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Overview

Convention is CWA’s most important mechanism for union governance. CWA is
committed to developing tools that will ensure we conduct our union business in an
efficient, accurate, and focused manner. Maintaining the integrity of our meeting keeps
the focus on the Convention outcomes instead of the mechanics. Reliable methods for
registering delegates and assigning voting strength increase our members’ trust in our
decisions and elections.

We launched the new web-based Convention Management System (CMS) a couple of
years ago, which eases the registration process, and allow all attendees to create their
own personal accounts and register online.

As a local officer, when you log into the CMS, and you link your CWA 1D, you have the
ability to do the following:

1. View your local's summary details
e Local name, number, officers

Number of delegates wo which the local is entitled
Local voting strength
Issues that affect a local and/or individual members
Registered participants

e Proxy information
2. Register as a delegate or an alternate
3. Register guests
4. Manage registrations for your local (register, unregister, edit)
5. View your bargaining units
6. Assign voting strength to each delegate
7
8
0.
1

. 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 Convention

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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*%%|MJPORTANT***

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 1D, the CMS will identify you as a Local Officer
and grant you the appropriate permission level.

In your case, once you link your CWA ID, you will have the Local Officer
permissions/role, which gives you the maximum level of access, and allows you to view
all the information pertaining to your specific local.

As a Local Officer, you can register yourself for Convention, and you have the option to

also register other people from your local. Please see the “Register Additional People in
your Local” section.

Page 6 of 72



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

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 tool bar.

Search

Results
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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 Convention.

Search

Results

oA | ¢ Uy s i alNe? ) Nares o
FRONTIER
- 9999999 ! David Muroe Altw ALt " 123456 ~+H% 555555
AOCHESTI
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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.”

CWA

Convention Management

2. Fill out your:

First name / Last name
Email address
Create a password / Confirm your password

Click “create account”

Convention Management

First name st Nome B
Last name

Email Address

Password : . ®
Confirm password Confirm Pass ®
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Verify your email address
3. Once you click “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 “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.

Page 10 of 72



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

CWA

Convention Management

{o} You need m verify your emal sddrers 10 scnvate your account

An email with Instrocions 1o verify your emall sddress has been sent to Haven't received a link to verify your emaill

you address?
- ek here th resend the emal
« DAk 10 Loatin

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.

Page 11 of 72


mailto:CWACredentials@cwa-union.org

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 A

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 emall address, You will
receive an emall with instructions on how to

GET NEW PASSWORD reset your password
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If you entered a valid email address, you should receive an email shortly.

CWA

Convention Management

@ Tyou nave erzeced a valid emal adcress. you should recerve am emad shartly _
1 7 r |

Emall Addres L ccalOffcerSsharidesers com

Passward

3. Check your email inbox, you should receive an email to reset your password,

please click “link to reset your password.”

Reset password nbox x

CWA Union =donotreply@cwa-union.org=
to me ~

Someone just requested to change your 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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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

A
/05 You need to change your BasIVWOrs

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
© Lnkcwaip © 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

#[MPORTANT **+

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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2. After you enter your CWA (Aptify) ID in the CWA ID field, click “search.”
Get Started
© Lnkcwaip © verity © sclect 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 © verity © select 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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Note: 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

@ Linkcwa D © verity © select 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 re-route you to the previous
screen where you can click “enter CWA ID” to re-enter your CWA (Aptify) ID.

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
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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, always choose the
current year’s Convention.

Convention Select X

Please select a convention to view

m

2022 Presidents Meeting

2023 - Convention - St Louis (July 2023) _

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, click “close.”

Get Started

@ Linkcwa D @ verry @ select Convention

All steps completed - you're finished

RESET  CLOSE _

Note: If you would like to re-enter your CWA ID (Aptify ID), please click “reset.”
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Register for the CWA Convention

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:

First name / Middle name / Last name

Email address / Primary phone number / Mobile number

Text message alert — Please click “Yes” to OPT-IN to get Convention
updates and other union-related news from CWA

There are 5 credential types:

o

o O O O

Delegate — Local Convention delegate

Alternate — Local Convention delegate

Guest — Convention guest

Vendor — Convention vendor

CWA Staff — Headquarters, district, local personnel staffing the
Convention

Badge nickname, country, state, city

#*[MPORTANT ***

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 Registration” page. See “Register Attendees from your

Local” section in this document and follow instructions.

My Registration

Check - Yes

- . : i -
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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.

12345 - 1234

My Registration

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

Text Message Alert
2. When registering for Convention you will have the option to ‘OPT-/IN’to receive

text message alerts regarding Convention and union-related updates.

Text Message Alert

‘ Yes. | want to receive convention updates and other union-related news from CWA.
ply. Please review our Terms and Conditions and Privacy Policy.

Message & data rates may apply

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, the system defaults to ‘no.” If you are the
chairperson, click the down arrow in the ‘are you a chairperson?’ field and
choose “yes.”

Credential Type

ne - -
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.

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.

Note: If no one from your local has registered as an alternate, then the alternate field, would

Credental Type

say no alternate available.’

Cregentia Type

<o
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Bargaining Units Designation
5. Since you linked your CWA ID, when registering as a delegate for the
Convention, 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.

Bargaining Units Designation

O chairperson @ 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.’

Crodental Typs

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.’

Crecentia Type

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

Bargaining Units Designation

TNG & Canada (O Chairperson (O Delegate ® Neither
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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 the name you would like to see on your badge.

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

Badge country: Choose the country you reside in, the system defaults to 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 print on your badge.

Badge Irdormation

Note: Generally, the city and state on the Convention 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.

For example, a delegate badge will print like this:

EWA

REBUILDING TOGETHER
3TH CWA C( {HTI )N - NEW ORLEANS

DAVE

David Smith

DELEGATE
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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 Convention registration.

REGISTER

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.

Notes:

Tex! Mesisaga Aleet
[ Yon 1 s o ecane convenmon Lpdees ant cther ssrn-rekeied tees Seer CWA

Cregentiad Type

Badge Informaseon
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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 opied in to recelving 12xt message alers. This option adlows CWA 10 contact
YOU WA Cofvention updales 3nad oiNer union-relatead upoaies

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

Convention 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: Delegate

Registration status: Confirmed

Hi David Smith,

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

Event CWA Convention

Attendee Name: David Smith - 32035
Credential Type: Delegate
Reqistrafion 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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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.

12345678

My Registration

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

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

Text Message Alert

- Yes, | want to receive convention updates and other union-related news from CWA.
Flease review our Terms and Conditions and Privacy Policy.

Message & data rates may apply

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

Credential Type

- AHEHV e
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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

Alternate

Click the down arrow in the choose delegate(s) field, and a list of delegates from your
local, who registered for the Convention will display in the pull down menu.

Credential Type

Atene " & ’ _

O Davie Depesus

Badge Information

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

‘ Dawvid Depesus 3%ia
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Badge Information
5. Please fill out the badge information section with the specifics you would like to
print on your Convention 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, 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 print on your badge.

Note: Generally, the city and state on the Convention 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 Informaton

Complete Registration Process

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

- REGISTER
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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.

[ Yen 1 wwre 1 secens convermon updees ant cher sson-releied rews feer DA

Variags § Af =wt vor Twe PRae ey we S e

Cregontial Type

Badge Informason

faty ' arerw el Slewe e NArge Lew Ter -’ Patpe Oty

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 recelving text message alerts. This option allows CWA 10 contact
YOU Wl COMVENtIan updales 3na oiner unian-related upeates

Click “go back” to OPT-IN to receive text message updates from CWA or “confirm”
to OPT-OUT and proceed.
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Convention 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 vou that the status of your convention registration has changed.
Event: CWA Convention

Attendes Mame: Joe Smith - 32035

Credential Type: Alternare

Fegistration status: Confirmed

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

Flease contact us at cwacredentials@owa-union.org if you have any additional guestions.

In Unity,
C'WA 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

#+[MPORTANT ***

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 Convention 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 Convention, 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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Registration

STt

Personal Detasls
Name

Emas

Frmary #hoos

Motée Ptore

Text Message Alert

B ves | wanm o socene

Cregential Type
e you Pe Chisepenssn

Abermate

Eaganang Urits

For example, a delegate registration details would look like this:

Details

T

Davia Smin
Locailemoey Test @sharkiasers.com
(202) 1234067

(202) 0£8.7583

GOV TION UDIWIes #1VE UMY Lensors redaled frews froes CVIA

No
NA

D-«TNG & Canada

Local Bargaining Units

OATAYELD VALUT OF RONATION

\ole Snare 1200

Deieqane

/ EDITREGISTRATION 1S OWNLDAD CREDENTIALS

TNAD
12345
1108

Registration Detaiis

e moe Siaus Regaaeres

Badge Informatian
Haadps W 76000
TACHTTYE Dave
ountry Usiteq Saates
StEnRogen DC
iy Wasniegion
Ve Deiegace

Registration Issves

ISSUE TITLE STATUN DATE OPENED

Sotry, no maithng reconds Topnd

DIETRICT » LOCAL

Disin 2-43 22033

DATE CLOSED
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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 Issue title / Status / Date opened / Date closed

**|[MPORTANT #**

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 Convention 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 Convention, 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

r 737
Personal Details
Paars »
Joe@Alternate.com
s LANRECNA 2h O
ary §55) 6556356
Wadde Pcee S05| 6366366

Text Message At

B ves | wint 10 recsive copveston sqaale

Credential Type

Type Azeimare
I T i RGeS wo
APmnet A
gy WA

J DT REGTRANON
—= RETIICT &
m_1234559 Comtit 313

Regissraton Detads

Frpetiaeet Sin T

Baoge Information
tpe » 0087
widfre Joe
" e Staes
e oc
¥ Wialergpon

- A sl

Regisyation Issues

1SS0C e STATUS DATE OPINCD OArt CLoseco

GOy, N0 matcieng necons fousd

OCAL Manrs

b> L)
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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

f Home Page
tm My Registration
Q] Registration Search

All Local Summary

o My Account

() Contact Us
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Home Page/Local Summary
The Home Page and Local Summary pages include information pertaining to your local
for the current CWA Convention, such as:

Local name and number

Local Officers

Delegate entitlement

Local average votes (Local voting strength)
Local and/or individual issues

Registered participants

Proxy information

Bargaining units

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

Registration Search
View and search all members who belong to your local.

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 / deleted 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 Summary

1234

X WASHINGTON-BALTIMORE Local Issues

1234
ISSUE TITLE STATUS NAME DATE OPENED DATE CLOSED

John Doe t 6 BargainingUnaNoCha

Jane Doe i 2

John Smith

234

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 Convention. If you have any local and/or
individual issues, email CWACredentials@cwa-union.org to determine next steps.

No Issues - Good standing

When a member who 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

Registration Status: Registered _

Registration Issues

ISSUE TITLE STATUS DATE OPENED 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 Convention, 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 CWA
Convention. The CMS will allow CWA members to complete the online Convention
registration with the understanding that members must proactively work with the CWA
Credentials Committee to resolve the issue(s) prior to Convention 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 Convention, check-in, pick up their
badge, and participate in the Convention 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
Convention.

For example, a member who has an ‘inactive’ status registers as a delegate for the
CWA Convention, 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.
The member should email CWACredentials@cwa-union.org to remediate the issue prior
to the start of the Convention.

Registration Details

Regisiration Status: Registered _

Registration Issues

ISSUE TITLE STATUS DATE OPENED DATE CLOSED

MemberMotActive  Unresolved June 23, 2021, 11:19 AM
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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
Convention 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 with an Resolved status, and the issue was closed on
7/12/21. No further action is required.

Registration Details

Registration Status: Registered _

Registration Issues

ISSUE TITLE STATUS DATE OPENED DATE CLOSED

MemberMNotActive Resolved June 25, 2021, 1119 AM July 12, 2021, 7:05 PM
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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
Convention 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 a with 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 235, 2021, 1212 PM

Note: In summary, to check-in and participate at the CWA Convention, 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 Convention.
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Local Issues
A local issue refers to any problem that may be blocking a local from being in good
standing by the time the Convention starts.

+#+[MPORTANT ***

A local’s registration issue(s) must be resolved prior to the start of the CWA Convention. The
CMS will allow members of the local to complete the online Convention registration with the
understanding that the local must proactively work with the CWA Credentials Committee to
resolve the issue(s) prior to Convention check-in on site.

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

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

e Bargaining unit has no assigned chair

e Bargaining unit has no assigned delegate
e Local has no active president assignments
e Local has no active secretary assignments
e Local has no assigned chair

e Localis delinquent

e Other (manual)

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:

NAME

Both Local issues

e [ssue title
[ ]
e Member name — individual issues only
e Date issues was opened
e Date issue was closed
Local Issues
ISSUE TITLE STATUS
LocalDelinquent Unresolved
LocalMoPresident Resolved
MemberMotActive Unresolved

John Smith

l

Member issue

Issue status — Unresolved / Resolved / Exception

DATE OPENED
June 18, 2021, 1:46 PM
June 18, 2021, 1:46 PM

July 1, 2021, 11:48 AM

DATE CLOSED

July 7, 2021, 2:21 PM

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.

REMINDER: Local and individual issues must be resolved and/or grated an

exception prior to the start of the Convention.
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Local Credentials and Registered Members

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

DOWNLOAD CREDENTIALS

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

Delegate tab

) =

HADGE Wi M PRORY CMaches Avon PR R LARTE WA SALGE CITY RAOGE SATE 10T wOTEs INOMOUAL TN S

John 777777 Thee John Doe Marperey " 117 e

Alternate tab

BADGE WTRNANE ™A PRORY NASPTRSON FIRST MAME LAST WaM MADGE CITY BAIGE STATE THUTAL VOIT S MOTATIGAL 1SSLE S BALGE #

Jane 555555 “ Jane Johnson Mgy WI 117 o]

Guest tab

No one has registered as a guest for this local, but if there was a registered Guest, it
would be listed in this tab.

BADGE WORMAME a0 PRST N ANT VANE AADGE COTY BADGE STATE TTAL WOTTR MOMDUAL S8IEN LADGE »

Unregistered tab

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

999999 ' sARmARA WASSINGTON ¢ -
781255
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Bargaining Units
The bargaining units section will only reflect information for people who have already
registered for the Convention.

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

Bargaining Unita l

WA i FRET NN LASTIAME AT PRy VOTE WA TG & CANALA

777777 John v b 117 7

555555 Jane Johnson ’ 17 1

/ LOCAL TOTALS 234 234

Convention Checked-in Status

Vote share and BU allocation
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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 Details [ omomes |

12345 St 31 300

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

Registration Details _

99999

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

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

CWA

Communications Workers of America

WA Lacw un

Note: You may download/save or print your Convention 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 Convention credentials for your local, go to the Local
Summary page, and click on “download credentials.”

Local Summary

/32035

TNG-CWA Local 32035-WASHINGTON-BALTIMORE

32035

Fatima Hussen sate Enfit 8

tary Dawd Dejesus

~N

e Justin Moyer \Nermnal 1)

e 1910

DOWNLOAD CREDENTIALS _

After clicking “download credentials,” the system will generate a PDF document in a
new window with all of the Convention credentials for your local. Both delegates
and alternates have the ability to download/print credentilas for their local.

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

Cownlcad Crecentals

CWA

Communications Workers of America

CMA Ll 508
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Local Registration Search

As a local officer, when you log into the current Convention 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

Specific Records Search

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

e First name - free text
e Last name - free text
e CWA ID - digits only
e Local # - digits only
e Email address - free text
e Member Status — pull down menu (multiple choices)
o Active / Inactive
e Credential type - pull down menu (multiple choices)
o Delegate / Alternate / Guest / Vendor / CWA Staff / Other

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

B ® 5 2

Note: You can click “reset” to clear all fields.
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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:

e CWAID/First Last/Last Name / Local # (your local # only)

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

¢ Reqgistration Status

e Member Status

e Email address

=)

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.

e CWAID/First Last/Last Name / Local # (your local # only)

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

e Registration Status

e Member Status

e 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:

Results sorted by last name:
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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.|

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.

aae

aaea

4]

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 want 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.

A]

LU

—)
=
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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:

First name

Last name

CWA ID

Local #

Email address

Member Status — type Active or Inactive

Credential type — type any of the following:
o Delegate

Alternate

Guest

Vendor

CWA Staff

Other

O O O O 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:

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’:

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. I
X

FILTERS RESET

CWA D 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, so you can see who registered for Convention — 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 Convention.

Registration Search

Regurenn Seart

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
Qegstanan semts

..........

-““
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Register people from your local

CMS users who have 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

You can follow any of the steps search steps in Registration Search section above to
find the people in your local who have not registered.

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.

“_

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

-—t i -

Important Note: 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 CWA Convention.

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

) =

The system will open a brand new registration page with Andrew Smith populated in the

first name and last name fields.

—)

Teat Message Alert

58000 Woemanon

Enter the rest of the information in the registration page, choose the appropriate

credential type, and click “register” to complete the process.
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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 Convention registration status is
‘Registered’ and CMS created an individual registration issue. The individual issues
needs to be resolved or the CWA Credentials committee will need to issue an exception
prior to Convention, so Andrew Smith will be allowed to check-in and receive a badge.

<

Personal Delails Registration Details

[e) adge Information

Text Message Alen

Credential Type
Alpirale

No

SSUE TITLE STATUS DATE OPENED DA&TE CLOSED
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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’ reqgistration
status, then repeat the process detailed for an individual member registration for
each one.

Registration Search

Regorienn Saskh
e [e— T Tr—
"

] (] .

(] (]

[ ] (] .

] ]

L [

[ — .

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

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 Number
) |

ED 4
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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!
Flease 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 - _

Note: Only delegates who have registered for Convention 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.

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 v
(——
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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.

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 Convention registration details.
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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 Finish!

Local Number

5101§

Local not eligible

CONTIMUE
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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.”

Your name

2021 Convention — New Orleans \l/
WA Corvenson System o Al OHHIZENTE -

Registration Detail (5 e
m WAL DETRET e LOCAL MAMNER

2021 Convention — New Orleans

e

WA C ention Sysiem CRAEGE COTRET)
Registration Detais m—

T LOCAL MR
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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 https://cms.cwa-union.orqg 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
: oW DIETRICT » LOCAL NUMSEF
L 12385 Oesinc 2-43 12033

Personal Detsls Registration Detais
Dawvia Smin

LocalCicey Test Bsharkiasers.com

Badge Informatian

T80¢
Daw
Text Message Alert Jeised Shate
r
Wareegion
iegan
Credential Type
isiration Issues
Delegae Registration Issu
No
ISSUE TITLE STATUN DATE OPENED DATE OSED
N&
MIChing pe

D-«TNG & Canada
Loca Bargaining Units

DATAYELD VAL UL I RONATION

e Snare 1800 Drieqne
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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.

CWA Convention System Comvenson Tessng 2024 - Take O ok

Text Message Alen

Yeu | want 10 necefve Compertion Updates and OMer UnonTektied news Som CVA,

Credential Type

Bargaining Units Designation

O Chpanen ® Cewgine O semar
Badge Information

Dave iteg Stales . oC - \Estngca

= 4
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Unregister
1. If you need to unregister, click on the following link 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.

Registration Detail

T
CWA D DIETRICT » LOCAL NUMEBER
12345 Disinc 243 22033

Personal Detals Registration Datais
Name Dawvia Smien Regurmoe Siaus Regaares

LocalCmiosy Test ! Baharkiasers.com

Badge Informatian
Ay Phone (202) 1234067

Mot Ztone (202) 568.7563 es o
AT Dave

Text Message Alert Usieo Sutes

Wakniegion

Delegace
Cregential Type

Delege Registration Issues
/™ you e Cimsperscn. N
ISSUE TITLE STATUN DATE OPENED DATE CLOSED
APrerrinde N&

SoiTy, NG AN recnres Topnd

D-«TNG & Camnada
Local Bargaining Units

DATAYELD VALUT O ONATION

Vole Snare 1200 Drieqne
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3. The system will ask you 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

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 O R——————
v ‘ ‘ CWAID [eaTRICT » LOCAL NUMRER
12345 R ’

Parsona! Detads Registration Details
e s Ll ! ‘ o _
Emat LocaricesTestt @ehandasers con

Badge Infarmation

R lacje 0 0018
02) 568-7545 e i
{ Dawe
J Aér o
Text Message Alet ey \1ted Stalee
= 110 e ter CTTT tedem ANet Ctfher (mann-{eghed) N e | 4miRe oo oe
Vashingicn
Doswgan
Credential Type
s =
Oetegais Reglstration Issues
NPTy Mo
ISSUE T 5 sTatus DATE GPENED DATE CLOMED
NA
4Ty, 80 MFLANG rACDs found

D—TNG 4 Canaas
Local Barganing Units

DATA FELD vALUE O SENATION
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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: Convenrtion Testing 2021 - Take 3
Attendee Mame: David Smith - 32035

Credential Type: Delegate
Registration status: Unregistered _

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

In Unity,
C\Wa Convention Management System

Undo Delete

1.

If you made a mistake and you did not mean to unregister from the meeting, click
on the following link https://cms.cwa-union.org and log into the CMS.

2. Go to the Home or My Registration page, and click “undo delete” in the upper

right-hand corner.

Registration Details e resord canontbe et —
CWA 1D CeaTRY ) LOCAL NIMBER

Text Message Alest

Credentat Type

12345 Destrct 2.4 52030
Persona! Delais Registration Detaily
I Smth
1L Testt @ehancasers con
Badge Infarmation
20 MGT
70001
Dave
e ey
‘ashingion
L
Jetigate Reglstration Issues
Mo
ISSUE T E sTatus DATE CPENED DATE CLOMED

D—TNG & Canaas

Locai Barganing Units

DATA FELD

wALLE O SUSMATION
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The system will navigate back to the Registration Details page, where you can see your

Personal Details
Dava Smin

LocalOfhicer Test ! @Dsharkasers. com

(202) 1234567

(202) 560.-7989
Text Message Alert

Y

Credential Type

O—TNG & Carada

registration status has changed to from ‘unregistered’ (see above) to ‘registered.’

Reglstration Detalls

Badge Information

30)e #

Oave
Intpo Ssates
OC
Washingian
Dekdate

Registration Issues
ISSUE TITLE STATUS

DATE CPENED OATE CLOSED
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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 https://cms.cwa-union.org and log into the CMS.

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

CWA

I3 Home Page
Ny Regisiranon

) Registration Ssarch

aly = A
e : oo 2 _
m 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 Lastname

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

Edit Account

Email ~ | LocalOfficer@test.com B |
Firstname =~ | David
Last npame ~ | Smith

cer | ()

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 ot
Chanege Passwora
Password o]

Pavwword

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.
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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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