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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) 
 Go to this link and follow the steps to create an account. 

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

Screenshot:1 Create profile 

 

 

2) Request access as Focal Point to submit invitations 
 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 
 Go to this link to register a participant 

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

 

 

 

 

 

 



Screenshot 2: Main registration list 

 

4) Register an invitee for the COP31 Conference Invitee  
 Complete all data accurately as it will be used in the Online Registration System (ORS) for 

COP31  and reflected in the acknowledgement letter. 
 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.  

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

 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. 

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

Screenshot 3: Add registrant 

 

  



Screenshot 4: Registration form 

 

 

 



 



 



 

 

5) Enable or Disable columns to display needed participant 
information 
 Click on the Columns button 

Screenshot 5: Enable Columns button 

 

 Enable or disable columns by selecting the field name under Basic Information and 
Conference Invitee sections.   

 Click the Done button to apply changes 

 

 

 



Screenshot 6: Enable/Disable Columns 

 

6) Revise the status of your submission 
 Select the participants you register. 
 Your registration will show one of the three options: 

 Approved 
 Rejected 
 Pending (if registration has to be revised, External Relations will contact you) 

 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” 

 Once an invitee 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 

 



The reason for the “Rejected” status can be seen from each participant's profile. 

 Click on participant profile and then click on the “Registration changelog”  

Screenshot 8: Registration changelog

 

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

Screenshot 9: Registration changelog details

 

 

Screenshot 10: Rejection reason 

 

7) Filter Participants by Status 
 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. 

 

8) Search and filter participants 
 Enable the Filters option on columns 
 Search and filter based on specific words within each column 

Screenshot 12: Filter and search based on specific words 

 

 

9) Export the participants list 
 Select the participants you would like to export. 
 Click on the export button. 
 Choose one of the following options: 

 Export (Visible Columns) – Exports only the displayed columns. 
 Export (All Columns) – Exports the entire dataset. 

 

 

 

 



 

Screenshot 13: Export participants list 

 

10)  Participation of minors 
 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. 

 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 

 Click Switch to display view 

 

 Scroll down to the right corner to download the waiver. 



 

 

 


