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1.  Introduction  
 

This  user  guide  has  been  produced  to  provide  all  the  relevant  information  to  the  Member  

Federations  (MF)  to  assist  them  in  the  successful  completion  of  phase  2 of  the  Glasgow  

2018  European  Championships  (Glasgow  2018)  registration.  MF registration  phase  2 

includes  the  accreditation,  accommodation  and  travel  application  process  for  their  

delegations.  

 

All  MF par ticipating  in  Glasgow  2018  must  undertake  this  phase.  

 

In  line  with  this  Glasgow  2018  process,  the  sport  competition  entries  will  be entered  

through  the  existing  European  Cycling  Union/Union  Européenne  de Cyclisme  (UEC)  system  

and  the  MF will  follow  the  competition  entry  process  as instructed  by  the  UEC. 

2.  Glasgow 2018 European Championships Event 

Management System ( EMS)  portal  
 

The Glasgow  2018  EMS online  portal  
 

Glasgow  20 18  is using  an  EMS online  portal  for  the  registration  of  delegations  (athletes,  

team  officials,  etc.),  travel  and  accommodation  (TAC)  bookings  and  accreditation  

applications.   

 

In  the  room  block  booking  phase  (phase  1)  of  the  EMS application  proc ess,  MF will  have  

accessed  the  accommodation  module  to  make  accommodation  requests.  In  the  second  

phase , the  MF will  access  the  EMS Accreditation,  Travel  and  Rooming  List  modules.   

 

The single  point  of  contact  (SPOC)   
 

The EMS requ ires  a SPOC who  will  be responsible  for  entering  information  into  each  of  the  

modules  (Accreditation  and  TAC)  on  the  system.  The  SPOC should  remain  the  same  

throughout  the  EMS process,  from  phase  1 to  phase  2;  therefore  the  SPOC will  be the  only  

individual  with  whom  Glasg ow  2018  will  communicate  during  the  whole  EMS process.   
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The SPOC must  sign  and  agree  to  the  óAuthorisation for  the  Use of  Personal  Data ô form  as 

well  as the  óAccreditation Terms  and  Conditionsô (see  Appendix  2)  on  behalf  of  all  

delegation  members  bef ore  any  applications  can  be submitted.   

 

The  SPOC  should  have  a  comprehensive  understanding  of  the  dynamics  within  

their  particular  delegation.   

 

Support  and  contact  details   
 

Technical  support  will  be available  by  contacting  Glasgow2018EMS -MF@glasgow.gov.uk , 

while  assistance  with  the  application  process  for  both  accommodation  and  accreditation  

will  be available  directly  from  the  designated  Glasgow  2018  MF Relations  Coordina tor:  

Glasgow2018Cycling@glasgow.gov.uk . 

  

A detailed  step -by -step  guide  for  using  the  EMS system  can  be found  in  section  5.  

3. Accreditation  
 

Definition  and  function  of  accreditation  
 

What  is  accreditation?  

 Accreditation  is the  process  that  allows  Glasgow  2018  to  identify,  register  and  

provide  access  to  accredited  venues  to  those  with  a specific  role  or  function  to  

perform  during  the  Championships.  

 The registration  includes  a very  specific  process .  No one  will  be exempt  from  this  

process.  

 Only  one  personal  accreditation  card  is given  to  each  individual.  

How  does  the  accreditation  card  work?  

 The accreditation  card  indicates,  through  specific  colours  and  codes,  the  category  to  

which  the  individual  belongs  and  venues  and  areas  (zones)  the  individual  can  access  

in  order  to  perform  their  function.   

mailto:Glasgow2018EMS-MF@glasgow.gov.uk
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 The right  to  access  an  accredited  venue  and  a specific  zone  is directly  linked  to  the  job  

title  and  role  of  the  individual.  

 The accreditation  card  does  not  grant  participants  automatic  access  rights  to  an  area.  

The person  responsible  for  the  area  (zone  owner)  can,  at  any  time,  decide  to  refuse  

access,  even  for  individuals  accredited  for  that  area.  

 Everyone  participating  in  Glasgow  2018  will  be required  to  go through  specific  

accreditation  access  control  points  to  enter  an  accredited  venue.  This  is where  the  

venue  code,  on  the  accreditation  card,  is checked.  

 Once  inside  the  venue,  an  individual  may  be required  to  go through  various  other  

access  control  points  to  enter  internal  areas  (zones).  This  is where  the  access  codes  

(numbers)  are  checked  on  the  accreditation  card.   

The  accreditation  card  MUST  BE WORN  AT  ALL  TIMES  within  an  accredited  venue.  

 

 

 

 

 

 

Accreditation  application  submission  
 

Each MFôs SPOC will  be invited  to  log  into  the  Glasgow  2018  EMS online  accreditation  

module  portal  where  they  can  enter  the  accreditation  details  of  each  delegation  member.  

This  will  involve  entering  personal  informati on  (name,  date  of  birth,  etc.),  assigning  the  

correct  job  title  (e.g.  athlete,  coach,  doctor)  and  uploading  a photograph  for  every  

applicant.    

 

Applications  for  accreditation  should  be submitted  to  Glasgow  2018  for  all  applicants  under  

consideration,  as it  is considerably  easier  to  remove  an  applicant  after  the  deadline  than  

to  arrange  a late  application.  

 

 

IMPORTANT  NOTE   

Å An accreditation  card  does  not  give  access  to  a parking  space   

Å An accreditation  card  does  not  act  as a visa   

Å An accreditation  card  does  not  represent  a social  status  
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Data  validation  and  approval  
 
All  submitted  accreditation  applications  must  go through  the  approval  process  of  the  UEC 

and  Glasgow  2018.   

 

Following  the  successful  submission  and  receipt  of  accreditation  applications,  the  Glasgow  

2018  accreditation  team  will  commence  a data  review  with  the  UEC. This  is the  process  of  

confirming  submitted  personal  data,  accreditation  job  titles  and  access  priv ileges.  

 

Once  the  approval  process  is successfully  completed,  the  Glasgow  2018  accreditation  team  

will  start  pre -printing  the  accreditation  cards.   

 

Glasgow  2018  Member  Federations  Relations  (MFR)  team  will  inform  the  MFôs SPOC of  any  

records  that  have  bee n rejected  by  UEC and  no  cards  will  be preprinted  for  these  

applicants.   

 

Accreditation  card  collection  
 
The team  manager  of  each  delegation  will  be required  to  collect  the  accreditation  cards  on  

behalf  of  all  members  of  the  delegation  including  presidents  and  executives.  The team  

manager  will  sign  a confirmation  of  receipt  for  all  cards  received  from  Glasgow  2018.   

 

Accreditation  card  distribution  will  happen  at  the  Sir  Chri s Hoy  Velodrome,  Emirates  

Arena .  Please  see location  below:  

 

1000  London  Road,  Glasgow  G40  3HG.  

 

 
 

IMPORTANT  NOTE  

The team  manager  will  be RESPONSIBLE for:  

o the  distribution  of  accreditation  cards  to  delegation  members,  making  

sure  that  each  card  is only  given  to  the  correct  person  

o making  the  staff  aware  of  the  Terms  and  Conditions  relating  to the  

accreditation  application  

o RETURNING ALL undistributed  cards  to  the  accreditation  workstream  



 

 

 

 

 

 

 

7 
 

4.  Data requirements  

 

Required  fields  
 
The SPOC should  collect  the  information  required  for  accreditation  from  all  potential  

members  of  their  delegation  who  may  require  accreditation  for  Glasgow  2018.  

 

It  is strongly  recommended  that  the  SPOC obtains  and  stores  a photocopy  or  scanned  

image  of  each  potential  applicantôs identity  document.  The SPOC should  also  double  

check/cross - reference  key  applicant  information  before  submitting  applications  for  

accreditation.  

 

Field  name  

Photograph*   

First  name  *  

Family  name*  

Gender*  

Date  of  birth*  

Nationality*  

Job  Title*  

ID  Type  

ID  Number  

 
 

The above  table  outlines  (with  an  *)  the  mandatory  fields  for  all  accreditation  applications.   

 

Acceptable  forms  of  identification  

 
The  primary  form  of  identification  document  (ID)  accepted  by  Glasgow  2018  is the  

valid  passport  for  all  nationalities  or  the  National  ID  for  EEC and  Switzerland  only .  

  

When  the  passport  is not  available , for  UK  nationals  only,  the  SPOC must  identify  the  

applicant  through  one  of  the  followin g combinations  of  acceptable  ID  plus  one  document  

to  verify  their  address:  

 



 

 

 

 

 

 

 

8 
 

a)  One  of  the  following  combination  to  check  the  ID :  

 British  Driving  Licence  +  P60 

 British  Driving  Licence  +  P45 

 British  Driving  Licence  +  Birth  Certificate  (issued  within  6 weeks  of  birth)  

 Birth  Certificate  (issued  within  6 weeks  of  birth)  +  P60 

 Birth  Certificate  (issued  within  6 weeks  of  birth  )+  P45 

 

b)  One  of  the  following  documents  to  verify  their  address :  

 Bank  documentation  

 Council  Tax  letter  (covering  current  year)  

 Utility  bill  (dated  within  the  last  3 months)  

 

Glasgow  2018  does  not  require  a copy  of  each  individualôs ID  or  address  document . I t  is  

the  responsibility  of  the  SPOC  to  check  the  ID  documents  of  all  individuals  for  

whom  they  request  accreditation .    

 

Data  Protection  Act  1998  and  General  Data  Protection  Regulation  

All  data  and  photographs  supplied  as part  of  the  accreditation  process  will  be retained  in  

the  accreditation  system  in  accordance  with  the  Data  Protection  Act  1998.   It  will  also  be 

retained  by  the  General  Data  Protection  Regulation.  The photograph  will  be referred  to  in  

the  event  of  disputed  identity  when  admission  to  a venue  is sought.   

 

 Photograph  requirements   
 

The  photograph  must  follow  the  same  requirements  as  for  a passport:  

 

 It  must  be in  colour,  must  be a recent  and  an  accurate  likeness  of  the  app licant  and  

must  not  have  been  altered  in  any  way  

 

 It  must  be a front  view  of  the  applicantôs face,  head  and  shoulders  (facing  

forward  and  looking  straight  at  the  camera) ;  hats,  hair  bands  or  dark  glasses  

must  not  be worn  

 

 It  must  show  the  full  head,  without  any  head  covering,  unless  worn  for  religious  beliefs  

or  medical  reasons  

 

 With  a neutral  expression  and  with  the  mouth  closed  
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 With  eyes  open  and  clearly  visible  (no  sunglasses  or  tinted  glasses  and  no  hair  across  

the  eyes)  

 

 Free  from  reflection  or  glare  on  glasses  and  frames  must  not  cover  eyes  (we  

recommend  that,  if  possible,  glasses  are  removed  for  the  photo)  

 

 No objects,  other  people  or  shadows  in  the  photo  

 

 The background  must  be  plain  and  light  colour,  preferably  white  but  light  blue  

and  light  grey  will  be accepted  (NO  black,  dark  blue,  red  etc.)  

 

 Be clear  and  in  sharp  focus   

 

 Be taken  within  the  last  6 months  

 

 Not  torn,  creased,  marked  or  stamped  

 

 

 

 

 

 

 

 

 

 

©  2017  AFTER S.r.l.  

Photograph  technical  requirements  
 
The photograph  must  adhere  to  the  following  requirements:  

 

a.  .JPG format  ONLY 

Example  of  valid  photo  Examples  of  rejected  photos  
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b.  Be vertical  orientation  

c.  Have  adequate  space  between  face/shoulders  and  the  edges  of  the  photograph  

d.  Should  have  a min imum  size  of  100  KB and  max imum  size  of  2 MB 

e.  The face  should  be at  least  300  pixels  wide  

 

The  digital  photograph  of  the  individual  can  be  taken  with  a  good  quality  mobile  

phone,  provided  it  meets  all  the  passport  requirements  mentioned  above  and  is  

taken  against  a plain  clear  backgr ound  in  good  light  

5. Glasgow 2018 European Championships EMS record 

entry step -by -step guide  
 

Access  to  the  Glasgow  2018  EMS online  portal  

Each MF will  receive  an  email  letting  them  know  that  the  EMS Accreditation,  Travel  and  

Rooming  List  modules  are  now  open.  In  this  email , the  MF will  receive  the  web  link  to  the  

Championships  EMS portal  and , in  order  to  access  the  system , the  SPOC should  use  the  

unique  login  and  password  that  was  received  in  the  room  block  booking  phase  (p hase  1).  

As with  the  room  block  booking  phase,  the  log in  details  should  be used  each  time  the  MF 

wishes  to  access  the  EMS.     

Accreditation  applications  can  be submitted  online  until  Friday  15  June  2018 ,  travel  

details  until  Sunday  01  July  2018  and  rooming  list  until  Friday  20 th  July .     

Please  note  that  EMS  should  be  used  with  a Mozilla  Firefox  browser  in  order  to  

maximise  performance.   
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Login  to  the  EMS portal  
 
Insert  your  MFôs unique  log in  and  password  in  the  boxes . 

 

You will  then  automatically  be taken  to  a page  that  looks  like  the  following:  
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You  will  be asked  to  accept  the  Terms  and  Conditions  (see  below)  in  order  to  proceed.  

Once  you  have  ticked  the  check  box,  click  on  the  óProceedô button  to  move  to  the  next  

page.  

 
 

You will  then  automatically  be taken  to  the  óAccreditation Tabô that  looks  like  the  following:   
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Accreditation   

 
To start  the  accreditation  application  process  select  the  óAdd New  Recordô button  (as  shown  

above).  You will  then  be directed  to  a page  that  looks  like  the  following:  

 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

Please  complete  the  mandatory  fields  to  register  an  individual  for  accreditation.   

If  these  fields  are  not  completed , the  system  will  not  allow  further  steps  to  be processed  

and  an  error  message  will  appear  (see  below):  
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To upload  a photo  select  the  óUploadô button.  You will  then  see the  following  pop -up  

message:   
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Click  on  óSelect Fileô and  you  will  then  be able  to  upload  an  accreditation  photograph.  You 

will  find  the  photograph  requirements  by  selecting  the  óHelpô button.  Once  you  select  a file  

you  will  see the  following:  

 

 

 

 

 

 

 

 

 

To upload  your  image  click  on  the  óUploadô button  as shown  above.   

Once  you  have  filled  all  the  mandatory  fields,  select  the  óSubmitô button  as indicated  below.  

If  you  would  like  to  return  to  the  óAccreditationô tab without  submitting  the  application  

select  the  óBackô button.   

 

 

 
 

 

 






























































