EUROPEAN
CHAMPIONSHIPS
GLASGOW 2018

Glasgow 2018 European Championships

Member Federations EMS User Guide 7 Phase 2




GLASGOW 2018

Contents

1. INrOAUCTION i e reeeeee e 3
2. Glasgow 2018 European Championships Event Management System
(EMS) POItAl iiiiiiiiiiiiis s teeeeeaeaaaaaa e 3
3. ACCreditation ..o e aerre 4
4. Data reqUIrEMENTS ..o e aerae 7
5. Glasgow 2018 European Championships EMS record entry step -by-step
QUIAE i e eeeeeeeeee e 10
Access to the Glasgow 2018 EMS online portal ......ccccocovviiiiiiiiiiiieees v, 10
ot ox =0 |1 7= 11T o SRR 13
Accreditation  SUMMAIY ..o e irees eevrnneees 17
6. Glasgow 2018 European Championships EMS travel and

accommodation step-by-step guide .......cccccviiiiiiiiiiicees e, 20
Access to the Glasgow 2018 EMS online portal .......ccccoovviiiiiiiiiieees v, 20
Accommodation DetailS .....cccccviiiiiiiiiiiiiiis e eeeeeeen 22
Making changes to your Accommodation details .......cccoovvvviveeiiiiiees e, 26
Travel DetailS ...ccoccccciiiiiiiiiiiiiies e eeeeaee e 35
CanCellatiONS  ...ooooiiiiiiiiiiiiiis e eee e 41
Visa INfOrmation ... e e 42
CONLACES oot i eeeeeeeeeeee—— e ————————————— .42
7. APPENICES oviiiiiiiiiicciiiis e e 43
Appendix 1. General INformation ......ccoccciiiiiiiiiies e 43
Appendix 2. Authorisation for the use of personal data ............cccoceeeenne .45



EUROPEAN
CHAMPIONSHIPS
GLASGOW 2018

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 participating 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 2018 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 process, 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 Glasgow 2018 will communicate during the whole EMS process.
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The SPOC must sign and agree to the 6 Aut hor ifos the Use of Personal Data 6form as
well as the 6 Accr ediTerms iamdnCondi t i(seen &gpendix 2) on behalf of all

delegation members before 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@aglasgow.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.
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The right to access an accredited venue and a specific zone is directly linked to the job

titte 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.

IMPORTANT NOTE

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

A An accreditation card does not act as a visa

A An accreditation card does not represent a social status

Accreditation application submission

Each MF 6 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 (hame, 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.
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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 MF 6S$OC of any
records that have been 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

making the staff aware of the Terms and Conditions relating to the
accreditation application

RETURNING ALL undistributed cards to the accreditation workstream
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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 app !l i c @entityp sdocument. 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:
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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 i ndi v i WDuoa &ddress document . It 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 applicant and
must not have been altered in any way

It must be a front view of the appl i c aface,6lsead 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

Example of valid photo Examples of rejected photos

© 2017 AFTER S.r.l.

Photograph technical requirements

The photograph must adhere to the following requirements:

a. .JPG format ONLY
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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 minimum 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 (phase 1).

As with the room block booking phase, the login 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" July .

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

maximise  performance.

10
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Login to the EMS portal

Insert your MF& unique login and password in the boxes.
conacts [ W

12018

R
AMPIONSHIPS

Welcome to the Glasgow 2018 Event Management System (EMS)
Please use your Member Federation unique log in and password to access the system,

Username
Password

Enter

Should you be unable to log into the system please email: Glasgow2018EMS-MF(@glasgow.gov.uk

You will then automatically be taken to a page that looks like the following:

CONTACT US n w

2 August 2018

@ CUROPEAN

CHAMPIONSHIPS

Registration Accommodation requests Accreditati Accommodation Logout

The Single Point of Contact (SPOC) is asked to submit applications on behalf of the Member Federation (MF)
participating in the Glasgow 2018 European Championships by logging into the online Event Management System
(EMS).

The SPOC must ensure all mandatory fields (marked with ) in the registration form are filled in; if not, the SPOC will not
be able to save and submit the application in the system.

The mandatary fields are the minimum amount of information required in order to apply for Accreditation, as defined by
Glasgow 2018.

Guidelines are available by accessing the pop-up messages located next to the field.

The SPOC is advised to make every effort to ensure the accuracy of the data entered into the EMS: mistakes in name(s)
spelling, nationality, jab title, will consequently delay the delivery of the Accreditation Card.

Please nate: completion of the registration process does not automatically guarantee Accreditation. All submitted
applications must go through the approval process of the European Federation (EF) or International Federation (IF) and
Glasgow 2018, that reserves the right to refuse an application for Accreditation on the basis of information provided in
the Applicant's registration form,

11
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in order to proceed.

Once you have ticked the check box, click on the 6 Pr o ¢ buttah 6to move to the next

page.

Glasgow 2018 European Championships EMS
Terms & Conditions

UIASEUW LILY CUUINLI Y SHANE LI appitaiits Persuiian Uaa Wit ULIe TEIEVanL L parLies, as tese aie
identified, where this is necessary for the purposes of accreditation and/or in relation to the applicants’ involvernent
in the Glasgow 2018 European Championships

Glasgow City Council shall be data controller of personal data (including any ID phatographs) and will retain such data
in accordance with the Data Protection Act 1998, the General Data Protection Regulation and our privacy statement,
available at www.glasgow2018.com/privacy.

By including a Participant's name on the Application for accreditation, the Applicant Organisation warrants and
represents that it has checked in detail each Participant's identification documents.

The accreditation process is subject to acceptance by each single point of contact of the terms and conditions
applicable to accreditation.

m

A single point of contact from each Applicant Organisation will be required to accept and confirm that all Participants
for whom they request accreditation are eligible to be accredited, that they are suitable for, and legally entitled to
perform, the role as an accredited person

FPlease note that for legal reasons, specifically in relation to data protection legislation, you require to confirm
acceptance of the Accreditation Terms & Conditions at each login.

I understand and accept on behalf of the Participant the Terms and Conditions applicable to Accreditation and
give the consent for the described use of the personal data

Procee

You will then automatically be taken to the 6 Ac c r e d iT & &tlfat loaks like the following:

contactus A

¥ EUROPEAN

CHAMPIONSHIPS

Registration  Accommodation requests [ENGELIEUGLEE  Accommodation  Logout

FEDERATION:

DISCIPLINE:

Add New Record

TEST CYCLING
Reference Name: ~ TEST TESTER

TRACK CYCLING
Reference Email: TEST.TESTER@GLASGOW.GOV.UK

Search:

For support and guidance please refer to the accreditation guide or contact: Glasgow2018Cycling@glasgow gov.uk

2 - 12 August 2018
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To start the accreditation application process select the 6 A d\Ngw R e ¢ o buitdh (as shown

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

Fogutrafion  Accommadstin oguests | [OSSSTSUS  Logont

Accreditation Registration Page
Note: Erors to any of the fieks tould cause a delay ta the issuing of the Accreditation
Care

Personal Details

e e mancatong
“Phatn Lipiced ipled Help
* First Narme He
* Family Marme: Help
Gonder =y
Maie
" Fermale
{2 Presor not ta sy
Diatee o Birth [yt
1D Fipe El ke
10 Brrber B

Orgarisstion Nare | Test Cycling
Crgrisstion Country | Great Bitain
Sport | Cycing

Discipine | Track Cyclig

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):

13
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- Nationality | - Help
ID Type [ Help

1D Number ID Number Help

“JobTitle | - EI Help
Organisation Name Test Cycling
Organisation Country Great Britain

Sport Cycling

Discipline Track Cycling

Some missing data. Please check the highlighted fields

To upload a photo select the 6 Up | dattdnd You will then see the following pop-up

message:

Documents Upload

14



Click on 6 S e | riclareddyou will then be able to upload an accreditation

will find the photograph requirements

you will see the following:

To upload your image click on the 6 Up | dattdnd as shown above.
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photograph. You

by selecting the 6 He buyitén. Once you select a file

N

Once you have filled all the mandatory fields, select the 6 S u b nbuttornd as indicated below.

If you would like to return

select the 6 B a doktton.

to the 6 Ac c r e ddtabawithoatn submitting

the application
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