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CWA

Existing CMS User Account

If you attended the CWA Convention and you already have a CMS user account, you do not

need to create a new one. Go to https://cms.cwa-union.org and log in with your existing

credentials.

Create a CMS User Account

1. To create a new Convention Management System (CMS) user account, click on the link
or type the URL in your browser: cms.cwa-union.org. Then click “create account.”

CWA

Convention Management

2. Enter the following information:
e First name / Last name
e Email address
e Create a password / Confirm your password
Then, click “create account”
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CWA

CWA

Convention Management

Firsi name = Murme m
Last name

Exsall Address

Password

Confirm password

Verify your email address
3. Once you click on “create account” you will need to verify your email address to activate
your new CMS user account.

CWA

Convention Management

A You need to verify your email address to activate your account. _

An email with instructions to verify your email address has been sent to Haven't received a link to verify your email

YOu. address?

T Click here to re-send the email.
« Back 1o Login

4. Check your email inbox; you should receive a message with a link to verify your email
address. Click on “link to e-mail address verification.”

Notes:
The link will expire within 1 day.

If you do not see an email address verification email, please check your spam folder.
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CWA

Verify email
From: donotreply@cwa-union.org, To: ewastaff, Date 2021-06-02 23:51:50

Someone has created a CWA Convention Management System account with this email address. If this was
vou, click the link below to verify yvour email address

Link to e-mail address verification —

This link will expire within 1 day.

If vou didn't create this account, just ignore this message.
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CWA

Note: If you do not see an email address verification email, please check your spam folder or
you can “click here” to re-send the email.

CWA

Convention Management

A You need to verify your email address 1o activate your account. ‘

An email with instructions to verify your email address has been sent to Haven't received a link to verify your email
you. address?

: : Click here to re-send the email.
« Back to Login

Note: If an invalid email address configuration is entered, you will see the message below,
please enter the correct email address to proceed.

® |rvalid email address.

If you entered the wrong email address, for example, there was a typo; you will not receive an

email to verify your account. You will need to create a new account with the correct email
address.

If you have any issues and/or questions, please email CWACredentials@cwa-union.org.
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Navigation Menu

The left navigation menu will help you navigate through the CMS:

ENU
A Home Page >
+2 My Registration >
ACCOUNT MANAGEMENT
a My Account >
ELP
M| Contact Us >

Home Page / My Registration
View information pertaining to your meeting registration.

My Account

CWA

Allows you to edit CMS user account information, such as email, first name, last name and

password.

Contact us

Contact information (phone and email address) for any questions or concerns related to the

meeting you are attending.
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CWA Staff Registration

1. Once you click on “link to e-mail address verification,” you are redirected to the CMS to
get started.

In order to register for the Presidents Meeting as CWA Staff, when the screen below

appears, click on “skip this step.”

Get Started
© LinkcwaiD © verity © select Convention

In order to register as a delegate or alternate, or to register other

people for convention as a local officer, enter your CWA ID on the

next step. If you skip this step, you will still be able to register as
Staff, a Guest, or a Vendor.

ENTER CWA ID SKIP THIS STEP _
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CWA

2. Then, you can click on the meeting you would like to register for, to register for - in this
case choose 2022 Presidents Meeting.

Convention Select X

Flease select a convention to view

2022 Presidents Meeting _
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CWA

3. The system will default to the My Registration page where you will enter your

Text message
= Opt-in

Credential type

.

information in all of the required fields:

® First name
e Middle name (optional)
® last name
e Email address (where registration confirmation will be sent)
® Primary phone number
e Mobile number
e Text message alert — Please click “Yes” if you would like to OPT-IN to receive
meeting updates and other union-related news from CWA

e Choose credential type:

o CWA staff — Staffing role at Presidents Meeting

o Office — pick your office from the drop down menu
e Badge nickname, country, state, city

CWA Staff (your) name
CWA Convention System 2022 Presidents. Meeting B CWASTAFF
My Registration

Jome | My Registration

CVIASTAFF fsharklasers.com

\. Texl Message Alert

B ves, | want 1o recaive convention Updatas and cONar union-resated news from CWA. SE | El:t "'ﬂl,_l r ﬂHiEE'

Guest

venog

CWh Star

/

All TWA staff who have @ staffing rols
Once appioved, the CWA 18T registral

«Convention must IndiviguaiRy register hroligh our convention registration syStem. Tha regéstration status will 0etault to pending” until tha start member 15 appraved by & convantion sdminestratar,
lete ant & convention regisiration

will be senl to 1he emal address provaded abowve

Eadge Information

CWWA Star

Linited States - o v Washington

_
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Badge Information

Please fill out the badge information section with the specifics you would like to print on your
Presidents Meeting badge:

Badge nickname: Type the name you would like to see on your badge.

Note: The nickname must be a first name only because the badge has a size limit.

Badge country: Choose the country you reside in, the system defaults to United States.

Badge state/region: Choose the state or region you would like to print on your badge. Click the
down arrow and a state or region menu will populate based on the country you choose.

Badage city: Type the name of the city you would like to print on your badge.

5. When you finish entering all of your personal details, please click “register” to save the
information and complete your Presidents Meeting registration.

REGISTER
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CWA

All of the fields in the My Registration page are required, if you click “register” without
entering all of the information, the system will highlight the missing fields highlighted in red.

Notes

Please enter information in all the required fields and click “register” to proceed.

Joha m Middie Name Smih

Email Adaress Primary Phane Nurmoer 1oaile Nurriber

Text Message Alert

O ‘es. | want #o receive convention updates and ather unian-selaied news from CAWA.

Message & daiz rules moy apply. Piease revew our lzrms and Coedbons and Prvacy Felicy

Credential Type

| Unitzn Slales
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CWA

For example:

o Choose credential type: CWA Staff
Office: CWA Headquarters

My Registration

Home { My Registation

TWH @ iedle Name STAFF

SR s CWA Headguarters Moty Mt
CINASTAFF@shandasers.com (565) 5555845
CWA Distriet 1

CVIA Disingt 2-4

Text Message Alert e
B ves | want io recens convention updaies and oiher union i elaied news from | CWA Disnct 4

. . ;  CWA Distnct
0w § Gaid Faie) My Epely. PIase review our Tams and CondEces and Frisacy f e

CWA Distnet 7

Credential Type GWA Dising 8

el Typie'

AFA-CWA
WA St _
MABET.CWA
THNG-CWA
All CWA staff who nave & stafing role at the CWA convention must mdividusity reg| raven s1atus will defauk to “pending” untl the sta™ member 15 approvad Dy a conventicn administrator.
nce approved (e CUNA stalf registration & officialy compiete and a convention g E-CWA fess provided atave.
C'WA-SCA Cananz
Badge Information
T&T
" sackge Ot
PHEW
A St Unitsg Stales - Washinglon

Narheast R@IOF\
Southeast Regon
Central Region

Veesten Region

Note: If you did not OPT-IN to receive text message updates, after you click “register,” you will
see the following notification:

Are you sure? X

You haven't opted in to recelving text message alerts. This option allows CWA to contact
you with convention updates and other union-related updates.

GO BACK CONFIRM

Click “go back” to OPT-IN to receive text message updates from CWA or “confirm” to OPT-OUT
and proceed.

Text Message Alert

Yes, | want to receive convention updates and other union-related news from CWA.

Message & data rates may apply. Please review our Terms and Conditions and Privacy Policy.
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CWA

Registration Details

Once you submit your meeting registration, you can see all of your personal registration details
by clicking on “Home Page” or “My Registration.”

CW& CWA Convention System 2022 Presidents Meeting & CUMASTAFF -

Registration Details # EOTREGSTRATION
i 5 o 1 by Fghstrason -84

e Iy Registration ¥

Fersonal Detalls. Registration Detalls
B s # siame A STAFE b i dmllcinin
HELT Emai CWASTAFFESharkiasees com

o - Badge Intormation
Primary Fhane: 5555

B comactus »

780015

Texi Message Mert cumiry Uinited States

B e | w15 recene comention UpaES 33 Gmer Wion-elas hEws fom CAYA

Credential Type

A SLaT
Regisiration Issues
i g
A
1BEUE TITLE STATLS DATE OPEKED  DATE CLOSED
A

STy, i maleting recones tound

***Important Note***

All CWA staff who has a staffing role at the CWA Presidents Meeting must individually register
through our Convention Management System (CMS). The registration status will default to
‘pending’ until the staff member is approved by a meeting administrator at CWA
headquarters.

Once approved, the CWA staff registration is officially complete and a Presidents Meeting
registration status confirmation will be sent to the email address provided in the registration

form.
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CWA

Registration Confirmation Email - Pending
You should receive a registration confirmation email with the following information:

Event name

Attendee name

Credential Type

Registration status: Pending

Registration Status Update

Hi CWA STAFF,
This email is to nofify you that the status of your convention registration has changed.

Event 2022 Presidents MTeeting

Attendee Name: CWA STAFF -
Credential Type: CWA Sraff
Regisirafion status: Registration Pending

You can view your registration by logging into the convention system here
Flease contact us at cwacredentials@cwa-union.org if you have any additional guestions.

In Unity,
CWA Convention Management Sysiem

Registration Confirmation Email - Confirmed
Once your CWA Staff meeting registration is approved by a meeting administrator, you will
receive an updated registration status email with the following information:

Event name

Attendee name

Credential Type

Registration status: Confirmed

Registration Status Update

Hi CWA STAFF.

This email is to notify you that the status of your convention registration has changed.
02 Presidents &Testing
Event

Attendee Name: CWA STAFF -
Credential Type: CWA Szaff
Registrafion status:  Confirmed

You can view your registration by logging into the convention system here

Flease contact us at cwacredentials@cwa-union.org if you have any additional questions.

In Unity,
CWWA Convention Management System
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CWA

Logout of the CMS

To logout of the CMS, click the down arrow in the upper right hand-corner (next to your name)
and choose “logout.”

CWA Convention System L2027 Presidents Meeting B CWASTAFF -_

Registration Details INREGISTER
Home ¢ My Registation | 648

) _ tohr |
VA Convention Sysiem 2022 Presidents &MMeeding At o,

Logoul

Registration Details T
Home f My Reqistrstion /648
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CWA

Registration Changes

Edit registration
1. If you need to make any edits to your meeting registration, click on the following link
cms.cwa-union.org and log into the CMS.

2. You can view your registration details in the Home or My Registration page; click “edit
registration” in the upper right-hand corner.

Registration Details w R e

| B4
CONKECT TO APTIFY

Personal Details Registration Detads

WA STAFF Regisraton Statu Registeres

Ernall OWASTAFF@sher g sers.oom
Badge Information

Mobiie P Bagge ¥ THLO1E
WA Ctaff
Text Message Alert ety A
B3 es, | wan 1o receive convenlion upaates a6 olfier Unice-TEEE0 Ak Tm TWA StatesRegic oC
1918 s Oty Fliane mviw au am Conaie Gt . Vizshington
WA Staff

Credenfial Type
Cwa Headquarters

CWA Staff
ri WO Registration |ssues
I Nk
188UE TITLE STATUE DATE ODERED  DWTE CLOZED
! nrA

STy, N Matching reconds oung

3. The system defaults to the registration page where you can make changes to any field
necessary. When you finish making updates to your registration click “update” to save
the changes.

Registration

Eal

CVASTAFF G Kiasan com (B551 555-5555 {555) $55-8558

Text Message Alert

[ Yes, | want i recese convention updaies and oEr LOION-Elaed Pews fOm CWA

Cradaniial Typé

At

A1 CWA Ealt ending” ul e 5 V06T 5 VG DY & CONVENTON Baminstae
Cnce asprove
Badge Information

e Stant snitesd States - DC - washinglon
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Unregister

1. If something changes and you need to unregister because you will no longer be
attending the Presidents Meeting, click on the following link cms.cwa-union.org and log
into the CMS.

2. You can view your registration details in the Home or My Registration page, click
“unregister” in the upper right-hand corner.

Registration Details —

CONKECT TOAPTIFY
Personal Details Registration Details
CWA STAFF ictraten Statue Registere:
Email CWASTAFFDnar Kasars.com
Badpe Information
Mobi g THLO1E
CWA Skaff
Text Message Alert Uneed States
B v 1 Y S Regior oc
; Wrshington
. Type! WA staff
Credential Type
CWa Headuarters
WA Staff
pislrati T
Are yoLithe Charperssn: No Regislration |sspes

LT
IS8UE TITLE STATUS DATE OPERED  DATE CLOSED

A
Sorry, v matching reconds found

3. The system will prompt the question “Are you sure you wish to unregister this

attendee?”

If you do not wish to unregister, click “cancel,” and you will navigate back to the Registration

Details page.
Unregister X

Are you sure you wish to unregister this attendee?

CANCEL CONFIRM
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CWA

If you would like to unregister, click “confirm,” and you will navigate back to the Registration

Details page, where you can see your registration status has changed to ‘Unregistered.

Registration Details R

il n ! G648

CONNECT TO APTIFY

Personal Details Registration Details

CWA STAFF Fepistratan Stetus rregisteret
CWASTAFFIzharklasers.com
R - Badge Information
(555} 5555555
1555) 555-5555 Badge # TEDO1E
MECKRTIE! WA S1aff
Uiited States

oC

Washington
Type: WA Staff

Oifiea: CWA Headouarmers

O Stalr
: Chairperson:  Ha Registration 1ssues
WA
ISSUE TITLE STATUS DATE OPENED DATE CLOSED
g Parh

SOeTY, N0 MATENING TGOS L

Registration Status Change Email - Unregistered
Once you unregister, you will receive a registration status change email with a new
‘Unregistered’ registration status.

Registration Status Update

Hi CWA STAFF,
This email is to nofify you that the status of your convention registration has changed.

Event SA2T Prawhadgntd Afeaiing

Attendee Mame: CWA STAFF -
Credential Type: CWA Siaff
Regisirafion status: Unregistered

You can view your registration by logging into the convention system here

Flease contact us at cwacredentials@cwa-union.org if you have any additional questions.

In Unity,
CWA Convention Management System
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Undo Delete

1. If you made a mistake and you unregistered from the Presidents Meeting in error, click
on the following link cms.cwa-union.org and log into the CMS.

2. You can view your registration details in the Home or My Registration page, click “undo
delete” in the upper right-hand corner.

Registration Details

-

Defated records tannot be edited TSRV STRIS
T 14y Heostation / 648
CONNECT TO APTIFY

Perzsonal Details Registration Details

Mame: Ol STAFF AEpistration Status remster
CWASTAFFTsharklasars.com
o Badge Information
(555} 555-5555
1555) 555-5555 Badge # 780015
ECkname: ViR STl
Text Message Alert Linited States
Yes, | i oC
L i 4 Washington
_ Type: W4 Staff
Credential Type
Offica: CWA Headguarers
P Ok Stadf
Registration Issues
Are s Chairpevson: No e
Altermate [T
ISSUE TITLE STATUS DATE OPENED  DWTE CLOSED
arga KA

SOETY, N0 MATENING TECOIEs fund

The system will navigate back to the Registration Details page, where you can see your
registration status has changed from ‘Unregistered’ (see above) to ‘Pending.

# EDAT REGISTRATION

Registration Details

| B4R

CONNECT TOAPTIFY

Personal Detalls Registration Details
Marme CWASTAFE Ragstration Status

Emal CWASTAFF@sharklasers com

rione

Badge Informafion
(555) 535-5555

obvile Phone (555) 555.5555 Badge & 7RO016

Text Message Alert United Statas

Ion-related raws Tom CYWA 35

B ves | wanttoracene o

by Plass rsyimm 0ur Terms ani © s and Frivacy Fol Washington
) Wi STatT
Cradential Type
aiffice: WA Headguarters
I Cwip Staff
P Registration |ssues
Rl
ISSUE TITLE STATUS DATE DPENED DATE CLOSED
Bainir | LT

S0y, 10 MECING 200N faund
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CWA

Note: Since CWA Staff registrations require meeting administrator approval, the CWA Staff
registration status will go back to ‘pending.’ Once approved again, the CWA staff registration
is officially restored, the status will change to ‘registered’ and a Presidents Meeting
registration status confirmation will be sent to the email address provided.

Registration Details

Home § MY Regstraton | 648

CONNECT TO APTIFY

Personal Details Registration Detadls
ame: WA STAFF Ragictratan Stati: Registered
Ermall CWASTAFF@sharkiasers.com
e Badge Informaticn
Primary Hione (55515555555
Mabis Phons: {555y 5555555 Bacge v Ta016
CWiA Staff
Text Messaga Alert Unted States
B e e o
oy veashingten

Typel Wi staff
Credential Type

OfMca: CWA Headouamers
Type: CWA Staff

Reglstration lseues
Are yoil the Chairpersen: o g
Alrermate: hia

ISSUE TITLE STATUS DATE OPERED DATE CLOSED

Barzainirg Units LY

Soery, 1 Matching recoeds tound

Registration Status Change Email - Registered
When your status changes from ‘Unregistered’ back to ‘Registered, you will receive a
registration status change email with a new ‘Confirmed’ registration status.

Registration Status Update

Hi C\WA STAFF,

This email is to notify you that the status of your convention registration has changed.
_ 2022 Presidents Meeting
Event:

Altendee Mame: CWA STAFF -
Credential Type: CWA Staff
Registration status: Confirmed

You can view your registration by logging into the convention system here.

Please contact us at cwacredentials@cwa-union.org if you have any additional questions.

In Unity,
CWA Convention Management System
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CWA

CWA Staff Registration - Denied

If your CWA Staff registration is denied by the meeting administrator, when you log into the
CMS and view your Registration Details page, you can see your registration status has changed
to from ‘Pending’ to ‘Registration Denied’

Registration Details

me | My Hepsiration | 548

Personal Detalls

Text Message Alert

fes, | wanl 1o reced

Credential Type

CONMECT TO APTIFY

Registration Details

WA STAFF Regisratian Siahs Registraton Denied

I

CwasTAFF@shorklasers.com

15551 S55-5555 Badge Information
5551 555-5555

|555] GE5-E5G 780016

rckname: TR SIalT

Unized States
we convenlion nd cihes o fom CY¥W Regian: DC
1 Washington

Type i, Staff

Qffiee: W4 Headguarters
WA Shaff
N Registration lssues
WA

ISSUE TITLE STATUS DATE GPENED DATE CLOSED

A

S0rTy, no matching records found

When your status changes from ‘Pending’ back to ‘Registration Denied, you will receive a
registration status change email with a new ‘Denied’ registration status.

Registration Status Update

Hi CWA STAFF

This email is to notify you that the status of your convention registration has changed.

Event

2022 Presidents Meeting

Attendee Mame: CWA STAFF -
Credential Type: CWA Staff
Regisirafion status: Denied

You can view your registration by logging into the convention system here

Flease contact us at cwacredentials@cwa-union.org if you have any additional questions.

In Unity.
CWa Convention Management System
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CWA

CMS User Account Changes

1. If you would like to make changes to your CMS user account, please click on the
following link cms.cwa-union.org and log into the CMS.

2. On the left-hand side Navigation Menu, click on “my account.”

CWA

MENU

f Home Page >

LS Iy Registration >

ACCOUNT MANAGEMENT

(2] My Account 3 _
HELP

20 Contact Us >

3. You will be redirected to the ‘Edit Account’ page, where you can make changes to your
CMS user account:
e Email address
® First name
® Last name

4. Once you make the necessary changes, click “save.”

Account 3
Password Edit Account i
Authenticator
Email ~ cwastaff@sharklasers.com [
First name =~ | CWA
Last name =~ | STAFF

Note: If you do not want to save the changes, click “cancel.”
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Change your CMS User Password

1. If you would like to make changes to your CMS user password, click “password” on the
left-hand side menu.

2. Enter the following information:
e Current password
e New password

e Confirmation: Re-enter your new password

3. Once you make the necessary edits, click “save” to capture the changes.

Account

Authenticator

Password | ‘ ®
New Password ®
Confirmation ®

Note: If you change your mind and you do not want to change your CMS user password, click
“back to CMS system” in the upper right-hand corner to return to the Home/My Registration

page.

4. When you finish making all of the changes to your CMS user account, click “sign out” in
the upper right-hand corner to logout of the system.

Back in OME Sign Oul
System
Account
Change FPassword 16
Password ¥ ange Passworc

Authenticator

Password
New Passwon d

Canfirmation ¥
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Forgot Password?

If you forgot your password and you need to reset your password, click or type the following
link in your browser cms.cwa-union.org, then click on “forgot password?”

CWA

Convention Management

Email Address Emiail Address New user? Create Account

Problem Logging In? Contact Us
Password

You will be redirected to the screen below, where you can enter the email address used to
create the CMS account and click on “get new password.”

CWA

Convention Management

Email Address Ermoil Address Please enter your email address. You will
receive an email with instructions on how to

M:ER SIS GET NEW PASSWORD reset your password.

If you entered a valid email address, you should receive an email shortly.
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CWA

Check your email inbox, you should have received an email to reset your password, click on
“link to reset your password” link.

Reset password

From: donotreplyv@cwa-union.org, To: emsguest, Date 2021-06-01 22:42:35

Someone just requested to change vour CWA Convention Management System account's password. If this
was vou, click on the link below tg reset them.

Link to reset password
This link will expire within 1 day.

If vou don't want to reset your passwaord, just ignore this message and nothing will be changed.

Note: The link will expire within 1 day.

When you click on “link to reset your password,” you will be redirected to a page where you
will be prompted to create a “new password” and “confirm password.”

Then click “submit.”

Convention Management

‘ & You need to change your password.

New Password

g

Confirm password
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CWA

Note: Ifthe ‘new password’ and the ‘confirm password’ do not match, you will receive the
following error message and be prompted to enter the passwords again.

CWA
Convention Management

New Password

Confirm password

After you click “submit,” you will be redirected into the CMS.
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Need Help?

CWA Credentials

If you have any additional questions or need help navigating the CMS, please contact
CWACredentials@cwa-union.org.
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