
QUICK GUIDE FOR ONLINE REGISTRATION 
 

Enter the enabled link on the event page which can be accessed either from the banner of the 
main page of the ICAO SAM Office website, or from the list of events by choosing the 
"Meetings" option from the left panel: 
 
 

https://www.icao.int/SAM/Pages/MeetingsDocumentation.aspx?m=2018-ADPLAN 
 
 

1.       Click on the word “OPEN”. 2.    A new window opens with the information 
of the meeting. Here click on “Register for 
this Event”. 

 

 

3.    The window below is displayed. If 
participant has not used online registration 
before, he must create an account by using 
the option “Create an Account”. This process 
is done only once for all future events. If the 
account exists and the password is forgotten, 
the option “Forgot your password” will be 
found. If the account exists, the participant 
must enter his e-mail and password and 
press the “Log In” button.  To create a new 
account it is recommended to use the 
Organisation’s or Administration’s e-mail. 

4.   In the form shown below, all fields with a 
red asterisk are mandatory.  Complete the 
fields. 

https://www.icao.int/SAM/Pages/MeetingsDocumentation.aspx?m=2018-ADPLAN
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5.   From this part, follow this order for data 
entry. When reaching the “Nominated by” 
field, select the appropriate one, for the 
example, “Government” and wait for the 
system to display the list. 

6.      Go to the “Please select category” field and 
wait for the system to display the list as 
shown below. Select the desired option, in 
this case “Member State”. 
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7.       The system shows a new field, in this case 

“Government”. 
8.    When selected, it shows the list of States to 

choose the one that corresponds 
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9.      In the field “Government” choose the desired 
State; enter some comments and click on 
“Register now”. 

10.   The system will show the window that 
appears below, informing that the 
participant will receive a confirmation 
message. 
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11.   Finally the participant will receive a 
confirmation email of his registration to the 
event. It is recommended that the 
participant checks his spam box if no 
confirmation message is found. 

 

 

 




