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CWA

Overview

Everyone who will attend the Presidents' meeting needs to do it through the Convention
Management System (CMS), which will ease the registration process, and allow all
attendees to create their own personal accounts and register online.

When local officers log into the CMS, and link their CWA 1D, they will have the ability to
do the following:

1. View their local’s summary details

Local name, number, officers

Number of delegates to which the local is entitled
Local voting strength

Issues that affect a local and/or individual members
Registered participants

Proxy information

. Register as a delegate or an alternate

. Register guests

. Manage registrations for your local (register, unregister, edit)
. View your bargaining units

. Designate a chairperson

. View, download, and print credentials
Assign a proxy (if eligible)

0.Manage local and/or individual issues that would prevent delegates from being
seated at the Presidents' Meeting

2
3
4
5
6. Assign voting strength to each delegate
7
8
9.
1

If you need to make changes to your registration or someone’s registration from your
local, the CMS will automatically create system notifications via email to let users know
the status of their registration each time it is updated in the system.

Let’s get started!
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CWA

*%*|MPORTANT***

CWAID

Before you sign up for a new Convention Management System (CMS) user
account, please make sure you have your CWA ID (Aptify ID).

If you don’t know your CWA ID, you can log into Aptify and look up your CWA ID.
Instructions on how to look up your CWA in Aptify are in the next page.

After you set up a CMS user account, and you log into the system, you will be prompted
to “enter your CWA ID.” By linking your ID, the CMS will identify you as a member of
your local and grant you the appropriate permission level.

Local Officers have the maximum level of access, and the CMS will allow them to view
all the information pertaining to their specific local.

Local Officers can register themselves for the Presidents' meeting, and they have the

option to also register other people from their local. Please see the “Register Additional
People in your Local’ section.
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CWA
Look up CWA ID in Aptify

1. Log into Aptify - portal-cwa.aptify.com. Enter your email address and password
and click “Log in.”

CWA

Email address

Password

Note

If you need to request an Aptify account, please fill out the New Aptify Account Request
form https://cwaunion.aidaform.com/new-aptify-user-account-request.

2. Click on “Search” located at the top in the toolbar.

Search

Seanch by entering 2 combnation of Last Mame, £t iame, Clock 10 CWA

Results
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CWA

3. To perform a search you are required to enter search criteria in 2 fields.

For example, your first name and last name. Then, click “Search.”

Search

- [ -

Results

You will notice “Results” will populate at the bottom of the page, the CWA ID, also
known as the Aptify ID is located in the first Column. That’s the ID you will need to

register for the Presidents' meeting.

Search
Smarch by srtmng R, T FL Humy
= e

Results

A Export to Dl 7 || OO #usto Resize Colurns || @5 Ema B8 Get Email 102 || [ Get Label: = || +" Select Recard

cal Pi ¥
CWAID  Last First Emgl: | Smiis o bin el R PUName  ChokiD MGl  MOSWe  Dendt .. ot
i Name § Hame | : Type i . Status s ¥ ocsi E N 5 : : =B o ymert

FRONTIER
175 = WEST sadifiona
I\IH iy Dasid Member  Adive Active 170 ENH orgens Ssssss MEST oy Dt Loty
ROCHESTE 3 HEMRIETTE CW.
NY
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CWA
Existing CMS User Account

If you attended the last CWA Convention or the Presidents' Meeting and you already
have a CMS user account, you do not need to create a new one, just go to
https://cms.cwa-union.org and log in with your existing credentials.

Create a New CMS User Account

1. To create a new Convention Management System (CMS) user account, click on
this link or type it in your browser: https://cms.cwa-union.org. Then click “Create

account.”
Convention Management
Eanail Addeyss ‘ Emaoif Addre: ‘ New user? Create Account
Problem Logging In? Contact Us
Password
Forgot Password? m
2. Fill out your:

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

First name [
Last name Lost Nome

Email Address

Password Possword ®
Confirm password | Confirm Password ®

Y:CLSCILELIN CREATE ACCOUNT —

Verify your Email Address

3. After you click “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?

5 g Click here to re-send the email.
« Back to Login
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CWA

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

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

Link to e-mail address verification

This link will expire within 1 day.

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

Note
The link will expire within 1 day.

If you do not see an email address verification email, please check your spam folder or
you can “Click here” to resend the email.

CWA

Convention Management

& 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. addre
sy i Click here to re-send the email.
« Back to Login
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CWA

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

Forgot your Password
1. If you forgot your password and you need to reset your password, go to
https://cms.cwa-union.org and click “Forgot password?”

CWA

Convention Management

Email Address New user? Create Account

Problem Logging In? Contact Us
Password

2. You will be redirected to the screen below, where you can enter your email
address and click “Get new password.”

CWA

Convention Management

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

«Backtologin  [REHPIAETCLT0):)] resetyour password.
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CWA

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

CWA

Convention Management

@ If you have entered a valid email address, you should receive an email shortly. —

= New user? Create Account

Email Address LocalCfficer@sharklasers.com

Problem Logging In? Contact Us

Password

Forgot Password? m

3. Check your email inbox, you should receive an email to reset your password,
please click “Link to reset your password.”

Reset password /inbox x

CWA Union =donotreply@cwa-union.org=
tome ~

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

Link to reset password _

This link will expire within 1 day.

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

Note
The link will expire within 1 day.
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CWA

4. After you click “Link to reset your password,” the CMS will redirect you to a
page to where you will be prompted to create a “new password” and “confirm
password.” Then click “Submit.”

CWA

Convention Management

‘ & You need to change your password.

New Password

=

Confirm password

Note
After you click “Submit,” the CMS will automatically log you into the system.
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Meeting Registration
1. After you create your new CMS user account and click “Link to e-mail address

verification,” you will be automatically logged into the CMS to get started.

If you would like to register as a delegate or alternate for your local, or you need to
assign a proxy, click “Enter CWA ID” and enter your Aptify ID.

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

***IMPORTANT***

If you click “Skip this step” instead of clicking “Enter CWA ID,” you will
only be able to register as CWA staff, a guest, or a vendor.
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CWA

2. After you enter your CWA (Aptify) ID in the CWA ID field, click “Search.”

Get Started

© LinkcwaiD © veriry © seiect convention

CWAID

- 12345 SEARCH GO BACK

3. Then verify the local displayed matches your CWA membership. If the
information matches, please click on “Yes, this is my local.”

Get Started

@ Linkcwa D © veriry © sclect Convention

Verify Local:

Please verify that the local displayed matches your CWA membership

TNG-CWA Local 1234 WASHINGTON-BALTIMORE

- YES, THIS IS MY LOCAL NO, SOMETHING IS WRONG
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CWA

If the local name/number displayed does not match your local, please click “No,
something is wrong” to re-enter your CWA (Aptify) ID.

Get Started

@ LinkcwAID © verry €© sciect Convention

Verify Local:

Please verify that the local displayed matches your CWA membership

TNG-CWA Local 1234 WASHINGTON-BALTIMORE

YES, THIS IS MY LOCAL NO, SOMETHING IS WRONG _

When you click “No, something is wrong,” the CMS will reroute you to the previous
screen where you can click “Enter CWA ID” to re-enter your CWA (Aptify) ID.

Get Started
© Lnkcwaip © 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

4. When you click “Yes, this is my local” the system will show you a list of active
meetings. Click on the meeting you would like to register for, in this instance the
meeting you want to choose is 2024 Presidents' Meeting.

Convention Select ®

Please select a convention to view

2024 CWA District 3 Mig - Louisville, KXY

2024 Presidents Meeting —

5. If you entered the correct CWA ID and you chose the correct meeting you would
like to register for, all the steps are completed and you are finished, please click
“Close.”

Get Started

@ vLinkcwaID @ verry @ select convention

All steps completed - you're finished

Note
If you would like to re-enter your CWA ID (Aptify ID), please click “Reset.”
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CWA

Register for the Presidents' Meeting

If you followed the instructions above and linked your CWA ID your basic information
should pre-populate automatically in the My Registration page.

Click on “My Registration” on the left hand side navigation and fill out the following
information:
e First name / Middle name / Last name
e Email address / Primary phone number / Mobile number
e Text message alert — Please click “Yes” to OPT-IN to get President
Meeting updates and other union-related news from CWA
e There are 5 credential types:
o Delegate — Local delegate
o Alternate — Local alternate
o Guest — Meeting guest
o Vendor — Meeting vendor
o CWA Staff — Headquarters, district, local personnel staffing the
meeting

e Badge nickname, country, state, city
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CWA

If you linked your ‘CWA ID’ (Aptify ID) your name and personal
information should automatically appear in the “My Registration”
page. If you are registering someone else, DO NOT change the
name in the "My Regqistration” page. See “Register Attendees
from your Local” section in this document and follow instructions.

**IMPORTANT***

CWA Convention System O LOCAL DFFICER -

Carvent 21 - Take 3
My Registration i iy DISTRICT # LOCAL NUMBER
y g 12385 District 213 M5
tome Wy Registration
oca Ik

Chec k - Yes IL;;P-'(!;.';;r@c\'.; org |=5$)|v0.;50 — x‘:)‘—:'a“

\\. Text Message Alert

B ves | want to recewe corvention updates and cther union-rekated news from CViA

Credential Typs
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CWA
Register as a Delegate

If you followed the instructions above and linked your CWA ID, you should see your
CWA ID, District # and Local # in the upper right hand corner; and your basic personal
information should populate automatically in the My Registration page.

17 B ¥ ’
CWA Convention System ATTT Foisitenny Maqtng B LOCAL OFFICERTEST =

My Reg|5tratlon "=': hin DETRICT # LOCAL NUMBER
_ 17385

{ Wy Registraton

Desinct 2-13 33035

Personal Registration Details
1. Please verify your personal information is correct, or make the necessary edits
you would like to reflect in your Presidents' Meeting registration details.

DavdSmithL e OffiosiTest com

Text Message Alert
2. When registering for the Presidents' Meeting you will have the option to ‘OPT-IN’
to receive text message alerts regarding the Presidents' Meeting and
union-related updates.

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.

Credential Type
3. Choose the credential type “Delegate” from the dropdown menu.

Credential Type
- Credential Type

Delegate
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Are You a Chairperson?

4. When registering as a Delegate you will notice a new field will pop up where you
can specify if you are a chairperson of the local, the system defaults to ‘No.” If
you are the chairperson of the local, click the down-arrow in the ‘Are you a
chairperson?’ field and choose “Yes.”

Credential Type

Credential Type® — Are von the Chaimarson?
Yes

Choose an Alternate

If you are a delegate who needs to choose an alternate you can do so by clicking the
down-arrow in the ‘Choose alternate’ field. But remember they must already be
registered in order to select them.

Credential Type

Delegate ’ chiengtinadlic 2 ) —

Anyone who has registered as an alternate in your local will show up in the pull down
menu, and you can choose one person.

For example, for this local, a delegate can choose Fatima Hussein as an alternate.

Credantial Type
Credential Trpe '® you the Crafmperaon s~ Chonne ZReme .
Delegate ¥. i] Fatima Hussem

Note
If no one from your local has registered as an alternate, then the alternate field, would
say ‘No alternate available.’

Credential Type
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|
Bargaining Units Designation
5. Since you linked your CWA ID, when registering as a Delegate for the
Presidents' Meeting, your bargaining units designation will populate automatically
and display the most current Aptify data specific to your local. Please validate
and confirm the information is correct. But generally, you do not have to make
changes to this.

Bargaining Units Designation

TNG & Canada (O cChairperson (® Delegate O Neither

Yes, I am a Chairperson
If you choose “Yes” because you are a chairperson, you will notice the bargaining units
designation will automatically default to ‘Chairperson.’

Credential Type
Gregentai Tyge 12 o b Chasersan
Delegate - Yo .

Bargaining Units Designation

®) chaipersan () Dekegate O Neither

1

No, I am Not a Chairperson
If you choose “No” because you are not a chairperson, you will notice the bargaining
units designation will automatically default to ‘Delegate.’

Credential Type

have registered will display in the aitamate dropdown menu. If the parson you would [ike to designate as your alternats is not registered, please

Bargaining Units Designation

) chaspeson (@) Deisgate 3 Neither

L]
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CWA

Neither
In your bargaining units designation section, you may also select ‘Neither.’

Bargaining Units Designation

TNG & Canada (O Chairperson (O Delegate (® Neither

Badge Information

6. 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 the United
States, but you can choose other countries by clicking the down-arrow.

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.

Note

Generally, the city and state on the Presidents' Meeting badge reflects the geographic
location of the member’s local. However, the person registering may choose the city
and state they prefer to see printed.

Badge information

Linited States - (5] - \Washingion
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——
Complete Registration Process

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

REGISTER

Notes
e 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.
e Please enter information in all the required fields and click “Register” to proceed.

Email AdorEss Frimmary Fhane Numoer lctile NurTiber
Emaills regslit

Text Message Alert

[0 ‘es. | want o recaive comvention updates and ather unin-related news from ChWh,

1ze review our Terms and Condbons and Prvacy Pelicy

Credential Type

Badge Informaticn

‘ Uniten Slales

aviradl
REGISTER
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CWA

If you did not click the text message alert option to OPT-IN, after you click “Register”
you will see a message asking you ‘Are you sure?’

Are you sure? X

You haven't opted in to receiving text message aleris. 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.

Presidents’ Meeting Registration Confirmation Email - Confirmed
Once you submit your registration, check your email inbox, you should receive a
registration confirmation email with the following information:

e Event name: Meeting name

e Attendee name: Your name and CWA Local #

e Credential Type: Delegate

e Registration status: Confirmed

Hi David Smith,

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

2024 Presidents Meeting
Event

Attendee Name: David Smith - 32035
Credential Type: Delegate
Regisiration 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 guestions.

In Unity,

CWa Convention Management System

Note

If you do not see a registration confirmation email, please check your spam folder, or log
back into the CMS to view your registration details.
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CWA
Register as an Alternate

If you followed the instructions above and linked your CWA ID, you should see your
CWA ID, District # and Local # in the upper right hand corner; and your basic personal
information should populate automatically in the My Registration page.

CWA Convention Sysiem B LOCAL OFFICERTEST =

DIRTRICT # LOCAL NUMBER

M}" Registration 1238578 St w205

{ Wy Registraton

Personal Registration Details
1. Please verify your personal information is correct, or make the necessary edits
you would like to reflect in your Presidents' Meeting registration details.

Jaseph Adie Name Smith
Ermal ek y 2 i Wi
Alermata@iest com |55} BA-0505 350 ) BO5-3550

Text Message Alert
2. When registering for the Presidents' Meeting you will have the option to ‘OPT-IN’
to receive text message alerts regarding Presidents' Meeting and union-related

updates.

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.

Credential Type
3. Choose the credential type “Alternate” from the dropdown menu.

Credential Type

Credentiaf Type
Alternate -
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Choose a Delegate
4. After you choose the credential type Alternate, a new field called Choose
Delegate(s) will appear.

Credential Type

Credential Type*
Alternate ¥ Choose Delegate(s) -

Click the down-arrow in the Choose Delegate(s) field, and a list of delegates from your
local, who registered for the Presidents' Meeting will display in the pull down menu.

Credential Type

Credential Type® Choose Delegate(s)
Alternate - |_| -

‘ David Dej
Badge Information [J David Dejesus _

To choose a Delegate, click on any of the names that populate in the menu.

Choose Delegate(s)
‘~ David Dejesus X
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Badge Information

5. 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 the United
States, but you can choose other countries by clicking the down-arrow.

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.
Note
Generally, the city and state on the Presidents' Meeting badge reflects the geographic

location of the member’s local. However, the person registering may choose the city
and state they prefer to see printed.

Badge Information

Complete Registration Process
6. 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

e 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.

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

Notes

Email Adgress Pian FRsGna NG
Text Message Alert
O ‘es. | want fo receive comvention updates and other unian-elaied news from CWA.

- aur Tz and Coedbuns and Pr

Credential Type

Eadge Informaticn

Badgs thckrua = ssquirail
REGISTER

| uniten Slales v B0 SLaeREgIoN

If you did not click the text message alert option to OPT-IN, after you click “Register,”
you will see a message pop up asking you ‘Are you sure?

Are you sure? X

You haven't opted in to receiving text message alerts. This option allows CVVA 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.
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Presidents' Meeting Registration Confirmation Email - Confirmed
Once you submit your registration, check your email inbox, you should receive a
registration confirmation email with the following information:

Event name: Meeting name
Attendee name: Your name and CWA Local #
Credential Type: Alternate

Registration status: Confirmed

Hi Joe Smith,

This email is to notify yvou that the status of vour convention registration has changed.

Event: 2024 Presidents Meating

Attendee Name: Joe Smith - 32035
Credential Type: Alternare
Fegistration status: Confirmed

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

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

In Unity,
CWA Convention Management System
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Registration Details - Delegate

After you click “Register,” you can view all of ‘My Registration’ details in the
Registration Details page.
e Personal Details
o Name / Email / Phone (primary/mobile)
e Credential Type
o Delegate
o Chairperson
o Alternate
o Bargaining units
e Local Bargaining Units
o Bargaining Units / Vote share / Designation
e Registration Status
e Badge Information
o Badge #/ Nickname / Country / State / City / Type
e Registration Issues

o Issue title / Status / Date opened / Date closed

***IMPORTANT***

Registering on the CMS does not in itself guarantee that any individual or
their local is in good standing and able to be seated at the Presidents'
Meeting or any other official meeting.

It is therefore critical that Local officers check the REGISTRATION ISSUES
section and resolve any items listed there prior to arriving at the event.

Since most issues of good standing are resolved prior to the Presidents'
Meeting, the CMS will allow registration to proceed and a credential to be
issued — however, unresolved issues will still prevent a delegate from being
seated by the Credentials Committee.

To resolve any local and/or individual issues, please contact
CWACredentials@cwa-union.org.
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For example, a delegate registration details would look like this:

Regisiration Details

me /My Regissation ¢ 718
m e DISTRICT # LOGAL NUMBER
12383 District 3-13 32053
Personal Details Registralion Details
mame Diavia SmEn Feéqisiranon St s Re gtered
Emall LocalOMcartestt @sh andazers com
- - Badge Information
Prmary Fhone [202) 123-4567
Matde Phone (202) 568-T863 TEI019
Cave
Texl Message Alert Lnited Stales
B s, | want 1o recew conveEnin | oC
City izsiglan
. Delegate
Credential Type
Desegaie Registrafion Issues
No
RSSLE TITLE SEATUS LATE OPENED  DATE CLOSED
HiA

SOy, N0 Makching records found

[—THE & Canada
Local Bargaining Units

DATA FIELD WALUE DESIGRATION

viale Share 1500 Delegale
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Registration Details - Alternate

After you click “Register,” you can view all of ‘My Registration’ details in the
Registration Details page.
e Personal Details
o Name / Email / Phone (primary/mobile)
e Credential Type
o Alternate
o Chairperson - No
o Alternate — N/A
o Bargaining units — N/A
e Registration Status
e Badge Information
o Badge #/ Nickname / Country / State / City / Type
e Registration Issues

o lIssue title / Status / Date opened / Date closed

***IMPORTANT***

Registering on the CMS does not in itself guarantee that any individual or their
local is in good standing and able to be seated at the Presidents' Meeting or any
other official meeting.

It is therefore critical that Local officers check the REGISTRATION ISSUES
section and resolve any items listed there prior to arriving at the event.

Since most issues of good standing are resolved prior to the Presidents'
Meeting, the CMS will allow registration to proceed and a credential to be issued
— however, unresolved issues will still prevent a delegate from being seated by
the Credentials Committee.

To resolve any local and/or individual issues, please contact

CWACredentials@cwa-union.org.
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For example, an alternate registration details would look like this:

Registration Details
feme S My Regitracon [ 727
CWA D DISTRICT # LOCAL NUMBER
Distict 212 32035
Persona Detalls Registration Delalls
BlamE Jae Smith Registratian Satus Aegsiered

Email
Badge Information
Enmizsy Fhone (55) SO5-0505
260057

Rdobil Pheans (555) 555-5555
Mickname: Joo

Text Message Alert unilea S1aies

& s wantion erfion updales and ofher un ey oC
wacy F Gy Washingion
Typa: Allemate
Credential Type
Registration Issues
1$540E TITLE STATUS DATE DPENED  DTE CLOSED

S0y, N0 MACNNG TCars faund
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Navigation Menu

The left navigation menu will help local officers navigate through the CMS and includes

the modules below, and we will explain each one in the following pages.

Home

My Registration
Registration Search
Local Summary

My Account
Contact Us

CWA

MENU

o 1 Home Page

L My Registration

Q] Registration Search
Al Local Summary
ACCOUNT MANAGEMENT

o My Account

20 Contact Us

CWA
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Home Page/Local Summary

The Home Page and Local Summary pages include information pertaining to your local
for the current Presidents' Meeting, such as:

e Local name and number

e Local Officers

e Delegate entitlement

e Local average votes (Local voting strength)

e Local and/or individual issues

e Registered participants

e Proxy information

e Bargaining units

My Registration
After you log into the system and choose a meeting and you register, you can click “My
Registration” to register yourself for a meeting or review your meeting registration.

Registration Search
View and search all members who belong to your local. Locals can also register other
members of the delegation from here.

Local Summary
View information pertaining to your local for each particular meeting.

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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Local Summary

The Local Summary page includes all the pertaining information for your local in
connection with the meeting you selected:

e Local name and number

e Names of local officers (President, Vice President, Secretary-Treasurer,

Secretary or Treasurer)

e Delegate entitlement and count

e Local average (voting strength)

e Local issues (if there are any) — Individual and/or Local issues

e Download credentials

e Registered delegates / alternates/ guests / unregistered records

e Bargaining units

Note
All of the data in the CMS is synced with our Aptify membership system on a nightly
basis, and reflects the most current data.

Local name [ Local number / Local Officers / Delegate Entitlement and Count / Local Average

Local Summarv

138

TNG-CWA Local = -WASHINGTON-BALTIMORE Local Issues
X
el
ISSUE TITLE STATUS NAME DATE OPENED DATE CLOSED
kohn Doz

lare: Bice

Johin Smith Alternal 1o e 30, 2021, 1030 PM

Local and/or individual issues summary includes the date the issues
were open and close, as well as the status Resolved/Unresolved
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Registration Issues

To increase transparency and efficiency, the Local Summary page, includes a Local
Issues section, where individual members and locals can easily identify if there are any
concerns, disputes, or problems that have pending solutions, and must be resolved or
granted an exception prior to the start of the Presidents' Meeting. If you have any local
and/or individual issues, please email CWACredential wa-union.org to determine
next steps.

No Issues - Good Standing

When a member does_not have any issues, the member’s personal registration details
will show a registration status as ‘registered’ and the Registration Issues section will be
blank.

Registration Details

Reqgistration Status: Reqgistered _

Registration Issues

ISSUE TITLE STATUS DATE OPEMNED DATE CLOSED

- Sorry, no matching records found

If you see this in your personal registration details, it means you are in good standing and there
are no individual issue(s) associated with your CWA membership record. Everything is in order
and no action is required.
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Individual Issues - Member

An individual issue refers to any problem that may be blocking a member from being
able to come to the Presidents' Meeting, check-in at registration, and pick up the
appropriate badge credentials.

*MPORTANT ***

A member’s individual registration issue(s) must be resolved prior to the
start of the Presidents' Meeting. The CMS will allow CWA members to
complete the online Presidents' Meeting registration with the understanding
that members must proactively work with the CWA Credentials Committee

to resolve the issue(s) prior to Presidents' Meeting check-in on site.

There may be cases when CWA Credentials Committee grants a member’s
individual registration issue(s) an exception to allow them to attend the
Presidents' Meeting, check-in, pick up their badge, and participate in the
Presidents' Meeting proceedings.

Unresolved Individual Registration Issue
When a member has an individual issue associated with the CWA membership record,

the member’s personal registration details will show a registration status as
‘Registered,” but the Registration Issues section will list the issue(s) that must be
resolved prior to the Presidents' Meeting.

For example, a member who has an ‘|nactive’ status registers as a delegate for the
Presidents' Meeting, the member’s personal registration details will show the status as
‘Registered,’ but the Registration Issues section indicates there is an issue titled
MemberNot Active, with an Unresolved status, and the issue was opened on 6/25/21.

**IMPORTANT***

The member should email CWACredentials@cwa-union.org to remediate
the issue prior to the start of the Presidents' Meeting.
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CWA

Registration Details

Registration Status: Registered _

Registration Issues

ISSUE TITLE STATUS DATE OPENED DATE CLOSED

MemberMotActive  Unresolved June 23, 2021, 11:18 AM

Resolved Individual Registration Issue

When a member’s individual registration issue is resolved, the CMS will update the
issue’s status automatically.

For example, a member registered, but there is a MemberNotActive issue in their
Presidents' Meeting registration details. The member reached out to

CWACredentials@cwa-union.org, and the issue was resolved.

So the next time the member logs into the CMS, the personal registration status will still
show as ‘Registered,” and the Registration Issues section will_indicate the issue titled
MemberNot Active, now has a Resolved status, and the issue was closed on 7/12/21.
No further action is required.

Registration Details

Registration Status: Registered —
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Registration Issues

ISSUE TITLE STATUS DATE OPENED DATE CLOSED

MemberNotActive Resolved June 25, 2021, 1119 AM - July 12, 2021, 7:05 PM

Individual Issue Exception

At times, the CWA Credentials Committee may determine a member’s individual
registration issue warrants an exception, once the exception is captured in the CMS, the
issue’s status will update automatically.

For example, a member registered, but there is a MemberNotActive issue in their
Presidents' Meeting registration details. The member reached out to
CWACredentials@cwa-union.org, and an exception was issued to unblock the
registration.

So the next time the member logs into the CMS, the personal registration status will still

show as ‘Registered,” and the Registration Issues section will_indicate the issue titled
MemberNot Active, now has an Exception status. No further action is required.

Registration Details

Registration Status: Registered _

Registration Issues

ISSUE TITLE STATUS DATE OPENED DATE CLOSED

MemberMotActive Exception June 25, 2021, 1212 PM
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In summary, to check-in and participate in the Presidents' Meeting, a member who has
an individual registration issue(s) must be granted an exception and/or the issue(s)
must be resolved prior to the start of the Presidents' Meeting.
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CWA

A local issue refers to any problem that may be blocking a local from being in good
standing by the time the Presidents' Meeting starts.

**IMPORTANT***

A local’s registration issue(s) must be resolved prior to the start of the
Presidents' Meeting. The CMS will allow members of the local to
complete the online Presidents' Meeting registration with the understanding
that the local must proactively work with the CWA Credentials Committee to

resolve the issue(s) prior to Presidents' Meeting check-in on site.

There may be cases when CWA Credentials Committee grants a local’s
registration issue(s) an exception to allow the local’s members to attend the
Presidents' Meeting, check-in, pick up their badge, and participate in the

Presidents' Meeting proceedings.

CWA interprets any of the following as a local/member registration issue:

Issues Significance
LocalNotActive Local is not active
LocalDelinquent Local is delinquent
MemberNotActive Member is not active
LocalNoOfficers Local has no active officer assignments
LocalNoPresident Local has no active president assignments
LocalNoSecretary Local has no active secretary assignments
LocalNoChair Local has no assigned chair
BargainingUnitNoChair Bargaining unit has no assigned chair
BargainingUnitNoDelegate Bargaining unit has no assigned delegate

LocalCarryingTooManyProxies

Local is carrying too many proxies

DelegateOrAlternateRegisteredForProxiedlLocal

Local proxied has registered delegate or alternate

Other

Manually added issues

LateRegistration

Attendee registered after credential cutoff date

LocalCarryingTooManyDelegates

Local has registered too many delegates

Alternates exceed Delegates

Local has registered too many alternates

Note

Local issues are automatically initiated by the CMS based on the most current Aptify
data, except for the ‘Other-manual’ type, which is manually added for a specific reason

by CWA headquarters.
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Local and individual member issues are detailed in the Local Summary page, in the
upper right-hand corner in the Local Issues section.

Local officers are able to view both local and individual member registration issues. The
Local Issues section will list the following:

e |Issue title

e |Issue status — Unresolved / Resolved / Exception
e Member name — individual issues only

e Date issues was opened

e Date issue was closed

Local Issues

ISSUETITLE STATUS NAME DATE OPENED DATE CLOSED

-LocalDelinquent Unresolved Both Local issues June 18, 2021, 1:46 PM
LocalNoPresident Resolved June 18, 2021, 1:46 PM July 7, 2021, 2:21 PM

MemberhotActive Unresclved lohn Smith July 1, 2021, 11:48 AM

Member issue

Note

You can differentiate a local issue from an individual issue because a member’s
individual registration issue will have the person’s name listed under the Name column,
see above — John Smith.

*** IMPORTANT REMINDER***

Local and individual issues must be resolved and/or granted an exception
prior to the start of the Presidents' Meeting.
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Download Local Credentials

As a local officer, you can download and/or print all of your local’s Credentials by
clicking the “Download credentials” button.

DOWNLOAD CREDENTIALS

Registered Members

You can click on the delegate, alternate, guest, and unregistered tabs to view pertaining
Presidents' Meeting registration information for each of those credential types. As well
as proxy, total votes, individual issues and badge information.

Delegate tab - Anyone who registered as a delegate would be listed in this tab.

DELEQATE ALTERNATE QUEST )
Default sort: Cha ast Wams / First Name

BADGE NICKNAME WA 1D PHOEY CHAIRPERSON FIRST NAME LAST MAME BADGE CITY BADGE $TATE TOTAL VOTES INDUVIDUAL |5 SUES BADGE 7

bhin . ~ 17
iy Yes Jah Dae Nangsmay [ls} o) 7EH00T

Alternate tab - Anyone who registered as an alternate would be listed in this tab.

ALTERNAT EBT :
- Default sart- Chair/ Last Mame 5t Name

BADGE NCKMAME Vs 1D PROXY CHAIRPER 30M FIRST NAME LA ST NAME BADGE CITY BADGE STATE TOTAL VOTES INDDADUAL 1SSUES BADGE #

haree B Mo e Johrans Nanjemay ] nw B 750008

Guest tab - Anyone who registered as a guest and associated with the local would be
listed in this tab.

| Default sort: Cha aat Name | First Name

BADGE N{CKMAME Cia 1D FIRST NAME LAST HAME BADGE CITY BADGE STATE TOTAL VOTES INDIVIDUAL [SSUES BADGE #

Sy, na matc hing recorss faung

Unregistered tab - Anyone who registered and then unregistered would be listed in this

- PEEGITERED
Default sort: Chsir/ Last Mame irst Mai
BAGGE NICKNAME CWA ID PROXY CHAIRPERSON FIRST MAME LAST NAME BADGE OITY BADGE STATE TOTAL VOTES INCOID-UAL IS SUES BADGE #
Sus 359595 ) Susan Kesraarde:

o NanEmay MO B TBLI5S
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Bargaining Units

The bargaining units section will only reflect information for people who have already
registered for the Presidents' Meeting. It is based upon setup and dues processing.

Bargaining units’ information is sorted by Chair / Last Name /[ First Name

Bargaining Units

Default sort Chait! Last Name | First Name

AT FIRST MAME P AST MamE STATUS PROXY VOTE SHARE TMREE Causrg

T sehn Doz PRy 17 uz

555555 L Jahnsan 17 nz

LOCAL TOTALS L 234

Vote share and BU allocation

Meeting Checked-in Status
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Download Individual Credentials

If you registered as a Delegate, you can download your credentials from the
Registration Details page, click “Download credentials” in the upper right-hand corner.

Registration Detais

ation | T8
B - DISTRICT 2 LOCAL NUMBER
UNREGIZTER
Disinct 2-13 32035

If someone registers as an alternate, they will not have the option to ‘download
credentials,’ the button will be disabled.

Registration Details =
e | Wy Regisirasion | ST
CWAID OISTRICT # LOCAL NUMBER
Distnct 213 F20I5

After clicking “Download credentials,” the system will generate a PDF document in a
new window, which will include the following information:

e Date / Meeting name / City / State / Date
e Your name / Denote — chairperson and/or delegate with an “X”
e CWA Local # / Vote share # / Local Officers / Bargaining units l

Download Credential

= ustnbeyer CREDpdf

Note
You may download/save or print your Presidents' Meeting credentials by clicking the
icons on the upper right-hand corner of the PDF document.
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Download/Print Local Credentials

If you would like to download all Presidents' Meeting credentials for your local, go to the
Local Summary page, and click on “Download credentials.”

Download/Save | —— m N Print

Local Summary

Home / Local Search / 32035

TNG-CWA Local 32035-WASHINGTON-BALTIMORE
Local Number 32035

President Fatima Hussein Delegate Entitlement” 6
Secretary: David Dejesus Delegate Count: 2
Treasurer: Justin Moyer Alternate Count: 0

Local Average: 1910

DOWNLOAD CREDENTIALS —

After clicking “Download credentials,” the system will generate a PDF document in a
new window with all of the Presidents' Meeting credentials for your local. Both

delegates and alternates have the ability to download/print credentials for their local.

You may download or print credentials by clicking on the icons in the upper right-hand
corner.

Download Credentials l

= LDCAL 32005 GREDpdf

Moyer

iy 00 June 30, 2001 DistrictSectanational - Bargaining Units

Chair - TG & Canara
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Local Registration Search

As a local officer, when you log into the current Presidents' Meeting in the CMS you can
click on ‘Registration search’ in the left navigation menu, and view, search, and filter
through any records pertaining to your local.

Registration Search

REGISTER GUEST
Regisiration 5 earch

Specific Records Search
If you would like to search for specific member records, you may enter any of the
following:

First name - free text
Last name - free text
CWA ID - digits only
Local # - digits only
Email address - free text
Member Status — pull down menu (multiple choices)
o Active / Inactive
Credential type - pull down menu (multiple choices)
o Delegate / Alternate / Guest / Vendor / CWA Staff / Other
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Type text and/or digits into any of the fields above, or pick a choice from the pull down
menus, and click “Search” to display results.

Registration Search

A Homerage % e | Reqistraon Searh REGISTER GUEST

W& My Regitaon *
Regstiation Search
i Lexal Summary »

You can click “Reset” to clear all fields.

View Local Membership Registration Statuses

The Registration Search page, will display a comprehensive summary report of
everyone in your local, which includes the following information:

CWA ID / First Last/Last Name / Local # (your local # only)

Credential type — If the member registered for the meeting, you can see the type
of credential

Registration Status

Member Status

Email address

EEL

nms [T T

Ammenda nan Tist Angistered

SR

Note
You can click on “Rows per page” and choose 10, 15 or 100 to display more records
per page.
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Sort Registration Search Results

You may click on any column header (listed below) in the registration search results to
sort the summary report by that particular field.

CWA ID / First Last/Last Name / Local # (your local # only)

Credential type — If the member registered for the meeting, you can see the type
of credential

Registration Status
Member Status
Email address

For example, if the system is showing the summary report below, and you would like
to sort by last name, you click on the column header “Last Name.”

Original results:

32035

Results sorted by last name:

El
2

Status

....J

- Abdatioh Fan nacik
-“ o s " ]
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Search Results Column Headers

If you would like to tailor the summary report column headers, click on the
three-vertical bars icon, right above the header row, see red arrow below. Il

When you click on the columns icon, a menu will pop-up with a list of all the column
headers. All of the columns are included (checked-off) by default. You may choose as
many or as few columns as you wish to see in your report and, and the columns will
shift accordingly.

AR RAERBEEE -

Customize Column Headers

To customize the column headers in your summary report, you can choose the ones
you want to exclude in your summary report, click on the names you would like to omit.
You will notice the checkmark will disappear, and the report will reflect the changes
immediately.

For example, if you do not want to see the Local number and Email columns, you can
click on the blue checkmark, and the checkbox will turn white.

Notice how the report on the left has fewer columns.

(< R
mow @ oo a

&
El

e actree - Droposd
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Filter Registration Search Results
If you would like to filter your local’s summary report table, click on the upside down
triangle icon right above the column headers, see red arrow below. =

A new window will pop-up, and you can type free text into any field:

(0]

O O O O O

FILTERS

First name

Last name

CWA ID

Local #

Email address

Member Status — type Active or Inactive
Credential type — type any of the following:

Delegate
Alternate
Guest
Vendor
CWA Staff
Other

x
RESET _

First Name

Local Number

Credential Type Registration Status

m
o

Note

You can click “Reset” to clear all fields.
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For example, you would like to filter for all the members named ‘David’ in your local.

Original results:

FILTERS: E

Hong

T
5
Fi

Dietel

Type ‘David’ in the First Name field, and the list on the left will automatically show you
the results with your filter specifications. The words you are filtering by, will also show up
right above the column headers.

Results filtered by members with first name ‘David’:

2038

'l.ll 2 |
& s
&

Close Filter Pop-Up Box

When you are done entering your filters, and you would like to get back to your
Registration Search results, click the “X” in the upper right-hand corner to close the filter

pop-up box. l

X
FILTERS RESET

CWAID david

Note

The search results with the filter criteria you entered will not clear when you close the
filter pop-up box.
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For example, if you want to search all the members in your local with an ACTIVE status,
S0 you can see who registered for the Presidents' Meeting — click the down-arrow in
the Status field, and choose ACTIVE, then click “Search.”

Result: The registration search shows several pages of members with an ACTIVE

status, but only 1 member — David Smith has registered for the Presidents'’
Meeting.

Registration Search

e EF.;PS"&"CH Search
it [ CWA D
: I T
o5 m =
CWAID FrstNama Last Nama Lecal Humbar Cradantial Typs Registration Status Etatus Emal
-- Dand - 32035 Ddegera Ragisraton Confimesd Wermne - Acline - Active LocaOMicarTag! @snantasers com
- ManEE) - 32035 Nol Registerss Member - Aclive - Alllva
- Han - THAE Hot Regiseres Wzrmber - Active - fictive en-yata@uenizon net
- Adilz - 32035 Hot Registerse Member - Active - Acive
- rmandn - 33038 Nl Regislams Mambar - Aciive - Active
- Jogl - """ ot Raqatenss MAmitse T - Achve - Actve Ketaehag ack com
Clear Search Fields

If you made a mistake or would like to clear all search fields to search for something
else, click “Reset.”

Registration Search

A Homerage 5 m# | Registraticn SEarch REGISTER GUEST

LR iy Registraton »>
Hams (]
B Regsiation Ssarch %

i Lacal Summary »
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Register People From Your Local

CMS users who have the Local Officer permission/role have the ability to register
multiple people from their local from the Registration Search page. There are a couple
of ways for local officers to register people from their own CMS user account.

Searching for Members to Register
To find the people in your local who have not registered yet, you can follow the search
steps in the Registration Search section above.

Individual Member Search and Registration
If you are looking for one specific member, you can search for that person individually
by entering their first/last names, email or CWA ID and then click “Search.”

For example, if | want to find a member named Andrew Smith with an active member
status, enter that information in the search fields.

'

andrew Smin )
.

ocal hum el - Aot -

Then click “Search,” and the search results will appear in the lower section of the
Registration Search page.

Sl

a, m =

cwain Fire Mam Last Hamu Local bumber Cradarsal Trga Ragistiatien Sahis Status
[ | s — O
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In the example above, please note that the search results populated an
active result, but Andrew Smith is a non-member, which would make him
ineligible to participate in the Presidents' Meeting.

+e+-|MPORTANT***

If Andrew Smith is in fact a member, please make sure you update his
status in Aptify, and the CMS will automatically reflect the change the next
day. If you go ahead and register Andrew Smith as a non-member, the
CMS will allow it, but an individual registration issue will be generated —
which needs to be remediated prior to the start of the Presidents' Meeting.

Choose the row for Andrew Smith, and click it with your mouse.

WA irzt Mam Lazt Hame Loca! Number redential Type siralion Status Statuz
- - Angre Sk E=IEH] H0l Aegilanzd Mo Memess - Aclive - Ative
Rows per page: 40

The system will open a brand new registration page with Andrew Smith populated in the
first name and last name fields.

Fot e Lasm plar
AndrEw WO HEme Smitn

Text Message Alert

Q. om 5

[ es, | want to receive convention updales and other unien-relatad news rom CYVA.

Credential Type

Badge Information
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Enter the rest of the information in the registration page, choose the appropriate
credential type, and click “Register” to complete the process.

- andrewgiest com 565) 5556555
Text Message Alert

YES. | Wan1 1o recaive convention updates and otner union-refated news from CWA

Spuly Flease pévie

Credentlal Type

Allemate Dzrekd Dperwr. (]

Badge information

Easge lichnam Badge o Badge St Ay Bage Ol
Andy Unitext States - [us: - Weashington
SEERE _

You will notice that now Andrew Smith is registered and his registration status changed
to ‘Registration confirmed.’ If you want to register additional members, repeat the same
process.

As mentioned above, since Andrew Smith’s status is non-member-active-active, when
you look at his registration details — you will notice the Presidents' Meeting registration
status is ‘Registered’ and CMS created an individual registration issue.
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The individual issues needs to be resolved or the CWA Credentials committee will need
to issue an exception prior to the Presidents' Meeting, so Andrew Smith will be allowed
to check-in and receive a badge.

Personal Details Registration Details
Same Andrew Smith Reglstrahon Siats Registered
Emal andrewg@iest.com

Badge Information

Himary Shane. {365) 555-5555
winhiie Phone {355) $55-5553 e
M al ATy
Texi Message Alert Uniten States
Yes, | want o1 INTEIALET NEWS TTam CWA bC
MGG Y Pl Washingbon
Type: Altemate

Credential Type

Type Alternate Registration |ssues

Are yoil 1he Chaiperson Mo

15SUE TITLE STATUS DATE OFENED DATE CLOSED
Altenate A

MemberNotAchve  Unresalved July 13, 2021, 1228 A
Bargaining Unis LT

Multiple Member Search and Registration
To search for multiple members, choose your search criteria and follow the steps in the
‘Filter Registration Results’ section.

For example, you can search for members with a ‘Not registered’ registration status,
then repeat the process detailed for an individual member registration for each one.
Registration Search

RAEGISTER GUEST
e Registration Search _
I l:
Arinve
= “
0, m =

CWa D FrstNama Last Nama Humi i i Registration Status Etaty Emal
- Manrs; - Mot Registerss Member - Aclive - Alllve
- Adil - 12035 Hoi Regisierss Member - Aclive - Active
N .- R
m - - .. M— |

Note
A local officer does not have to register everyone in their local, each person can register
individually by creating their own CMS account.
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Proxy voting

The following instructions are intended to provide guidance to locals composed of less
than 200 members concerning proxy voting procedures and requirements in
accordance with the CWA Constitution, ARTICLE XXIV:

"There shall be no voting by proxy, except that a local composed of less than 200
members may assign its vote to a delegate from another local attending the
Convention. No local shall be allowed to vote more than one such assignment."

Elections for a delegate who will carry another local's proxy must be conducted in
accordance with federal law, including a secret ballot vote.

Assign a Proxy
If you need to choose a proxy for your local, you do not need to complete the

registration process.

1. Create a CMS user account and make sure you link your CWA (Aptify) ID to your
profile, so your local information will be associated appropriately. (Follow
instructions each of those sections above)

2. From the Local Summary page, if your local is eligible, you should see an
“‘Assign proxy” button, click on it.

ASSIGN PROXY
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3. A window will pop-up, enter the local number you would like to choose as a
proxy, and click “Continue.”

Assign Proxy X
Local Number Select Delegate Finish!
Local Mumber
) |-
LOCAL 1000 CWA

comne R

4. If the local you entered belongs to your district and/or your sector, you should see
the screen below, click the down-arrow in the ‘Select a delegate’ field.

Assign Proxy

] o o

Local Number Select Delegate Finish!
Please select a proxy to attend in place of a local delegate.
Note: Only delegates who have registered will display in the drop down
menu to select from. If the person you would like to designate is not

registered, please let their local delegation know.

Choose Delegate for LOCAL 1000 CWA

Select a Delegate v _

Note

Only delegates who have registered for the Presidents' Meeting will display in the drop
down menu to select from. If the person you would like to designate is not registered,
please contact the local directly, so they can make sure a delegate registers. If the local
you wanted to designate is going to proxy someone to attend in their place, please
choose a different local.
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5. Choose a delegate from the list, and click “Submit.”

Assign Proxy X
Local Number Select Delegate Finish!

Please select a proxy to attend in place of a local delegate.
Note: Only delegates who have registered will display in the drop down menu
to select from. If the person you would like to designate is not registered,

please let their local delegation know.

Choose Delegate for LOCAL 1000 CWA

Select a Delegate
‘-Amy Lafferty ¥
e

Then, you will see a ‘Success’ confirmation screen, and the CMS will automatically send
an email to the delegate you assigned a proxy. To exit out of this screen, click the “X.”

If you have any questions, concerns, or need further assistance, please email
CWACredentials@cwa-union.org.

Assign Proxy X —

© @ &

Local Number Select Delegate Finish!

Success!

An email has been sent to notify the delegate you assigned a proxy to. If you
-

have any questions or concerns, please contact us at CWACredentials@CVWA-
union.org for more help.
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Once the local accepts the proxy and CWA Credential approves, the proxy will be
recorded in the Delegate’s personal registration details and it will be reflected in the
Local Summary’s page.

In the example above, CWA Local 51018 chose delegate Amy Lafferty from CWA Local
1000 as their proxy. The proxy delegation is reflected in local 1000’s ‘Local Summary’
page. Delegate Amy Lafferty will also receive an email regarding the proxy request and
the proxy designation will be added to her personal Presidents' Meeting registration
details.

Default sort: Ciiair / Last Name ( First Nams

BADMGE NICHNAME (20814 FROY CHAIRPERSON FIRST HANE LAST NAME BADGE CITY BADGE STATE TOTAL VOTES INDAATLIAL IS SUES BADGE #

- 51018 Yes Ay Lafferty Lexngtan RI 305 B SE000E

Note

If the local you entered to be your proxy is not in your district and/or your sector, you will
see an error message that says ‘Local not eligible.” Please make sure you enter a new

local number that meets the proxy requirement and click “Continue.”

Assign Proxy X

© & &

Local Number Select Delegate Finishl

Local Mumber
[ 5101§

Local not eligible
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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.”

3027 Fresidank Meesing
GCWA Gonvention System

Registration Details

pisiratian !/ 718

3037 Freddent Mesting
CWA Gonvention System

Registration Details

Home § Iy Regetaton ¢ 78

Your name

© LOCAL OFFICERTEST ~_

# EDIT REGISTRATION | COWNLOAD CREDENTIALS
CWAID DISTRICT 2 LOCAL NUMBER
m 113 et 2-13 32035

Change Convenion 4
Logout
# EDIT REGISTRATION [ DOWNLOAD CREDENTIALS

(o041 DISTRICT # LOCAL NLMBER

UNREGISTER

e Distriet 2-13 32035
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Registration Changes

Edit registration
1. If you need to make any changes to your meeting registration, click on the
following link or type it in your browser - https://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
fome 4 My Reglstriion 718
s DISTRICT # LCGAL NUMBER
13385 Digtrict 3-13 32035

Personal Details Reglstralion Details
Diavia SmEn Feeqisiranon Status
malt LatslomesrTestt @shandasers com
S — (202 123-4567 Badge Information
ary Fhone. [302) 1234567
(202) 564-7369 Bange i
Mickname Cave
Message Ale
Texl Message Alert Uniled Stales
Yo, | want 10 receve convention updales and ciher unsn-reisted news from CVWA State/Regon: oc
! weashingtan
Delegate
Credential Type
pe Delegale Registration Issues
No
RSSLE TITLE SEATUS LATE OPENED  DATE CLOSED
A
Sorry, no matching records found
ng Linits [—THE & Canada

Local Bargaining Units

DHTA FIELD WALUE DESIGRATION

vaola Share 1800 Dekgale
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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.

CAWA Corvention System 021 Frasidart Masting & LoCAL OFFICERTEST

vk f Nekse b Smiih

LocalOMcerTestiqshandasers.com {202) 1234367 {202) 768-T389

Text Message Alert

‘Yes, | wani to receive comvention updates and oifer union-related news from CiWa

Delegate - Mo

vl display in the altemate drepdown manu. If the parsan you weuld like to desigrate as your alternate is not ragisterad, please

Bargaining Units Designation

(O Champerson @ Delegats ) Metmar
Badge Information

Dave Uriied States o oc - Washingten

m—
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1. If you need to unregister, click on the following link or type the URL in your
browser - https://cms.cwa-union.org and log into the CMS.

2. Go to the Home or My Registration page, and click “Unregister” in the upper
right-hand corner.

Regisiration Details

&/ My Registsaton ( 718
CWAID DISTRICT # LOCAL NUMBER
135 District 3-13 32053
Personal Detailz Registralion Details
Mame David Smikh Fragisiranon St Regetersd
Emall LocalOMmcartes!! @sh andasers.com
- - Badge Information
(202) 123-4567
Mabede Phone (202) 5687969 Badg TE0019
Cave
Tex! Message Alert United Stales
B e ! pal LECTET oe
...... ity Washingtan
. Delegale
Credential Type
Yo Desegale Registration |ssues
Ade youl he Chigiperson Mo
ESSUE TITLE STATUS BATE OPENED DATE CLOSED
Ahemate: A
S0y, No matching records found
Bargairing Linits. D—THG & Canada

Local Bargaining Units

DHATA FIELD WALUE DE SHENATION

Vote Share 1800 Delkegate

3. The system will ask you “Are you sure you wish to unregister this attendee?”

Note
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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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 Dttt seccans cannot b ecsg
e ¢ Wy Reglstabon ¢ 718
R DISTRICT # LOCAL NUMBER
13385 District 2-13 32035

_ Badge Information
(202} 1234567

Fersonal Details Registration Details
Name i Smith Registraton Stats: ncegistered
Email LacaOmce Test @snaikiassts com
P none:
b e

(202) 6587589 Bauge # TEO012

Text Massage Alert

Uinted Seates.
ez, §want (o re Tefated new A oc
\Washington
: Dedegale
Credertial Type
Dciegate Reqistration Issues
S No
15SUE TITLE STaTUS OATE GPENED  DATECLOSED
A

Sarry, ng matching recorss faund

D—TNG & Canana

Local Bargaining Units

DATA FIELD VALUE CESSEN ATION

Registration Status Change Email - Unregistered

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

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

Event FOZS President AMesting

Attendee Mame: David Smith - 32035

Credential Type: Delegare
Registration status:  Unregistered

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

Page 69 of 73



Undo Delete
1. If you made a mistake and you did not mean to unregister from the meeting, click
on the following link or type the URL in your browser -
https://cms.cwa-union.org and log into the CMS.

CWA

2. Go to the Home or My Registration page, and click “Undo delete” in the upper
right-hand corner.

Registration Details

me ¢ My Risgisiration ¢ 718

Fersonal Details

Dinbed SaTith
LocaomcerTes @enarkiaseds com

{2021 123-4567

Mt (202) 668-7989
Text Message Alert
Vi, | want o recene sovention UpdElas and oiher wlen reiated news irom CANA
Masizaga & 0419 19l May 0PNy Plasce i
Credertial Type
Diciegate
No
A

D—TNG & Canana

Local Bargaining Unils

DWTA FIELD VALUE

DESEENATION

Deleled recois cannal be el @

DISTRICT % LOCAL NUMBER
12385 Disirict 2-13 52033
Registration Details
Reoistrat Status:
Eadge Information
Eatge # TEONS
M Dave
Unfed States
oc
City \ashinggon
Detegale
Registration lssues
ISSLE TITLE STATUS DATE DPENED  DATE CLOSED

S0y, Ng maching recorss found

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

Personal Details
Name

Emalk

Primary Phone.

tdabile Phone

Text Message Alert

Diavid Smih
LocalOmoermest] @sharklasers.com
(202) 123-4567

(202) 5E5-7080

Yes, | wan 1 rBCene Conve

wssegs & data abes may ap

Credential Type
Tvpe

Are you the Chaliperson.
Adiermle

Hargainmg Units

Delegate
Mo
hiA

D—TNG & Canada

Registration Detalls
Registraton Status: Reqisiered —

Badge Information

Badge £ 70019
ame; Dave
Country United States
StateRegion oG
Wasnington
Type: Delegale

Reglstration |ssues

ISSUE TITLE STATUS DATE DPENED DATE CLOSED

Somy, ne matching records found
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CMS User Account Changes

1. If you would like to make changes to your CMS user account, please click on the
following link or type the URL in your browser - https://cms.cwa-union.org and log
into the CMS.

2. On the left-hand side Navigation Menu, click on “My Account.”

MENU
Ao Home Page >
[} My Registration >

& Registration Search >

Al Local Summary »

ACCOUNT MANAGEMENT

a My Account > —
HELP

2¢] 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
e First name
e Last name

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

Edit Account
Email ~ | LocalOfficer@test.com ®
First name David
Last name Smith

=K

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

Change Passwaord

Password

Authenticator

Password | ‘ ® |

New Password ®

o

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.

Aceount
Password ¥

Authenticator

Canfirmation
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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.

District Dues Specialists
You can also contact your District's Dues Specialist or Coordinator, you may view a
complete list with contact information by going to the following link:

https://cwa-union.org/sites/default/files/duescoordinators.pdf
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