
MILSET REGISTRATION SYSTEM
USER MANUAL

Manual’s latest update Jun 22th 2019



The International Movement for Leisure Activities in 
Science and Technology (MILSET) has got a new 
registration system optimized to offer MILSET member 
organisations an easy and fast way to register projects.
The registration system will be continuously updated 
adding more and better features.
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If you are a MILSET member organisation or a non-member organisation guest (o�cially invited by MILSET), you will 
receive via email (from esi@milset.org) a letter with the password to access the registration system. Your user name will 
be the name of the organisation you represent.
Check Annex A “HOW TO PARTICIPATE”

To access the registration system enter https://registration.milset.org, find your organisation, type your password and 
sign in.
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You always can recover your password just by clicking on “Forgot password?”. 

It is essential to consider that the new password will be sent to the email of the organisation or the representative of the 
organisation which has been reported to MILSET since you are a member.

If there has been a change on the primary contact email, you have to report it to MILSET o�ce at esi2019@milset.org.

Once you are in the system, you will see the following panel
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It is recommendable that you add the data of the Head of Delegation or the Organisation’s representative who will receive 
all the information about the event through emails sent by the system.

The Head of Delegation or the Organisation’s Representative will be the one in charge of gathering the information of 
projects and participants of the delegation’s organisation and add them to the system. It is essential that the access to the 
system is limited to the representative and/or Head of Delegation. Please don’t share the password with participants.

To add the information of the Head of Delegation; 
• Go to the HEAD OF DELEGATION REGISTRATION module
• Type the required info
• Check the Privacy Policy
• Accept the terms 
• Save

You can add the basic information and get back later to add 
• Passport Number
• Visa info
• Flight Itinerary

Check Annex B “REGISTRATION DUE DATES” for ESI 2019
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Once you have completed the necessary HD registration data, the system will send a welcome letter (to the email you 
registered) accrediting your participation to ESI 2019 – Abu Dhabi.

Once you gather the information of your Delegation, you can add
• Projects
• Supervisors 
• Participants
• Visitors (suggested only for underage chaperones or an organisation authority if required)

Check Annex C “PARTICIPATION RATIO” for ESI 2019

To add the information related to each project
• Go to the PROJECT REGISTRATION module
• Type the required info of the project, supervisor and participants
• Check the Privacy Policy
• Accept the terms 
• Save

If you want to add another participant, click the icon            after the first participant’s info block 
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You can add the basic information and get back later to add 
• Passport Number
• Visa info
• Flight Itinerary

Check Annex B “REGISTRATION DUE DATES” for ESI 2019

As soon as you add the email address of participants, supervisors or visitors, they will receive an accreditation letter.
When you save the first project, the system will take you to

• The PROJECT MANAGEMENT module where you will be able to check, update and add information later

If you want to add another project, you have to 

• Get back to the PROJECT REGISTRATION module and follow the previous steps.

If somebody of your delegation is part of MILSET Board of Directors, MILSET Executive Committee or MILSET Regional 
Executive Committee, you have to write the information in the MILSET AUTHORITY REGISTRATION module.
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You can add the necessary information and get back later to add 
• Passport Number
• Visa info
• Flight Itinerary

Check Annex B “REGISTRATION DUE DATES” for ESI 2019

As soon as you add the email address, the MILSET Authority will receive an accreditation letter.

When you complete the necessary information of your delegation, you can check and download the receipt of payment 
from the PAYMENT MANAGEMENT module where you will also find the overall participation numbers of your delegation.
Check Annex C “PARTICIPATION RATIO” and D “PARTICIPATION FEES AND BANK ACCOUNT”
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After you download your receipt of payment and pay, you have to upload your payment proof into the SUBMIT PAY-
MENT PROOF module and send it
Check Annex B “PAYMENT DUE DATES” for ESI 2019

Remember that the receipt will display the amount to pay of the entire delegation. It is highly recommendable that you 
make only one payment to avoid unnecessary transfer fees.
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The transfer fees imposed by the banks of your country have to be paid apart from the total amount to pay displayed in 
the receipt of payment.

In case you need to do more than one payment you can add more than one payment proof just by clicking

It is crucial to CONSIDER that once you upload your payment proof(s), you won't be able to add projects, partici-
pants, visitors or MILSET authorities but you still can add or update information.

Your delegation flight information is essential for the Host Committee to plan the pick-ups from the airport when you arrive 
and to the airport when you leave.

To add the flight information first, you have to add and upload the flight itineraries in the ITINERARIES MANAGEMENT 
module. After that, you can go back to the PROJECT MANAGEMENT module and select the corresponding itineraries for 
each of the delegation members.

Finally, when you complete all the steps of the registration, the system will tag your delegation as COMPLETED.
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NOTES:
• Be careful with the spelling of Names and Surnames, they will appear in Badges and Certificates.

• Starting the visa process according to your country is essential. As soon as you complete the primary information in the 
system, it will generate a supporting letter.

• If you have any question write an email to esi2019@milset.org

• Find more info about the event at www.esi2019.milset.org
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1.- Go to the PROJECT MANAGEMENT section

2.-Select the project you want to edit and click over the EDIT ICON

3.-Identify the user (participant, supervisor or visitor) you want to delete
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4.- At the end of the info section of the user to remove, you can find a          .  Just click it, and a confirmation box will appear.

Consider that once you accept to delete you can't recover the information.
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The projects showcased at ESI 2019 are selected by MILSET Member Organisations. 

If you are:

A MILSET member:
You will receive an email of esi2019@milset.org with your invitation and password to register your delegation.

Non-MILSET member:
Please send your request to esi2019@milset.org and the corresponding MILSET Regional O�ce email. Don’t forget to add 
the name of your organisation, country, contact name and email address.

The corresponding o�ce will analyze your request. If the Regional O�ce authorizes your participation you will receive a 
welcome letter with your access code to register on ESI 2019 registration system.

MILSET AFRICA africa@milset.org 
MILSET ASIA asia@milset.org 
MILSET AMLAT amlat@milset.org 
MILSET EUROPE eruope@milset.org 
MILSET NORAM noram@milset.org 
MILSET VOSTOK vostok@milset.org 
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3 Outstanding Projects:

In case you have a Project and are interested to participate in ESI 2019, please follow the next steps:

• Contact a MILSET member organisation from your country https://milset.org/milset/web/members
• Ask if you can be part of its delegation and follow the process that the organisation indicates.

Note: It is not mandatory that organisations accept individual projects.
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1 ESI 2019 Registration System will close on July 20, 2019.

Do not forget to consider MILSET participation rule; a maximum of one (1) adult supervisor for every three (3) young partici-
pants plus one (1) delegation leader when the delegation is more than three (3 young participants. If your delegation is out 
of this ratio, the extra supervisor(s) will be charged with a full rate fee.

Example:
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1 BANK TRANSFER DATA

Account Name: ACTVET 
Bank: First Abu Dhabi Bank 
Branch: Transactional Banking 
Account Number: 4021003845224078 
IBAN Number: AE070354021003845224078 
Account Type: Current Account
BIC / Swift Code: NBADAEAAXXX

2019 from September 22 to 28, 2019 in Abu Dhabi UAE. 
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Contact us
Website:
Facebook:

Email:
Twitter:

MILSET Communication Manager

http://www.milset.org
 https://www.facebook.com/MILSET

 

Liz Vela
liz.vela@milset.org 
Cellphone: +5212228028538 

info@milset.org 
@MILSET_Global

MILSET System Developer
José Alberto García Torres
jose.garcia@milset.org
Cellphone: +5214441524236


