User Guide to Submitting Public Comments on the Fifth National Climate Assessment
Thank you for your interest in the draft Fifth National Climate Assessment (NCA5). Please follow
the steps below to submit your comments through the U.S. Global Change Research Program
(USGCRP) Review and Comment System. Comments can be submitted and revised throughout
the Public Comment Period, which runs from November 7, 2022 to January 27, 2023.
This user guide will walk you through the steps of:
•

Accessing USGCRP’s Review and Comment website

•

Reviewing document files

•

Submitting comments
Submitting online comments
Submitting offline comments

•

Editing or deleting comments

Accessing USGCRP’s Review and Comment website
All documents available for review are listed on the homepage of the Review and Comment
website. To view them, log in to the website.
●
●

If you are a first-time visitor, click “Create new account” and fill out the required
information.
If you are a returning visitor, enter your username and password. If needed, you may
ask for a new password by clicking on “Request new password.” Passwords will be sent
to the email address on file.

Reviewing document files
1. After logging in to the website, click “NCA5 Third Order Draft: Public Review”.
2. You will then be sent to a User Agreement. Please review this carefully and indicate your
agreement. After agreeing, you will see a thank you message that confirms your
agreement was received.
3. Next, click the “My Active Documents” tab to enter the Third Order Draft main page.
Instructions for how to find and download document files can be found on this page.

4. Scroll down the page to the “Reviewer Table of Contents” section to view the list of
documents available for download.

Submitting comments
There are two ways to submit comments: online and using a spreadsheet that can be filled out
offline and uploaded to the Review and Comment system.

Submitting online comments
1. You may submit comments on any or all of the available documents. To begin, return to
the “Reviewer Table of Contents” and click “Add Comments” for the chapter(s) of your
choice or the whole document.

2. For each comment you submit, you must Select a Type of Comment. For example, if
you wish to comment on the overall chapter, select “Whole Chapter.” If you want to
comment on a specific paragraph in a chapter, select “Text Region.”

3. The comment form will ask for the page and line numbers for each area of the text you
wish to comment on. Refer to the draft document file for that information.
4. Add your comment to the comment box. When you are finished, click “Save” at the
bottom of the page.

Submitting offline comments
Another method to upload comments is through an offline comment spreadsheet.
1. Click “Submit Offline Comments” above the table of contents. You will be directed to a
page with instructions on how to use and upload the spreadsheet.

2. Download the Offline Comments template and follow instructions in the spreadsheet on
how to properly add comments and save the spreadsheet offline.
3. When ready to upload, select “Add Offline Comments” on the same page where you
downloaded the spreadsheet. Upload your saved spreadsheet and press “Submit”.

Editing or deleting comments
You may edit or delete your comment(s) at any time before the public comment period closes.
The following applies to both online and offline methods of comment submission:
1. To edit a comment, select “Manage My Comments” near the top of the screen.

2. To delete a comment, click “Delete” (next to the “Edit” option).

