Guide for Divisions on requesting Conference Invitees in Indico UN for COP31 registrations
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If you have any questions or detect any inconsistencies with the guide, please contact the
Registration and Accreditation Management Team (RAMT) at ramt@unfccc.int



1) Create an account (if you do not have an account yet)
e Goto this link and follow the steps to create an account.

https://indico.un.org/register/

Screenshot:1 Create profile

Create a new Indico profile

To create a new Indico profile you first need to verify your email address.

Email address » enteryouremail @unfcec. int

CAPTCHA *
Confirm that you are not a robot @

Type the characters you see in the image. You can also listen to the audio instead

Answer

5887

| Send me a verification email | Back

2) Request access as Focal Point to submit invitations

e Request the Registration team via email ramt@unfccc.int to grant you access as Focal Point
to submit requests for invitees via Indico.UN

3) Access to the COP31 Conference Invitee registration page

e Gotothis link to register a participant

Management - Registration - COP31: Conference Invitees - Indico.UN




Screenshot 2: Main registration list

Home » Conferences » UNFCCC » UNFCCC-Conference Affairs » COP31: Conference Invitees
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4) Register an invitee for the COP31 Conference Invitee

e Complete all data accurately as it will be used in the Online Registration System (ORS) for
COP31 and reflected in the acknowledgement letter.

e The email address provided for each invitee must be unique: each invitee should have a
distinct email address. This email address cannot be shared or used by another invitee or
attendee of the conference. Using the same email address to register multiple participants
will result in only one being registered, and all the others will be suspended.

e Thereis a field concerning the invitee’s relationship to the nominator. This information is
mandatory and must be provided.

e The director of your division must approve each invitee before submitting them in Indico
UN. External Relations will revise submissions with the understanding that they have all
been approved by the respective directors.

e The RAMT will register the invitee in ORS only once they have been approved by External
Relations.

Screenshot 3: Add registrant

COP31: Conference Invitees 9 Nov - 20 Nov

Registration
List of registrations for "Registration for Conference Invitees - COP 31"

+ Register ~ f Actions ~ ‘\ + Approve X Reject @ -El Check-in ~

t Add registrant

Add from existing

Showing 0 to 0 of 0 entries

Show 20 w entries



Screenshot 4: Registration form

COP31: Conference Invitees 9 Nov-20 Nov [y Clone

Registration
Add registration to *Registration for Conference Invitees - COP 31"

¥ Please note that this registration form is intended for "Conference Invitees" only. To streamline the process, the nomination lists are
revised and approved by External Relations.

How to register an invitee:

Fill the registration form below (only by Divisions focal paints),

cannot be st by another invi of the conference. Using the same email to register muftiple participants will resuit in only one being registered in ORS and all the others being suspended
« Kindly note that there are wo fields concerning the invitee's relationship t the nominator. This information is mandatory and must be provided
* The RAMT will process the i and import the i ' details into the Online Registration System (ORS) once the request is approved by the External Relations Team.

After a Conference Invitee is registered in the ORS, the registrant will receive a confirmation email containing the acknowledgement letter.

-

All required details marked with red asterisks are mandatory to submit a registration. Importantly, the email provided for each invitee must be unique: one invitee with one unique email address. This emalil address.

Note: To ensure timely processing, all conference invitee requests should be submitted no later than 08 November 2026. Requests received after this date may be subject to delays and cannot be guaranteed, including

for urgent or emergency cases.

Conference Invitee
Division*
Select a choice -

Name of the Division Director ™

Conference Invitee is approved by Division Director *
Yes No

Requester

Is the invited person a minor? *

Select a choice -

If the invitee is a minor, a chaperon shall be arranged to be identified.

Mo accompanying persons registered

E—

If the char




Salutation *

Select a choice

First Name *

Invited person

Last Name *

Invited Person

Email *

Invited person

Date of birth *

Country of nationality *

Select a choice

Passport number *

Organization *

Department *

Functional title *



Country of nationality *

Select a choice

Passport number ™

Organization ™

Department ™

Functional title *

Country of residence *

Select a choice

City of residency ®

Enter only the city name, do not enter o country name
Start Date ”

Select a choice

End Date ™

Select a choice

Relationship to nominator *
Select a choice

"Please note thaot relationship to nominator field will appear in the final list of
participants”

Guidance for selection:

Teom member / Paid relationship/contract with the nominating entity
Intern / Unpaid advisory capacity

Family member / Guest of the nominating entity

Private guest / Guest of the nominating entity

Event organizer / Guest of the nominating entity

Event speakers / Guest of the nominating entity

Reason for participation *



Additional information/Comments

Please add any further comments you would like to make regarding the conference invitee

Update Profile

Save personal data in the Indico user profile to be used as default for future registrotions.

Management Options

Send an email notification to the user

You need to review some of the fields

e Email: This field is required. &2

'

5) Enable or Disable columns to display needed participant

information
e Click on the Columns button

Screenshot 5: Enable Columns button

COP31: Conference Invitees 9 Nov - 20 Nov ) Clone €3 -

Registration
List of registrations for "Registration for Conference Invitees - COP 31"

sk Register ~ #  Actions ~ Al v Approve X Reject # 5] Check-in~ Check-out ~ & Import Export -
Filter-by ~Pending Approved Rejected Withdrawn

Showing 0 to 0 of 0 entries Filters, t X |2 |
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e Enable or disable columns by selecting the field name under Basic Information and
Conference Invitee sections.
e Click the Done button to apply changes



Screenshot 6: Enable/Disable Columns

Visible columns x
Number of badges prin Last badge printed on Rejection Reason Approval date Approved By
Registered on behalf by ‘ Tags Checked In Checked in time Checked out
Checked out time Modification date Indico User Email Event ID RegForm ID

Additional information/Comments

Please add any further .

Conference Invitee
Division ‘ ‘ Name of the Division Di... ‘ Conference Invitee is a... ‘ Requester ‘ ‘ Is the invited person a ... ‘
If the invitee is a minor.... ‘ ‘ Salutation ‘ ‘ Date of birth ‘ ‘ Country of nationality ‘ ‘ Passport number ‘
Organization ‘ ‘ Department ‘ I Functional title ‘ ‘ Country of residence ‘ ‘ City of residency ‘
Start Date j ‘ End Date l [ Relationship to nomina... ‘ ‘ Reason for participation ‘

‘=

6) Revise the status of your submission

e Select the participants you register.
e Your registration will show one of the three options:
e Approved
e Rejected
e Pending (if registration has to be revised, External Relations will contact you)

e The RAMT will process the approved registrations and import the participant's details into
the Online Registration System (ORS), tagging each one as registered in ORS. If a participant
already exists in ORS with the same dates, they will not be added to ORS and will be marked
as “Duplicate-Not added in ORS”

e Once aninvitee is registered in the ORS, the invitee will receive a confirmation email and can
download the acknowledgement letter for visa purposes, if required.

Screenshot 7: Registration status

Registration
List of registrations for "Registration for Conference Invitees - COP 30"
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The reason for the “Rejected” status can be seen from each participant's profile.
e Click on participant profile and then click on the “Registration changelog”

Screenshot 8: Registration changelog

Registrant not allowed in premises
The registration state is ‘Rejected’

This registration is rejected
Reason: Not approved

Access dates Edit Reset
Tags

O o e cesione Add~
No tags assigned.
Registration changelog

: - s —| Gotolo |
= Review all changes performed on this registration ‘ 9

Contact user

: ; Send email
E Communicate with the user associated to this registration

e Click on the changelog entry mentioning the rejection to view the rejection reason in the
pop-up window

Screenshot 9: Registration changelog details

Logs

‘ Q Log entries are currently filtered by URL. Click here to disable the filter.

)Wl Emails Event Management Participants Reviewing yol

21:° Registration | Registration for "Max Mustermann” has been rejected | e

Screenshot 10: Rejection reason
Registration for "Max Mustermann" has been rejected X

Previous state Pending

| Reason Not approved |

Subasana Basnet on Wed, 17/9/2025 20:07

7) Filter Participants by Status

e Click on Options under Filter-by to filter participants based on their status. You can find
registrations according to a specific status only.



Screenshot 11: Filter by statuses.

Registration

List of registrations for "Registration for Conference Invitees - COP 30"

ok Register ~

£  Actions ~

Showing 1 to 2 of 2 entries (filtered from 4 total entries)

Show 20 v entries
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Tags

8) Search and filter participants

e Enable the Filters option on columns

Filter-by

Pending Approved

Rejected Withdrawn

Division

Conference

Conference Affairs

Conference Affairs

Screenshot 12: Filter and search based on specific words
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9) Export the participants list

e Click on the export button.

e Choose one of the following options:
Export (Visible Columns) — Exports only the displayed columns.

Export (All Columns) — Exports the entire dataset.

Select the participants you would like to export.



Screenshot 13: Export participants list
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10) Participation of minors

e Minors under 16 years of age need to be accompanied by a chaperone throughout their
visit at the conference. In case your invitee is a minor, kindly make sure your invitee/the
chaperone sends the duly signed waiver to you, so that you can forward the waiver to
the registration team at ramt@unfccc.int. Ensure that the chaperone in the form and in
the registration is the same.

e Waiver Form under the main event display view for download or
under: unfccc_minor participation waiver form.docx | UNFCCC

Screenshot 14: Switch to display view

e Click Switch to display view
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§ Settings Registration
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e Scroll down to the right corner to download the waiver.



10-21 Nov 2025

TBC - Belem

Overview

B ramt@unfcec.int

Invitee Registration Focal Points

Substantive programmes have the option to invite participants who do not belong to a Party
delegation or who cannot be accommodated within the quotas of the different categories.
Participants are usually invited to fulfill a particular role during the conference, e.g. speaker,
panelist. Also, family members of staff can be invited under this category. The badge for this
category of participants reads “Invitee”.

Instructions:

At least 3 days before access to the conference is needed, the invitee registration focal point,
registers the required information in Indico and submits the request, using the registration form.

The relevant authority in the External Relations and Protocol unit receives notifications daily
regarding new submissions. Requests are reviewed and approved (or not approved depending on if
more information is needed) accordingly in Indico UN.

Upon approval, RAMT downloads the list of approved registrants from Indico, uploads the invitees
in ORS daily and tags on the Conference Invitees registration list in Indico UN those records as
"entered in ORS".

The invitee registration focal points, the relevant authority in the External Relations and Protocol
unit and RAMT can follow-up the status of registration of invitees under the Registration list in Indico
UN

1| Starts 10 Nov 2025, 08:00 () InPerson
=" Ends 21 Nov 2025, 20:00 TBC - Belem, Belem, Brazil

) I Guide for Divisions on reguesting Conference Invit...
! unfcec_minor_participation_waiver_form doc




