
 

1. In the top right corner, you will find a drop-down menu and the option 
“ADDING OR EDITING A RESOLUTION”  



 

 

  
2. Click on it and it will open the resolutions window 
3. Here you will find a list of resolutions. 

Pay attention to the name of the resolutions, you must give a unique 
number to your new resolution and make sure that the system is in 
order and that there are no double names.  

 
4. At the top of the page, you will see the button “ADD NEW,” Click on it 

and it will open a new resolution window to be filled in. 
 

 
 
 
  



 

 

 

 
 

5. At the top of the page, you will find the following fields that you need to 
fill in: 

 
• ADD A TITLE - Here you must type the title of the resolution –

This title should consist of a shortening of the committee and 3 
numbers (each chair of the committee should have a numbering 
system by priority)  
For example:  The Environment Committee 1 should use ENV1 
and 3 numbers that have not been used yet in another resolution, 
such as ENV1-123, The Legal and Financial Committee 1 would be 
LFC1-101. Always use the shortening of the committee and follow 
through with a numbering system. 

• QUESTION OF: Here you must copy the issue of the resolution 
• FORUM: Choose one from the dropdown menu. 
• STATUS of the resolution: At this stage you should select - 

“DRAFT,” once you have finished the complete process explained 
at the end and after checking it in the front end, select 
“Submitted.” 

• SUBMITTED BY choose from the menu the country that has 
submitted the resolution. 

• CO-SUBMITTERS: click in the list of countries, you can click 
multiple ones.  
 

6. Update (to save the general information on the resolution) 
 
 

  



 

 

Inserting the body of the resolution 
 

7. Go back to your Google docs browser window 
8. Create a new file and copy/paste the resolution body text and add the 

title 
9. Adjust the formatting of the resolution according to the rules.  

 

 
 

10. After completion share the file with the chairs and deputy chairs of 
your committee. Once you have shared with your fellow chairs by 
selecting them via their e-mail address.  

11. Get the shared link – for inserting this into the webapp 
Select the settings as in the Screenshot underneath. Make sure you 
have selected the option “Anyone with the link can edit” the file and 
select “Editor.”  
Copy the link and go back to the Webapp. 

 



 

 

 
 

12. Login and find the resolution you were editing; the status of this 
resolution should be listed as Draft.  

13. In the field “Google Docs Edit URL” insert the link that you previously 
copied from Google docs (Ctrl + V).  

14. After, click on the Button “Ad Google file” 

 
15. A new window will open which will eventually let you insert the file. 

Please follow the instructions carefully and discard complaints from 
google concerning potentials risks (see example below).  

 



 

 

 
 

16. The first time using the system to do this process the screen underneath 
might appear. Do not worry and  please click Advanced to let your 
browser open the following screens.  

 

 
 

 
17.  A new screen with your document will appear eventually. Select the 

resolution that needs to be uploaded.  
 



 

 

 
 
 

18.  Select the file and press insert 
19. Change the status of the resolution via the Webapp settings to 

“submitted” 
20. You can now continue to edit the resolution in the back end for the 

header options (display above the body text) or in your google docs for 
the body text amends. 
 

 
NOTE: Resolutions uploaded to the Approval Panel by the Student Officer 
SHOULD ALWAYS appear with the Status Submitted.  
 
The Approval Panel will change the status of the resolution to “Under 
Approval.” Once the Approval Panel have approved the resolution, they will 
change the status to Approved. The Chair will choose which resolution have 
priority for debating.  
 
When a resolution goes up for debate the Chair/Deputy Chair should change the 
status of the resolution to Under Debate. After debate and voting the 
Chair/Deputy should change the status to Passed or Failed.  
 
IMPORTANT: Chair should be fully aware that that once a Resolution is 
submitted and approved by the approval panel this resolution is NOT 
SHARED with the Committee via the zoom chat. Access to the resolution 
should remain with the chairs only.  


