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1. Introduction

1.1. About this procedure

This manual describes the procedure to be followed if you would like to obtain access to
Delegates Portal-L. Please bear in mind that this process is not fully automated and requires
the intervention of a "Local Delegates Portal administrator" who has to carry out certain steps
before an end user can start consulting documents and information on meetings.

Overview of the procedure: five steps required to obtain access

Organisation membership

In general, the procedure consists of five main steps:
You select the organisation to which you belong.

1
2. You enter your personal details.

3. You check your details in the request summary.
4. You validate your email address.

5

You await the approval of an administrator.

As regards to the actions required to obtain access, the procedure can be divided into two
sections:

= End-user activity (steps 1-4; framed in orange below)

= Administrator activity (step 5; framed in blue below)

Organisation membership

¥ Only after the administrator has approved your request, you will be able to
access Delegates Portal. You will be notified by email, once approval has taken place.

This manual describes each of the steps required to complete the process.

It is complemented by a visual representation of it on the next page and a hands-on video
tutorial.
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Choose Organisation
Enter Personal details

New user

Y DONT FIND YOUR ORGANISATION?

DID YOU PREVIOUSLY

HAVE AN EXTRANET ACCOUNT? Your local administrator can manage

this list.
~ ~
DO NOT REQUEST ANOTHER ACCOUNT RN Contact Delegates Portal helpline to
’ N learn more about the options.
- { = )
Try logging in with your EXTRANET N J
username and password S e”

~—
Contact Delegates Portal helpline to
learn more about the options.

e
I Check your inbox
,,,,,,,,,,,, From: delegates.noreply@consilium.europa.eu

DON'T CREATE ANOTHER REQUEST :I:
Your information remains registered. E,\/

[}

I

L validari
YOU DIDN'T RECEIVE THE E-MAIL? | E-mail Validation
1

{

{

~ |
Check your SPAM folder 1 ——*
| Automatic request sent
et to Local Administrator
Contact Delegates Portal helpline to 1
learn more about the options. |
|
I TN
1 i
)
! i
— 1 /s
|
1 LOCAL ADMINISTRATOR
I | of your organisation
|
|
|
|
T
~ AN
Your request for access is now with / A\
the local administrator within your | \
country/organisation. 1 ® }
~ \ /
\\ Vi
The approval might take a few days. ~ e
You will be notified upon approval. S
~ 1
Only your local administrator has the |
authority to handle the request. | - . .
—~ | Automatic Automatic
Note that the GSC does not accept I Confirmation e-mail Rejection e-mail
requests for access. 1 sent to User sent to User
|
|
|
|
| Access denied
1

The registered information
is removed from the
system.

If still desired, you'll have to
create a new request.

Registered
User

Delegates Portal helpline
delegatesASupport@consiliumAeuropa,eu —or — (+32) 2 281 50 90 (during working hours)
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1.2. One Delegates Portal or two?

Delegates Portal comes in two versions:

= Delegates Portal-L: contains all official Council documents that are publicly available or
classified as LIMITE. You can now access this version over the internet at any time from
any location where an internet connection is available. You can use it in your office, at home
or from your hotel room, for example the evening before a meeting. It remains accessible
via the dedicated partner Wide Area Network (WAN) as well.

= Delegates Portal-R: contains all official RESTREINT UE/EU RESTRICTED Council
documents. This version can only be accessed via the dedicated WAN which connects
Member States’ and EU institutions’ access points with the central Delegates Portal system.
Access to Delegates Portal-R is coordinated by local Delegates Portal administrators on a
need-to-know basis.

Note that the procedure to obtain access to Delegates Portal-R is different than the one for
Delegates Portal-L. A different manual for this system is equally available.

Page 5

EN



Delegates portal - General Secretariat of the Council of the European Union Request for Access procedure

2. Procedure

In order to access the Delegates Portal application, you need to provide some information about
yourself. This information is then sent to your local Delegates Portal administrator. When the
local Delegates Portal administrator has verified the details you have provided, he or she then
approves or refuses your request. Only after approval by the local Delegates Portal
administrator will you be able to log in to Delegates Portal. The system sends you an email
when your request for access has been approved.

To start the Request for Access procedure:
1. Navigate to Delegates Portal: https://delegates.consilium.europa.eu.

2. Click on Request access on the Delegates Portal login screen.

Login Name

Council of the
European Union Password

i

f

DELEGATES PORTAL
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2.1. Step 1: Organisation membership

When you click on "Request access" on the login page, the following dialogue box is displayed.

In this first step, select the organisation (Member State or European institution) to which you
belong. Use and = to expand and collapse sections in the tree.

Organisation membership

Organisations

* Cour des Comptes (Luxembourg)

* EEAS

* European Central Bank

* European Commission -

* Single Resolution Board

Austria

Belgium
MPFABEL - Ministry Foreign Affairs BELGIUM
RPB - Permanent Representation of Belgium

Bulgaria

Croatia

Cyprus

_ N ,
Click the button to confirm and to proceed to the second step.

~—, | You did not find the organisation you belong to?

Try to find an organisation that is closest to you in terms of your relationship with the
Council of the European Union.

Keep in mind that a local administrator within the selected organisation will have to
decide on the approval of your request.

Contact our helpline, if you feel blocked at this point.
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2.2. Step 2: Enter your personal details

Request for Access procedure

Once you have selected the organisation you belong to, you will be asked to provide some

general information about your self in the second step.

General information

Personal information Workplace information

Title * Department

Mr. EI v Permananent Representation

Name * Street

John v Rue de la loi 100

Surname * Postal code

Doe v 1000

Town

User login info Brussels

Country *

Belgium
JjohnDoe123

Password * Help

Retype new password *

sorssssseessse v

This information consists of:
1. Personal information

2. Workplace information

3. Contact details

2.2.1. Personal information

Here you are asked to enter:
= Title: Mr, Ms, etc.
« First name: your first name.
= Surname: your last name.

Login information:

Contact information

Phone *
+3225556677

Mobile

Alternative phone

Email address *

John.doe@permrep be

= Login name/User ID: you can freely choose a login name for your Delegates Portal

account.

~—, | Note the username should be at least 8 characters long.

ﬁ If the login name you choose is already taken, Delegates Portal will inform you
when you want to move on to the third step:

> The login name you have chosen is already in use by another user.
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Request for Access procedure

= Password & Retype password: enter the password you want to use to log in to Delegates

Portal,

and retype it to confirm.

The fields marked with * indicate the minimum required information you need to

enter in order to obtain access to the application.

| OO

The password must be a minimum of 10 characters and must contain:

= Both upper-case and lower-case letters
= At least one digit
= At least one special character (@,-,_,$,*,/,+)

e.g. "EuropeCouncil+1" (Do not use this example)

2.2.2. Workplace information

« Department: the department you are working for.

= Street: the name of the street where your office is located.

= Postal code: the postal code of the town/region in which your office is located.
= Town: the town in which your office is located.

= Country: the country in which your office is located

2.2.3. Contact details

= Phone: your work phone number.
= Mobile: your work mobile phone number.
= Alternative phone: an alternative phone number (can either be fix or mobile)
»  Fax: your fax number.
= Email address: your email address.
Options
Next click to continue to the next step.
~ click to abort the wizard and navigate back to the login screen.
Help click for assistance about the password format as described above.
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2.3. Step 3: Request summary

In the third step, you get a summary of your request. Please verify whether all the information
you provided is correct and confirm your request by entering the characters you see in the
captcha validation image.

Request summary

Organisation membership Workplace information Confirm your request
You are requesting access to Delegates Portal for the following Department 3
organisational entity: Permanent Representation D J S

/ A—

P-4

Please retype the characters you see in the image above.

Personal information

Name Contact information | |
Login Name (User D) Email address
Phone
No, go back and change my request
Options

click to finalise step 3.

click to navigate back to the first step and make the
No, g0 back and change my request | Necessary changes.

Confirmation screen

After clicking the confirmation button, the following screen is displayed:

Email validation

~/ Thank you! We have successfu egistere

You will shortly receive an email in the address you have provided.
Please follow the instructions in this email to confirm your access request and validate your email address.
Please note that you cannot login yet.

Once you have done this, your local Delegates Portal site administrator(s) will automarically be informed. He / she must approve your request before you will be able to login. You will be
notified by email once your request has been approved.

y | Validate your email address. Delegates Portal has sent you an email containing a
& link. You need to click that link to confirm your email address.

Only after the administrator has approved your request, you will be able to
. access Delegates Portal. You will be notified by email, once approval has taken place.
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2.4.

Step 4: Validate email address

Request for Access procedure

When you confirm your request for access on the summary screen, Delegates Portal will send
an e-mail to the email address you provided during the second step of the request. In this 4th
step, you need to validate that email address:

1. Open the email you received from Delegates Portal.

P |M—_} )

_ File Message McAfee E-mail Scan & @
k3 ’ I‘_
& x 3 Reply (X3 FOR ACTION / D... 3 & v & % (58 @ . E
(=4 Reply Al (% To Manager - L] - H

.- Delete ﬁ"év ! _ —|| Move [y Tags | Editing| Zoom Save Print Message Print Message | Reply All With

- Q Forward (1 Team E-mail T < o M Attachments Envelope & Attachments  Attachments

Delete Respond Quick Steps F] Move Zoom GSC Add-Ins

@ Click here to download pictures. To help protect your privacy, Outlook pre\re*{":‘ésﬁég_“-x?:g% lﬂownload of some pictures in this message.
From: |de|egahes.noreply@consilium.europa.eui Sent: wven. 26/02/2016 10:54
To:
Co
Subject: Council of the European Union - Delegates Portal

El
Fs
= Councilof the Notification
= European Union
Dear Mr Doe, John
‘You have requested access to the organisation '"MFABEL - Ministry Foreign Affairs BELGIUM'..
il
Please click here and follow the instructions to complete the procedure. In case of problems,
please contact your organisation Administrator(s):
« mfabelAdmin.one@mfa.be
Please note that - once you confirm your access request by validating your email address - an
administrator will be invited to approve your request before you will be able to login with this f
account. You wil be notified by email once your request is approved.
Chér(e) Mr Doe, John
Vous avez demandé accés au site 'MFABEL - Ministry Foreign Affairs BELGIUM'..
Veuillez cliguer ici et suivre les instructions afin de compléter votre demande. En cas de
probléme, contactez votre(vos) administrateur(s).
+ mfabelAdmin.one@mfa.be |
Veuillez noter qu'a l'issue de votre demande, un des administrateurs ci-dessus sera
automatiquement informé. |l/elle devra approuver votre demande. Cette etape est susceptible
de prendre un peu plus de temps étant donné qu'il s'agit d'une intervention manuelle. Dés que
I'administrateur local du site aura approuvé votre demande, vous recevrez une deuxiéme
notification vous informant que votre accés au site est activé. A partir de ce moment, vous
POUITEZ vous connecter au site. I
This 15 an automated message, DO NOT REPLY TO THIS EMAIL. Please note that the hyperlinks in "
this email require access to the infernet.
Ceci est un message généré automatiquement, NE REPONDEZ PAS A CE COURRIEL. Veulllez
noter que les hyperliens dans ce courriel nécessitent un accés vers internat.
-
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2. Click on the hyperlink ("here") in the email. Delegates Portal opens and displays a
confirmation page stating that your request has now been sent to an administrator for

approval:

Administrator approval

v

Your request has been submitted to your local administrator!
Your local organisation administrator(s) will now be notified and asked to approve your request.

Please wait for the confirmation email before trying to login.

Only after the approval of the local administrator will you be able to login in to Delegates
Portal with the username and password you chose in Step 2.
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2.5. Step 5: Approval by a local administrator

Request for Access procedure

Now you have completed your request for access, your local Delegates Portal administrator(s)
will receive an email requesting the approval of your request.

-{ﬂﬂ.l- Message

McAfee E-mail Scan &5 e
e x (23 FOR ACTION / D... 53 & v M Cg 058 E E
" =8 Reply All i To Manager - L » =
.- Delete ﬁ"e - CD ) —|| Move |3~ Tags |Editing Zoom Save Print Message Print Message = Reply All With
) i Forward =54 Team E-mail T - i - Attachments Envelope & Attachments  Attachments
Delete Respond Quick Steps F} Move Zoom G5C Add-Ins
@ Click here to download pictures. To help protect your privacy, Outlook prever{mf’e‘-ﬁiﬁﬁ&ﬁﬁ?ﬁé l:lownload of some pictures in this message.
From: Idelegan:es.nora:vh-I @consilium.europa.eui ven. 26/02/2016 10:54
To:
Cc
Subject: Council of the European Union - Delegates Portal
i)
.
! = Council of the Notification
| European Union
b
~
|
I
i
b
\ Dear,
"Mr John Doe" has requested access to the Delegates Portal (for "MFABEL - Ministry Foreign
il Affairs BELGIUM") with the following details: [l
t
i Account name: johnDoe123
Email: johnDoe@permrep.be
I Phone: +3225556677
You can approve this request by logging in to Delegates Portal (for "MFABEL - Ministry Foreign
Affairs BELGIUM") with your administrative account (MFABEL_ADMIN) and navigating to the i
L Organisation dashboard. You will find this request in the second box on the right hand side.
Tick the box next to the persons name in order to validate.
i a
i Chér(e),
i
"Mr John Doe" a demandé accés au portail des délégués (pour "MFABEL - Ministry Foreign
Affairs BELGIUNM™) avec les détails suivants:
NMom du compte: johnDoe123
[ Adresse e-mail: johnDoe@permrep.be |
Numero de tél.: +3225556677
I \Vous pouvez approuver cette demande en vous connectant sur le Portail des Délégués (pour
i "MFABEL - Ministry Foreign Affairs BELGIUM") avec votre compte administratif
(MFABEL_ADMIN) en navigating vers votre tableau de bord "Organisation” Vous retrouverez
I cette demande dans la deuxiéme boite a droite. Cochez l'option a cété du nom de la personne
pour valider la demande.
-
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Request approval notification email

When your local administrator approves your request for access, you will receive an e-mail
notification like the following:

e RS L [E=REER—
Message & e
\ aReply Y [23 FORACTION / D... &3 & (2 Mark Unread 5 © 15N @ =
I : T a
‘ 'z%ReplyAH ﬁ; To Manager - L‘—I Categorize ~ " _ﬁ _H
3 Delete L~ 4 . Move [:3 ~ Editing Zoom Save Print Message Print Message | Reply All With
kg Forward (34 Team E-mail - ¥ Follow Up ~ < Attachments Envelope & Attachments  Attachments
Delete Respond Quick Steps [F] Maove Tags Fl Zoom GSC Add-Ins
From: Idelegahes.noreply@consilium.europa.eu I Sent: wen. 26/02/2016 10:54
To:
Cc
Subject: Council of the Eurapean Unian
£a
-
Notification
European Union
DELEGATES PORTAL
Dear Mr John Doe,
Your request for access to has been approved by your local administrator.
IYou can now login with your account (johnDoe123). I
This is an automated message, DO NOT REPLY TO THIS EMAIL. Please note that the hyperlinks in
this email require access to the infernet.
Ceci est un message généré automatiquement, NE REPONDEZ PAS A CE COURRIEL. Veuillez
noter que les hyperliens dans ce courriel nécessitent un accés vers intemet.
-

From this point on, you can access Delegates Portal with the login details you chose in Step 2.
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3. Exceptions

If your request for access is refused, you will receive the following email:

Td o uaoEw [E=REER<
Message & e
i = x = Reply m (X3 FOR ACTION / D... N3 & (¥ Mark Unread oy {% 158 y EJ
|- EhRe =N 4 [l _H @

ply All b To Manager - =m Categorize = -
g, Delete | b~ 4 . Move [ - Editing| Zoom Save Print Message Print Message | Reply All With
gy Forward (24 Team E-mail - ¥ Follow Up ~ < Attachments Envelope & Attachments  Attachments
Delete Respond Quick Steps (] Move Tags [F] Zoom G5C Add-Ins
From: Idelegahes.noreply@consilium.europa.eu I Sent: wen, 26/02/2016 10:54
To:
Cc
Subject: Council of the European Union - Delegates Portal
iz
-
= Council of the Notification
= European Union
|
DELEGATES PORTAL
Dear Mr John Doe,
I Your request for access to has been refused by your local administrator. I
This is an automated message, DO NOT REPLY TO THIS EMAIL. Please note that the hyperlinks in
this email require access ta the infernet.
Ceci est un message généré automatiquement, NE REPONDEZ PAS A CE COURRIEL. Veuillez
noter que les hyperliens dans ce cournel nécessitent un acces vers internet.
b
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