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1 Overview 

National Focal Point (NFP) of Parties and Designated Contact Point (DCP) of the UN system 

organizations / UN specialized agencies may request the pre-printing of badges for their delegations. 

These pre-printed badges may be collected in advance at the registration counter of the conference 

venue.  

Please note the following: 

• Participants must be registered in the Online Registration System (ORS). 

• This option is only available to participants who have a photo in the system (see How to 

upload a photo). The UNFCCC Registration and Accreditation team will not accept photo 

uploads through any other means if the photo is not available in the system. 

• Pre-printed badges request must be submitted via the “Communication” tab in accordance 

with the instructions provided below. Requests that do not follow the correct procedure 

may be rejected. 

• Request must be submitted no later than two (2) working days prior to the desired pick-up 

date. The secretariat will inform the requester via ORS when the badges are ready for 

collection. 

Note: Participants whose badges have been printed will be listed in the final List of Participants. 

2 Instructions 

2.1 Requesting pre-printed badges  

1. Go to “Communication” tab (1) and under "Type” select “Pre-Printed badges” (2). 

 

 

 

 

 

 

 



2. A list will be displayed with the names of all confirmed participants.  

Select the participants whose badges are to be pre-printed. You can select multiple participants by 

holding the “Shift” or “Ctrl” key while clicking on their names (3). 

 

 

3. Once the names of the participants have been selected, provide the name of the person 

authorized to collect the badges in the text box (4) and select “Save and continue” (5). 

 



2.2 Collection of pre-printed badges 

Please note that the NFP/UN-DCP will be notified via the ORS once the pre-printed badges are ready 

for collection.  

• When the NFP/UN-DCP is notified that the pre-printed badges are ready for collection, the 

authorized person may approach any registration desk to pick up the badges. 

• The authorized person must review and sign a pickup credential form on behalf of the 

participants and is responsible for the distribution of the badges. 

 

  



2.3 How to upload a photo 

1. In the “My delegation” tab (1), go to the “Action” column and select the “Photo” button (2). 

 

 

2. On the next screen, click “Browse” (3) to upload the participant’s photo from your device. The 

maximum file size of photo should not exceed 4MB. 

 

 



3. After selecting the file, the photo will appear in the image box. To save the photo, select “Save 

changes and continue” (4).  

 

 

4. The “My delegation” tab will reappear, and the message bar will notify you that the photo has 

been successfully uploaded.  

 

 


