
Union Admin guide
2024 BCFED Convention



Welcome!
The 2024 Convention is using the same 
online registration system as we used in 
2022, with every affiliate having its own 
union admin account on our website.

The union admin manages your delegate 
registrations (as well as submitting 
resolutions.) The union admin can create, 

edit and remove their affiliate’s delegates, 
and pay the delegate registration fees. 
(Individual delegates can also edit their 
own information.)

If you’re the union admin for your 
affiliate, you’ll have received a username 
and password by email. 

Click this link to log in 
with the credentials you 
received by email



Profile screen
Here’s the screen you see when you 
log in as a union admin. (In this 
example, the name of the union is 
“Union With Subaffiliates.”)

From here, you can:

1. Register a single delegate

2. Register several delegates at 
once (by importing them from a 
CSV file)

3. Register as a delegate yourself

4. Pay for your delegate 
registrations

5. Update your profile

6. Submit a resolution

7. See your affiliate’s delegates, 
along with your delegate
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entitlement and how many 
delegates you have registered.

8. Edit individual delegate info.

9. Download a CSV file with all of 
the delegates you’ve registered.



Do: have a single person act as your union admin. 
That person collects the registration info from all of 
your delegates and then submits it.

Please 
don’t:

share the union admin credentials and ask delegates 
to register themselves. This often leads to one 
delegate overwriting another delegate’s info, 
accidental deletions and other problems.



Registering a single delegate

To register a single delegate, start at 
your profile screen, and click “Add a 
delegate.” (To register yourself, 
choose “Register myself as a 
delegate.”)

You’ll be taken to the Registration 
page. Under the title, you’ll see a 
summary of your affiliate’s remaining 
delegate entitlement.

Fill in all the information about the 
delegate. (Their email address will also 
serve as their username.)

If you don’t know whether the 
delegate will attend the Human Rights 
Forum or Young Workers Forum, say 
“no” to each.

(cont’d)



Registering a single delegate (cont’d)

Select a payment option. You can wait 
to pay until you’ve registered all your 
delegates.

Click “Register now.”

You’ll be taken back to your profile 
page. And the delegate will receive a 
welcome email with instructions for 
logging into the website in case they 
need to update their information.

You can register as many delegates as 
you’d like, up to your delegate 
entitlement.

If you’re registering only a delegate or 
two at a time, this works well. But if 
you have more than that, you may 
want to use our bulk import feature.



Registering multiple delegates via CSV
“CSV” stands for “comma-
separated values.” A CSV file is a 
text file for storing spreadsheet 
data. (You may have seen it as an 
export option when you’re saving 
Excel files.)

To register multiple delegates, 
start at your profile screen, and 
click “Import delegates from 
CSV.”

This will take you to the “Import 
delegates” page. Note the 
warning text. Then click the 
“Download CSV template” to 
download a file you can then 
import into your favourite 
spreadsheet program. Let’s say 
it’s Excel.

(cont’d)



Registering multiple delegates via CSV (cont’d)

Fill out the spreadsheet with your 
delegates’ information. Make sure there’s 
a value in each cell.

Make sure “username” and “email” have 
the same value.

For the “Are you attending…” and “Do 
you identify…” questions, answer “yes” or 
“no” where appropriate, and “no” if you 
aren’t sure.

For payment, enter “cheque”, “credit 
card” or “e-transfer” (all lower-case).

Important: Please don’t change any of the 
headers in the first row, or the import will 
not work properly.

Save the file in CSV format (not as an 
Excel file).



Registering multiple delegates via CSV (cont’d)

On the “Import Delegates” page, click 
“Choose File” and select the file you’ve 
just saved, double-checking that it’s in 
CSV format.

Click the “Import” button. The file will 
upload, and the site will process it.

You’ll then see a results screen that either 
tells you how many delegates you’ve 
registered, or lets you know something 
went wrong.

If something does go wrong, it’s usually 
because:

• The file was saved in Excel format
• Information was improperly formatted
• The headers were changed
• There were too many delegates for 

your affiliate’s entitlement.

Have a look at your file and see if any of 
these were the issue. If you can’t resolve 
the problem, contact us.



Editing delegate information
You can edit any of your affiliate’s 
delegate information from your profile 
page. Just click the “Edit” link next to 
their name.

You’ll be taken to the Registration 
page. Under the title, you’ll see a 
summary of your affiliate’s remaining 
delegate entitlement.

Fill in all the information about the 
delegate. (Their email address will also 
serve as their username.)

If you don’t know whether the 
delegate will attend the Human Rights 
Forum or Young Workers Forum, say 
“no” to each.

Click “Update registration” to save.



Export a list of your delegates

To export a list of your delegates, go 
to your profile page. Scroll to the 
bottom of the list of your registered 
delegates.

There, you’ll find a button labeled 
“Download CSV”. Click it, and you’ll 
download the list of all of your 
delegates in a CSV file that you can 
import into your spreadsheet 
software.



Removing a delegate

You can remove a delegate in much 
the same way as you’d edit their 
information. Start by clicking on 

their “Edit” link. That will take you 
to the delegate’s Registration page.

Scroll to the bottom of the 
Registration page. Click the “Cancel 

account” button.

Finally, confirm you want to remove 
the delegate.



Paying delegate registration fees

To pay your delegate registration fees, 
click the “Pay delegate fees” button 
on your profile page.

This takes you to the registration 
page. It tells you how many delegates 
you have registered, and the total fees 
you need to pay.

You can pay by credit card, cheque or 
e-transfer.

To pay by credit card, enter the 
number of delegates you are 
registering in the “Quantity” field. 
Then click “Go to checkout.” A widget 
will appear where you can enter your 
email, and then your credit card 
information.



Paying delegate registration fees (cont’d)

To pay by cheque or e-transfer, follow 
the instructions as shown. Your 
affiliate has a unique cheque code, 
which will be displayed on your profile 
page once you click the “Pay by 
cheque or e-transfer” button.

Include this code in the memo field of 
your cheque, or the message that 
accompanies your e-transfer. 



Questions?
Contact the BCFED convention team at 
convention2024@bcfed.ca.



Thank you… and see you 
in November!
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