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INSTRUCTIONS FOR NEW ICAN FOCAL POINTS 

PART I: Create a New User account on the ICAO Secure Portal 

1. Open the ICAO Secure Portal link: http://portal.icao.int 
 

2. Click on Request an Account: 

 

3. Type “ICAN” as the group name 

 

http://portal.icao.int/


 
 

2 | P a g e  
 

 

4. Complete the details required in this form and make sure to include “hybridican2024” in the 
Justification field.  

Then click on Submit Request: 

 

 

Please note that once you receive the email confirmation of acceptance into the ICAN group, it could 
take up to 24 hours to be able to access the ICAN group and register your Delegation.  
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PART II: Steps for Focal Points to register their Delegation in the ICAN Secure Portal 
Group 

Once granted access to the ICAN group, Focal Points will be able to register the members of their 
delegation following these steps. It is crucial that Focal Points also register themselves as they will be the 
ones booking negotiation meetings through the ICAN Event Platform, once available. Only Focal Points 
will have the possibility to book negotiation meetings. 
 

1. Go to http://portal.icao.int and login with your credentials: 

 

 

2. Click on the ICAN Group ICAN – ICAN Event Registration Application: 

 

 

http://portal.icao.int/
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3. Click on Sixteenth ICAO Air Services Negotiation Event (ICAN2024): 

 

 

4. Click on Add New Participants: 

 

Kindly make sure that you register all members of your State’s delegation to ICAN2024, including yourself. 
While we encourage you to register all members of your delegation as soon as possible, you will always 
be able to add new participants or cancel participants closer to the event. If your State decides that it 
wishes to cancel its participation in ICAN2024, please advise the ICAN Team by email at ican@icao.int. 
Please note that there is no need to upload pictures. 

Note: Once you register your delegation on the ICAN Group, you and your members of delegation will 
receive a confirmation email from CRM-noreply@icao.int. Please note this is just a confirmation, further 
details in the email do not apply. 
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