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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”

Page 3 of 28


https://cms.cwa-union.org/
https://cms.cwa-union.org/

CWA

CWA

Convention Management

e _
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.
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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 your email address

Link to e-mail address verification _

Thiz link will expire within 1 dav.

If vou didn't ereate 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

/l\ You need m verrfy your emal sddrers 10 scovate your account

An email with InStrocions 10 verify yoor emall 30dress has been sent 1o Haven't received a Nnk 10 varily your &mall

ye address?
. lick here to resentd the emall
A 1o Loain

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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CWA

Navigation Menu

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

2 Hame Fage 3
> X My Roglatration

!
(1) 1y AL >
[2¢] Comact Us

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

My Account
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

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
© Lnkcwap © veriry © 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 will be prompted with selecting the active meeting(s) you will be attending to
register.

Convention Select X

Please select a convention to view

m

2022 Presidents Meeting

2023 - Convention - St Louis (July 2023) _
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CWA

3. The system will default to the My Registration page where you will enter your
information in all of the required fields:
® First name
Middle name (optional)
Last name
Email address (where registration confirmation will be sent)
Primary phone number
Mobile number

Text message alert — Please click “Yes” if you would like to OPT-IN to receive
meeting updates and other union-related news from CWA
o 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

A Cormnton Systan e To 2) ry

My Registration [ comecrmarrer |

Text message
— Opt-in

B Yo | ot s Eovmaehon ookt oot b kil e b A Select your office

Credential type /
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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.

Badge 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.

Tex! Messsaga Aleet

[ Yo 1 wwre o secens convenmon updees ant cther sson-rekeied e feer CWA

Cregentiad Type

Badge Informason

R
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CWA

For example:

o Choose credential type: CWA Staff
o Office: CWA Headquarters

My Registration m

Ny Rugwiaton

CReSTASF@eranmeery oo

Text Message Nernt

B o5 ) W ) MECEE COTWRRIMN LODIIEE 200 0T MO ieate] flves Yot CVVA Disinct 4

v Dt §

Crecentir Type

A S
AR GV 53T W1 2w 5 FErg roke o The G COmveyRRET IegR POnIdumy rev) 000 W3PS Wil ARt Y TETRRAG (AR P S1R¥ TerTes I APUESERE O B CORVEYENNT AT RIEMLYTE
Ol AOEVOVR The O S0 ragaTaon 6 (PO COTORE 308 § Coiwerhen & EI2CVWA L e e e

CWA-SCA Canals
Baoow nformalon
tay
~ew
S S WNeno S . earngon
Nomeas Hagen
Boemedy pon

m Certom Regor

g imn) Angon

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 apted In 10 receaing lexd message dlerts This option aliows CWA to contact
you with convention updates and cther union-related updates

o

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.”

2022 Presidents Meeting @ CWMAnE -

CWA ok Canvertion Spaem
Registration Details

——— N '
AL 10 AP0y
V- )
Peryas Deta Regasrason Dot
o iRy AT
e an Racge furrmsion

***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 Meeting
Altendee mame: LWA S1AFF -

Credential Type: CWA Siaff

Registration status: Registration Pendin

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 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.

Event: 2022 Presidents Meeting
Attendee Name: CWA STAFF -
Credential Type: CWA Staff
Regisirafion status: Comfirmed

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

In Unity,
CWA 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.”

Registration Details =3

VA Conwention System 2022 Presidents Meeting POPOL ORS00
Registration Details —

21
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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 _

Personal Deta's Regstrnm Detads

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 [ oz e |
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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 - [ |
Personal Detals Regstnmim Detads

Batge irfotmation

Crsamrtial Type

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 attendeg?

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 wetas secseds canect 1o azes

(T3

COWMECT TOANTWY

Parsona Delats Registration Detais

Sadge formation

Taxt Message Alert

Crederul Type

Regiaradon lsues

AW TN STRIUY DATE DTN D&IT CLOSED

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 2022 Presidents Meetina
Attendee Mame: CWA S1AFF -
Credential Type: CWA Staff
Regisiration status:  Unregistere,

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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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 et eoseioomer Seadio l

(223

Persona Deliats Registration Detals
B Sadge information
Taxt Message Alert
’ »
Credemul Type
Regisradon lssues
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.’
Registration Details

Personal Detals Regstation Detals
(WA 5TAR _
CWASTAS et b aiar s o

Baoge Indormaton

Tunt Massage Ao

Craderiiz Type

Rogawition Issues

WENE TILE STATUS OATC OPEMLE SATE CLOSED
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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
4 Eme
Personal Detals Regstrmm Detads

Bacye trfommaton

Test Massags Aert

Credmrtial Type

gl Iaum

e wme rana ST AP DARY DD

LN DA TR

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 CWA STAFF,

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

Attendee Name: CWA STAFF -
Credential Type: CWA S1aff
Reqgistration 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 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
Persona Delals Ragstavon Detads

Eaage Indormason

Text Message Alent
a2
Cradenmal Type

Regsyaton Issuss

LAl SIATUS LATE (er e UArE A UMD

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 nofify you that the status of your convention registration has changed.
Event: 2022 presidents Meeting

Aftendee Name. LA 3 1TAFE -

Credential Type: CWA Staff

Registrafion status: Denied

You can view your registration by logging into the convention system here
Please contact us at ewacredentials@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.”

A Home 2age >
13 Ny Regsiraton 5
m Conlzc 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
e lastname

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

Account

Pa

Email ~ suafTZeruriiataryco 1

=1L

First name

Last name

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.

A it

Change Password
Password o)
ALthenticato

Pavword

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.

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.

Ba0c e CA Pt OW
e
hange Pa i
Pasvwerd
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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?

- -

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

GET NEW PASSWORD reae yonl Rasswere

Ly

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, 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 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

£\ (CU Need to Change your BassWwors

--\r“ p‘s\“ = l’

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 Pavword

Confirm payvyword

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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