
 

1. Create and Activate your Indico.UN account: 
Registration procedure and further details are 

explained in this Note Verbale. 

2. On-behalf registration: 
Please note: Designated eRegistration focal points should NOT 

commence registration of Meeting participants until they have 

received an email from desa-ffd4.delegate@un.org, confirming their 

Focal Point status. 

Before you start your participants’ registration, make sure you have the 

following Delegate information: note verbale, passport information, and 

photo.   

To do the on-behalf registration of your participants, kindly follow the steps 

below: 

1. Log in with your Indico.UN account: https://indico.un.org/user/login (if 

you are not already logged in) 

2. Go to the event registration page and click on the pencil icon , on the 

top menu.  

3. Click on the Registration link in the left-hand 

panel.  

4. er the list of registration forms, click on the Registrations button of 

the form “Conference participants registration”.  

 

 

5. On the list of registrations page, Click on the Add Registrant button 

 
6. The registration form will be displayed. Please complete the 

registration form with the participant's details (fields marked with 

an asterisk * are mandatory).  
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7. A unique email address is a mandatory field and is required while 

registering a participant. Focal Points should input the participant’s 

email address. Kindly note that you may not use the same email 

address for multiple participants.  

8. Then click on Register.  

9. Upon approval of the registration by the event organizers, the 

participant will receive the approval email. 

10.  You may track the status of the registrations by accessing the log. 
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