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 Introduction 

 

Welcome to the Focal Point user manual. As a Focal Point, you will act as the main liaison between the 
International Labour Organization (ILO) and your national tripartite delegation to the present meeting. 
The process is similar for international organizations (IO) and international non-governmental 
organizations (INGOs).  

This manual will guide you through the two-step process involved in using the ILO Meeting 
Management System (MMS) to submit credentials to the present meeting for your country or 
organization. The first step is a self-registration process for Focal Points and the second step is the 
management of participant details.  

The MMS is a secure platform that has the advantage of expediting the accreditation process and 
reducing transcription errors. It also allows for the viewing of the composition of delegations at all times 
and permits the changing, adding and removal of participants, including their email addresses. With 
respect to the latter, please note that the ILO uses the email addresses of accredited participants to 
communicate to them information regarding the meeting. Focal Points are responsible for ensuring 
that each accredited participant has an individual verifiable email address. Please follow the instructions 
in section 3.1 below. 
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1. Self-Registration Process  

1.1. Self-Registration Form  

1.1.1. Receive the Self-Registration Link:  

1.1.1.1. Email received 

An email containing a self-registration link will be sent  by the ILO to registered contacts for official 
correspondence of the Governing Body (e.g. Permanent Missions, Ministries, Representatives), who will 
nominate you as a Focal Point and forward you that email. 1 

Open your email and locate the message from governingbody@ilo.org (if you are the contact yourself) 
or from your counterparts who have nominated you as a Focal Point.  

Check your spam or junk folder if you do not find the email from governingbody@ilo.org in your inbox.  

1.1.2. Open the Self-Registration Page: 

Click on the self-registration link provided in the email.  

This will open the self-registration page in your web browser. Recommended browsers to use are 
Microsoft Edge and Google Chrome.  

The URL will remain valid until the meeting end date. 

1.1.2.1. Language Selection: 

You can choose a language (English, French or Spanish) from the options at the top:  

 

 
1 To verify and/or update the contact information registered with the ILO, please contact the ILO's Secretariat of the Governing Body at 
governingbody@ilo.org. Please note that the same self-registration link may be used to create up to a maximum of three separate Focal Points 
profiles for the purposes of working jointly to submit credentials. 

mailto:governingbody@ilo.org
mailto:governingbody@ilo.org
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1.1.3. Fill out the Focal Point Registration Form:  

The registration form will display the meeting name and that of either your country or organization. Fill 
in all required details: 

 
• Email: Enter your email address. This will serve as your user ID for logging into the system and 

will be used for future communications. It should be your individual business email address, not 
a shared or generic one. 

• First name: Enter your first name in the designated field.  

• Last name: Enter your last name in the designated field.  

• If requested, verify that you are human, by ticking the box. 

 

1.1.4. Submit the request:  
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• Review the information you have entered to ensure it is correct.  

• Click the "Submit the request" button to send your registration request to the ILO and click OK. 

 

Account Creation Notification: 
Once you successfully completed the above process, an email with a verification code will be 
sent to your email address you used for registration.   

 
• Please check your email for the provided verification code and enter it in the Verification code field-

, which appears once you clicked “OK”. Please check your junk or spam folders, if the email has not 
arrived after several minutes. 
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• After you entered the Verification code, click on Verify email. 

 

 

o After the email is verified, a popup will appear notifying that your account request has been 
submitted. The account creation process takes approximately 15 minutes, after which you 
will receive two emails: one with your username (which is your email address) and another 
with your password. You can close your browser window. 

o If you do not receive the two emails within 15 minutes, please check your junk/spam folders. 

o Open the email with the password and note it down. 
o Open the email with your username, click on the link for the International Labour 

Organization Meeting Management System (MMS) at the bottom of the email, which will 
open a login window.   
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1.1.5. Set Up Your Password:  

• Enter your username, which is your email address and the password you just received.  

 

 
• Click the "Sign In" button to access the MMS system. 

• You will be redirected to a page where you need to set up your password.  

   

 
• Enter a new password and confirm it by re-entering:  

1. Your initial password that was provided in the second email. 

2. The new password must be at least 8 characters long, including at least one lowercase 
letter, one uppercase letter, and one number. 

3. Confirm your new password. 

• Click the "Save" button to change your password.  

• A green pop-up will confirm that your password has been changed.  
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• Click the “User profile” tab to complete your profile.  
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2. Managing your profile  

2.1. Complete your profile information:  

When you log in for the first time, please ensure all mandatory fields are completed: 
 

 

 

1. Email (mandatory) 

2. Title (mandatory) 

3. Last name (mandatory) 

4. First name (mandatory) 

5. Select your language (English, French or Spanish) (mandatory) 

6. Function (Professional/Job Title)  

7. Mobile number (mandatory). To add an additional phone number, click on the plus icon  

8. End date: The end date is set by default to the date after the meeting ends. The end date 
indicates until when you are granted access to the MMS. DO NOT CHANGE IT, unless you 
will not be the Focal Point for the full duration of the meeting and wish to allow another 
Focal Point to proceed with self-registration in your place (remember your delegation can have 
a maximum of three Focal Points).   

• After entering all the required information, click “Save“. Once saved, you can proceed to the 
“Participants” tab to add/modify participants, as indicated under “Section 3. Managing 
participants”. 

If you want to update your profile information later, you can do so by clicking the "User profile" tab to 
make the necessary changes. 
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3. Managing Participants 

3.1. Add new Participants:  

The home page will display the meeting name, start and end dates, and the name of your country or 
organization. By default, the “Participants “tab will be selected, which will show an area to enter 
meeting participants or a list of already entered participants. 

Click the "Add new" button to provide participant details (full details are required for each participant): 

 

 Number of participants are limited to a maximum by type, Once the limit is reached, 
you will no longer be able to add more participants of that type. 
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• Provide the following details: 
 
1. Group (for tripartite Member State delegations): Select the participant's group 

(Government, Employer, Worker). 
2. Participant type: Select the participant type from the available list (e.g. representative, 

delegate, adviser). 
3. Title: Select the participant's title from the available options (Mr/Ms). 
4. Last name: Enter the participant's last name as displayed on their official passport or 

identification document. (Please note that corrections will be sent to Focal Points 
for action, which must be done prior to the start of the registration-. See section 4 
below for details.) 

5. First name: Enter the participant's first name as displayed on their official passport or 
identification document. Click on the 'Capitalize each word' button to automatically 
capitalize the first letter of each word. 

6. Function (professional/job title): Enter the participant's professional or job title. For 
several participants from the same entity, write the entity name in full the first time, 
followed by its acronym in parentheses. Use the acronym for subsequent entries. This 
information will appear on the official published lists of the meeting. 

7. Protocol Rank (Government group only): Select the protocol rank, if applicable. Please 
only select if the participant is either a Minister or Vice-Minister (e.g., Minister of Labour, 
Vice-Minister of Labour and Social Security) or an Ambassador.  

8. ILO Badge Requirement:  
• Choose Yes or No for: “Does the person have an ILO badge covering the duration of 

the GB session?” 
• If "No", the checkbox "ILO badge required" appears and is checked by default. 

9. Email (mandatory prior to submitting credentials): Enter the participant's valid 
individual business email address. This is mandatory when submitting the credentials. 

• The participant email you entered needs to be unique to that individual participant. 
Therefore, the same email address cannot be used by two different participants.  

• EXCEPTION: If you, as a Focal Point, are also a participant, enter your name in the 
participant list. It may be the same email address as the one used by you as Focal Point 
to login to the MMS system.  

• Emails will be used to send each participant an email to first verify their email and 
then to provide their photo and other information required for registration, 
including badge collection preferences. If you as a Focal Point are also a Participant, 
you will have to verify your email as a participant as well. 

• It is important that this email is correct and that participants verify their 
emails, which is a prerequisite for receiving meeting related information from 
the ILO, including on voting if the meeting foresees this possibility.  

10. Mobile Number: Select the appropriate country code from the dropdown menu, then 
enter a valid mobile number in the adjacent field. 
• Both the country code and the mobile number fields are required. 
• This number may be used for official communication or identification purposes 

during the session. 
11. Add Focal Point Comments (if any): Use this field to provide any important 

corrections or clarifications regarding the participant’s name or other details. 
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• Save the Participant details: 

1. Review the information you have entered to ensure it is correct 

2. Click the "Save" button to save the participant details 

 
          

 

• Submit the Participant details for email verification: 

Email validation – Validate the participant email by clicking on the envelope icon to “Trigger the email 
verification process”.  
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At any point in time, you can request a participant’s email validation. If there is an error and the email 
must be updated, click on the edit icon   to modify it.  Please remember that each participant must 
verify their email address. It is a mandatory pre-requisite step for further information being sent 
by the ILO. Corrections to email addresses will not, on their own, require the resubmission of a 
credentials form for delegations.  

A new window will open, allowing you to modify the participant email address. 

 
If email validation fails or if email is not filled in, “Email validation status” will remain in red. 

If the email is successfully validated by a participant, the email verification status will be indicated as 
‘Success’. 
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Upon participant’s request, you can resend them a link to re-submit any of their personal information 
details provided, by using the icon   (the same link is used if they request to upload their photo or 
badge collection preferences): 

 Note: This option is only available when “ILO badge required” is selected 

 

 
Alternatively, click the edit icon  to open a new window, where you can resend the request for the 
participant's personal information details using the button "Resend Badge Related Information Form 
to participant indicated below": 

 Note: This option is only available when “ILO badge required” is selected 
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You should contact the participants of your delegation and ask them to validate their email 
addresses. Email validation is necessary to enable participants to access certain MMS features. 
For example, if the email is not validated, you as the Focal Point will not be able to send the 
Meeting Registration Form to the participant. In addition, the buttons to edit the participant on 
both the individual and all participants screens will not be visible for that participant. 

Please check the MMS regularly to see if the email validation is successful for each participant. If 
not, please follow up with the members of your delegation to ensure that they complete the email 
validation (remember the MMS does not automatically notify you if there is an error with an email 
address). 

3.2. Submitting Participant Credentials: 

• Submit Participant Credentials (i.e. Participant list): 
 

o Locate and click the "Submit to ILO" button on the top-right of the participant list 
screen to send the participant list for processing and validation. If the list of 
Participant Credentials is not submitted, the ILO cannot process the credentials 
that are saved in the MMS. The ILO cannot click Submit on your behalf. 
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o Confirm the Submission: a confirmation pop-up will appear with the message: 
"Are you sure you want to submit these participant updates for processing to the 
ILO?" 

o  Click on "Proceed to submit: Click the "Proceed to submit" button to confirm and 
send the updates for ILO processing. 

 

 

Please note that you will not be able to make any adjustments to the delegation 
until the ILO processes and validates your delegation’s credentials. You will receive an 
email when your delegation’s credentials have been processed or must be re-submitted. 
 
For details regarding the meeting, please consult the Meeting and events website of the 
International Labour Organization. 
 

https://www.ilo.org/meetings-and-events
https://www.ilo.org/
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For questions regarding participant rights, please consult the Explanatory note for national 
delegations. 
 
If you encounter issues, please contact the ILO Meeting Support team at: 
meetingsupport@ilo.org. Please clearly indicate in the subject line whether the issue 
relates to “IT issue”, “Credentials”, “Meeting information”, “Registration information”, 
etc. 
 

 

mailto:meetingsupport@ilo.org
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4. Managing Group Participants 

                                         Applicable only for Employers and Workers Group Secretariats 

4.1. Add new Group Participants:  

The home page will display the meeting name, start and end dates, and the name of your 
organization. By default, the “Participants “tab will be selected, which will show an area to enter 
meeting participants or a list of already entered participants, click on “Group Participants” tab : 

 

 
o Click the "Add new" button to provide participant details (full details are required for each 

participant): 

 

 

 Number of participants are limited to a maximum by type, Once the limit is reached, 
you will no longer be able to add more participants of that type. 
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o Provide the following details: 
 

1. Participant type: Select the participant type from the available list (e.g. Regular member, 
Deputy member,). 

 

 
After selecting e.g. "Regular member", a blue button labelled “Select from elected members”   
will appear next to the dropdown. 
Click this button. 
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Choose the Participant: 

• A list of elected members will appear. 
• Select the appropriate participant from this list. 

 

• You can search, filter, or sort the list to quickly find any participant :  
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• Once selected, their details will be automatically populated in the form, these fields 

are read-only and cannot be edited manually. 
2. Title: the participant's title from the available options (Mr/Ms). 
3. Last name: Last name as displayed on their official passport or identification document.  
4. First name: First name as displayed on their official passport or identification document. 

Click on the 'Capitalize each word' button to automatically capitalize the first letter of each 
word. 

 
5. Function (professional/job title): The participant's professional or job title, This 

information will appear on the official published lists of the meeting. 
6. ILO Badge Requirement:  

• Choose Yes or No for: “Does the person have an ILO badge covering the duration 
of the GB session?” 

• If "No", the checkbox "ILO badge required" appears and is checked by default. 

7. Email (mandatory prior to submitting credentials): The same email address cannot be 
used by two different participants.  

• Emails will be used to send each participant an email to first verify their email 
and then to provide their photo and other information required for registration, 
including badge collection preferences (this applies only if “ILO Badge 
required” is selected, as the form is sent exclusively to participants who require 
an ILO badge). 

• If you as a Focal Point are also a Participant, you will have to verify your email as 
a participant as well. 

• It is important that this email is correct and that participants verify their 
emails, which is a prerequisite for receiving meeting related information 
from the ILO, including on voting if the meeting foresees this possibility.  

8. Mobile Number: Select the appropriate country code from the dropdown menu, then 
enter a valid mobile number in the adjacent field. 

• Both the country code and the mobile number fields are required. 
• This number may be used for official communication or identification 

purposes during the session. 
9. Enter Passport / ID Country: Passport or ID that will be used for travel. 



 System User Manual: Focal Points 27 

• If the participant intends to use a different country’s passport or ID for 
travel purposes, select that country here. 

• For example, if the participant is representing Country A, but will travel with a 
passport from Country B, select Country B. 

10. Add Focal Point Comments (if any): Use this field to provide any important corrections or 
clarifications regarding the participant’s name or other details. 

 

• Save the Group Participants details: 

3. Review the information you have entered to ensure it is correct 

4. Click the "Save" button to save the participant details 

 
          

 
   

 

• Submit the Participant details for email verification: 
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Email validation – Validate the participant email by clicking on the envelope icon to “Trigger the email 
verification process”.  

 

At any point in time, you can request a participant’s email validation. If there is an error and the email 
must be updated, click on the edit icon   to modify it.  Please remember that each participant must 
verify their email address. It is a mandatory pre-requisite step for further information being sent 
by the ILO. Corrections to email addresses will not, on their own, require the resubmission of a 
credentials form for delegations.  

A new window will open, allowing you to modify the participant email address. 

 
If email validation fails or if email is not filled in, “Email validation status” will remain in red. 

If the email is successfully validated by a participant, the Email verification status will be indicated as 
‘Success’. 
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Upon participant’s request, you can resend them a link to re-submit any of their personal information 
details provided, by using the icon   (the same link is used if they request to upload their photo or 
badge collection preferences): 

                    Note: This option is only available when “ILO badge required” is selected 

 

 
Alternatively, click the edit icon  to open a new window, where you can resend the request for the 
participant's personal information details using the button "Resend Badge Related Information Form 
to participant indicated below": 

Note: This option is only available when “ILO badge required” is selected 

 



 System User Manual: Focal Points 30 

 
 

 
You should contact the participants of your delegation and ask them to validate their email 
addresses. Email validation is necessary to enable participants to access certain MMS features. 
For example, if the email is not validated, you as the Focal Point will not be able to send the 
Meeting Registration Form to the participant. In addition, the buttons to edit the participant on 
both the individual and all participants screens will not be visible for that participant. 

Please check the MMS regularly to see if the email validation is successful for each participant. If 
not, please follow up with the members of your delegation to ensure that they complete the email 
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validation (remember the MMS does not automatically notify you if there is an error with an email 
address). 

4.2. Submitting Group Participant Credentials: 

• Submit the  Group Participants Credentials (i.e. Group Participant list): 
 

o Locate and click the "Submit to ILO" button on the top-right of the participant list 
screen to send the participant list for processing and validation. If the list of group 
participants credentials is not submitted, the ILO cannot process the credentials 
that are saved in the MMS. The ILO cannot click Submit on your behalf. 

 
              

o Confirm the Submission: a confirmation pop-up will appear with the message: 
"Are you sure you want to submit these participant updates for processing to the 
ILO?" 

o  Click on "Proceed to submit: Click the "Proceed to submit" button to confirm and 
send the updates for ILO processing. 
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Please note that you will not be able to make any adjustments to the delegation 
until the ILO processes and validates your delegation’s credentials. You will receive an 
email when your delegation’s credentials have been processed or must be re-
submitted.For details regarding the meeting, please consult the Meeting and events website 
of the International Labour Organization. 

 
If you encounter issues, please contact the ILO Meeting Support team at: 
meetingsupport@ilo.org. Please clearly indicate in the subject line whether the issue 
relates to “IT issue”, “Credentials”, “Meeting information”, “Registration information”, 
etc. 
 

 

https://www.ilo.org/meetings-and-events
https://www.ilo.org/
mailto:meetingsupport@ilo.org
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5. Participant’s Badge Related Information – 

Corrections and other adjustments  

Note: This section is only applicable when “ILO badge required” is selected 

 

As described in section 3.1, the Meeting Attendance Form can be resent to each participant: 

1. In Participant personal information details, you can see if a participant submitted their information 
(e.g. ‘Form is not filled’; ‘Photo is not uploaded’; ‘Name not correct’). 

 

 

 

 

 

The same information is available in Edit  section of each participant: 
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2. Any comments shared by a participant regarding incorrect personal information, is available in 
the participant’s Edit section. 
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When participants indicate that their name is incorrect, please promptly correct the name and 
check/tick the checkbox confirming that name correction was completed (MMS does not automatically 
indicate which corrections have been completed). This action by Focal Points will not only ensure that the 
information integrated into the MMS is correct, but will facilitate and accelerate the distribution of 
badges.  

 

 

 

After you make the necessary correction(s), the information in Participant Personal Information details 
will be updated and their new status will appear (for example, if name was incorrect, and you 
corrected the name, the incorrect name -will disappear).  
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3. If a Participant requested that another person collects their badge, the badge collection option 
selected by the participant will appear in Badge collection column.  

 

 

 

If a participant requests that you resend them the form and they changed their Badge collection options 
multiple times, you will see the most recently selected option. 
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6. Modifications 

You can proceed with any further adjustments after you receive an email that your delegation has 
been processed. Accredited status will change to “Yes” and participant status will be “Added”. 

6.1. Edit participant/group participant details: 

• Click the "Edit" icon next to the participant's record to open the form. 

• Update the participant details as needed. 

• If you click on Participant status, you can see the history of changes made with information when 
they were made and by whom. 

• Statuses will differ depending on the action you made:  

o Add requested – if you add additional participants. 
o Modify requested - if you change the email address and/or the name. 
o Move requested – if you change the Group and/or Participant type. 
o Withdrawal requested – if you remove the participant who was already accredited (by 

using the ‘trash’ icon). 

6.2. Submit the updated Credentials: 

 After modifying any participant details, click the 'Submit to ILO' button to send the updated list 
for validation." 


