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CWA

Create a CMS User Account

1. To create a new Convention Management System (CMS) user account, click on this link or

type it 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 C(Create a password / Confirm your password
Then, click “create account”

CWA

Convention Management

First name 8]
Last name

Email Address

Password Possword ®

Confirm password Confirm Possword ®

PEC SIS  CREATE ACCOUNT _
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CWA

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

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.

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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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

/'\ You need m verrfy YOUr emai! sOTreTs 10 SCINSTE YOUr ACCount

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.
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Navigation Menu

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

2 Hame Fage by
> X My Roglatration

!
(1) 1y AL >
[2.¢] Comact Us

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

My Account
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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Guest Registration

1. After creating your CMS user account and click on “link to e-mail address verification,”
you will be redirected to the CMS to get started.

To register for Convention as a GUEST, click on “skip this step.”

Get Started
© Lnkcwap © 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 _

2. Then, you will be prompted with selecting the active meeting you will be attending.

Convention Select 4

Please select a convention to view

m

2022 Presidents Meeting _
2023 - Convention - St Louis (July 2023) _
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3. After you select the meeting you would like to register for, please click “close.”

Get Started

@ Linkcwa D @ veriry @ select Convention

All steps completed - you're finished

RESET  CLOSE _

Note: If you would like to choose a different meeting, please click “reset.”

4. To register for the meeting you selected, please fill out the following information:
e First name
e Middle name (optional)
e lastname
e Email address (where registration confirmation will be sent)
e Primary phone number
e Mobile number
e Text message alert — Click “Yes” to OPT-IN to receive meeting updates and other
union-related news from CWA
e Choose credential type:
o Guest — Convention guest
o Enter Guest of or Organization name
o Local Number
e Badge nickname, country, state, city
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Meeting name

Guest (your) name

J

My Registration

Check - Yes

Credential type o W o S a0 MY

Badge Information

|

6

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

Convention badge:

Badge nickname: Type your first name or 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.

Badge city: Type the name of the city you would like to print on your badge.
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5. When you finish entering all of your personal details, please click “register” to save the
information and complete your Convention registration.

REGISTER

Notes

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.

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

Text Misisage Alest
[ Yon 1 wwre o ecens convermon updees ant cher sson-releed rews foer CWA

Cregential Type

Badge Informason
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For example:

o Choose credential type: Guest
o Enter Guest of or Organization name: Guest of Local President
o Local Number: 1000

CAWA Commntion Syatern - 0 o
My Registration

i Hepumase

CMSOaetgraniomey oo

Tux! Message Aot

[ Y00 1 MWt 30 cmis COmPERR OIS 0 i s e ey TR GV

Credontu Type
-~ _ - _ zc _

Eadge Irformagion

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 receiving text message alerts. This option allows CWA to contact
you with convention updates and other union-related updates.

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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Registration Details

Once you are registered for the meeting, you can see all of your meeting registration details by
clicking on “Home Page” or “My Registration.”

CWA WA Clrrmetd kst Spabetr - O rutwe

Registration Details [ wesmiin |
- ~ e > s

Ten! Measage Nest

Registration Confirmation Email
You should receive a registration confirmation email with the following information:
e FEventname
e Attendee name
e Credential Type
e Registration status: Confirmed

From: donotreplyv@cwa-union.org, To: CMSGuest, Date 2021-06-01 22:26:00

Registration Status Update

I Con strat) a
Evant Convention 2021 — New Orleans
Hancee Name CMS GUEST - 1000
Cred gl Type Guest
Regrstraton stat Contymed
M) CEN W Y OUP TEgRIrator 0gging Inlo e JENAGCH SYIIRM here
Piaace cortac! us # cwacredenbaleSowa umnon.org £ you I
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Logout of the CMS

CWA

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

and choose “logout.”

WA Cormparrion Syslem 2021 Convention — New Orleans

Registration Details

e

WA Commintion Syster 2021 Convention — New Orleans

Registration Details

/. I LSS TIATON
COMEECT TO MY

Chargs Cormartes
e | _
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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.

2021 Convention — New Orleans

CVA Cormeertion Syslerr 0o st ..
Registration Detalls _

.....

3. The system will redirect you to the registration page, where you can edit any field
necessary. When you finish making changes to your registration, click “update” to save

the changes.

Registration [ comes wireivr |
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Unregister

1. If something changes and you need to unregister because you will no longer be attending
the Convention, 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 -

Persoiy Cutals Registation Detaln

..........

Badge Wiomation

Crademial Ty«

Regtration Bsuss

ST TITLE U OATC OPEMDO  DATE CLOACD

ecors rent

1. 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

Persona Cetaly

Text Measage Alert

Gredantal Type

Registranion Detatls

Sadge fonration

Registration Issses

SRk NI s

Registration Status Change Email- Unregistered

When you unregister, you will receive a registration status change email with a new
‘Unregistered’ registration status.

From: donotreply@ cwa-union.org. To: CMSGuest, Date 2021-06-02 22:35:50

me

Y=

Tabon stat

% to noaty you

ur fagIsENon by 30g0mg

that the status of your convermon 71

Convention 2021 — New Orleans

CMS GUEST - 1000
Guest
Unregistered

0 e convention &y

us at CI-!C:’Cdl||“ﬂlh;‘{'ﬂu!—ll"ll)nJ)lu I you have

stam here

any ade

Registration Status Update

a5 changed

Jihonal guesaom

COMRLUY 1O T Y

<o
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Undo Delete

1. If you made a mistake and you unregistered from the Convention 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 bt oo A 2 e _

COMMLUT 1O T Y

Personal Cetaldy Registration Details

Sadge fonmation

Text Measage Alert

R ' v Odes el o o OV Ures e

Gredantal Type

Registration Issues

TR s AN OMNED DATE CLoMn

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

Registration Details ===
. S '

Personal Detals Registruson Decale
(NS GUEST ' - _
D " x

Badge Iiformation

Tt Messsacu Aor!

Credenta Type
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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.
From: donotreply@cwa-union.org, To: CMSGuest, Date 2021-06-02 22:55:59

Registration Status Update

This amall is to noaty you that the status of your convention regsiraton has changed

Convention 2021 — New Orleans

Name CMS GUEST - 1000
o2 Guest
oe status Confiermed

yEtEnon by I

3ggIngCTT0 e convention &
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CMS User Account Changes

CWA

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
12 Home Page >
LA Ny Regstraton >

& weEE B _

(2¢] Conlact Us >

3. You will be redirected to the ‘Edit Account’ page, where you can make changes to your

CMS user account:
e Email address
e First name
e lastname

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

Account

Fmad -~
Firet same

Last mame

Note: If you do not want to save the changes, click “cancel.”

g -
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CWA

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

Change your CMS User Password

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

Change Password

Paviword 1 | v |

New Pavsword

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.

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.

Pasvmsrd
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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 New user? Create

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 Please enter your emall address, You wil
recefve an emall with instructions on how to

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: donotreply@cwa-union.org

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

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

If you don't want to reset your passward, 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

New Password

Confirm password
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Note: If the ‘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

Nen Pavsword

Confirm pavyword

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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