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ANNEX, p. 2

ACCESS TO THE ERS AND LOGIN

Here is the link to access the ERS: https://eventregistration.wmo.int/reqgister

When you reach the login page, enter your username and password.

WMO Event Registration

Username i » Username = email address

Password M # Password received by email
Remember me

Forgot password

‘ The password can be reset

Please note that newly designated Permanent Representatives shall receive an automatically
generated e-mail containing the link, the username and the password that would allow them to
access the ERS. If the e-mail has not been received, please contact registration@wmo.int.

Event Registration registration <registration@wmo.int>

WMO Event Registration System — Focal Point account created

Event Registration <registration@wmo int= Thu, Jan 19, 2017 at 12:15 PM
Reply-To: Event Registration <registration@wmo.int>
To: -

Dear Mr

Your personal account has been created for the purpose of registering all members of your delegation for WMO
meetings. To access the WMO Event Registration System, please click the link below and enter the username and
password:

https://eventregistration.wmo.int/register/

Username:
Password:

Please note that you can change your password after your first login. If you cannot click on the link above, please copy
and paste it into your browser.

Yours sincerely,

WO Conference Services


https://eventregistration.wmo.int/register/
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ANNEX, p. 3

RESETTING OF YOUR PASSWORD

WMO Event Registration

Username
Password

Remember me

Forgot password #

If you can"t remember your password,
click on “Forgot password” to reset it.
The new password will be sent to your
email address.

Reset Password ®

Username [Psername ] - Username = email address

Capt{?ha | » Captcha = only blue characters

Reset Password Cancel

You can also decide to personalize your password.

When logged in, click on the “"Change password” tab, enter the current password and the new
one.

WMO Event Registration

Attendance sheet Registration Change password Help Logout

Current password | Cument password
New password | Mew password
Confirm new password |C0"f'"“ new password

Change Password

A confirmation message “Password has been successfully changed” will appear.

WMO Event Registration

Attendance sheet Registration

Password has been successfully changed

LA A Ccanaan v

I Fotrw pasawOnd ]

ssword 'C:df— rew pasTword ]

Change Password
If you experience any technical problem or haven’t received your password, please

contact reqgistration@wmo.int.


mailto:registration@wmo.int
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ANNEX, p. 4

STEPS TO FOLLOW TO PRE-REGISTER A PARTICIPANT

OPTION A

I have already pre-registered the
participant to a previous WMO event

— the profile of the participant
exists in the ERS.

v

1. Look for the existing participant’s
profile and select it

v

2. Verify and update the participant’s
information

v

3. Pre-register the participant to the
event.

OPTION B

The participant has never attended a
WMO event

— the profile of the participant
doesn’t exist in the ERS.

1. Create the participant’s profile

v

2. Pre-register the participant to the
event.
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ANNEX, p. 5

OPTION A: The profile of the participant exists in the ERS.

1. Look for the existing participant’s profile and select it

Click on the “Registration” tab to have access to all the existing participant’s profiles. Look for
the participant that you want to pre-register and click on his/her name.

| Focal Paint

WMO Event Registration

Attendance sheet Change passwond Help Logout

— Existing Participants Profiles

_

FECRON], Mano mpedronsiwmo. ank
PETERS, Johana jpeters@gwmo.int
SMITH, Jahn jemith@wrme.int
bwhite@wmo.int

Add Profile

2. Verify and update the participant’s information

Before clicking on the “Proceed” button, make sure that the existing information is correct, add
missing data and upload a photo (if missing). Please fill in all the fields that you can.

( Participant mformation =
Title + f s =]
Last name ¢ [WHITE
First name « IBarhara
Email address « [ bwhite@wmo.int
Delegate's photo No file selected. ? ‘ Upload the participant's photo
Official title Official title
Institution Institution
Work address Work address
Country Select... -
Telephone Telephone number
Fax Fax number
Mobile Mobile number
 Required fields
Save Cancel
y
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ANNEX, p. 6

3. Pre-register the participant to the event

Fill in the fields with the participant’s registration information corresponding to the event.
Click on “Register”.

Participant Registration

Event * | EC-69 =]
Delegation category * I Representatives of WMO Members E|
Delegation function * | Observer E
Representing country/organization * |3Wit29fland E

Arrival yyyy-mm-dd Flight number
Departure yyyy-mm-dd Flight number
Local address Local address
Comments Comments...

« Required fields

Register Cancel

Delegate has been registered for the event. Please click on the 'Attendance Sheet'
menu to make sure all the delegates appear in the list. You will also receive a

confirmation by email.
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ANNEX, p. 7

OPTION B: The profile of the participant doesn’t exist in the ERS.

1. Create the participant’s profile

Click on the “Registration” tab and on the ™ Add Profile” Button.

WMO Event Registration

Attendance sheet Change password Help Logout

~ Existing Participants Profiles

PEDRONI, Mario mipedroni@wmo,int
PETERS, Johana JpetersBwmo.ant
SMITH, John Jsmith@wmo.int
WHITE, Barbara bwhite@wme. nt

Add Profile

Fill in the fields with the participant’s personal information. Please fill in all the fields that
you can

Title + [ Mr =

Last name * | Mohamed

First name |Karim

Email address + [amohamed@wmo.int

Delegate’s photo [ Browse.. | No file selected. ? - Upload the participant's photo
Official title Official title

Institution Institution

Work address Work address

Country Select... .
Telephone Telephone number

Fax Fax number

Mobile Mobile number

# Required fields

Save the profile & pre-register the - Save || Proceed | Cancel
participant later

&

b Save the profile & proceed with pre-registration
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2. Pre-register the participant to the event

Fil in the fields with the participant’s registration information corresponding to the event.

Click on “Register”.

Participant Registration

Representing country/organization * |3Wit29”a"d

Event * | EC-69 =]
Delegation category * I Representatives of WMO Members E|
Delegation function * | Observer E

Arrival yyyy-mm-dd Flight number
Departure yyyy-mm-dd Flight number
Local address Local address
Comments Comments...

« Required fields

Register

Cancel

Confirmation

confirmation by email.

Delegate has been registered for the event. Please click on the "Attendance Sheet'
menu to make sure all the delegates appear in the list. You will also receive a

| ox |
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ANNEX, p. 9

Attendance Sheet

Click on the “Attendance Sheet” tab and select an event to display all the participants
that you have already pre-registered for this specific event.

Focal Point

WMO Event Registration

VRGO GENEI M Registration  Change password  Help

Logout

Select the « EC-69
event
e e ———— m
n EST, registration Representatives of WMO Members Delegate test@wmo.int
*Modifying registration details of participants whose status is Confirmed will change their status back to Pre-registered
Remove a participant from You can follow up the status of the registration of
the delegation. each participant.

When registration details have been checked by

WMOQO, the stat h to Confi d.
The profile will not be € status changes to tonfirme

deleted from the system so
that you can pre-register
this person to another
event.

Modifying registration details for participants whose status is already Confirmed
will change their status back to Pre-registered.



