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CONFTOOL delegate registration tutorial 
As updated on 16 July 2024 

 

From 2017, ICSOBA selected ConfTool (ConfTool - Flexible Conference and Event Management Software) as 
its Conference and Event Management Software. ConfTool is a Web-based event management system 
developed to support the organization of academic conferences, workshops, congresses, and seminars. It has 
helped more than 5000 organizers to make their events a success and is available in over 15 languages. 

Every year, ConfTool is specifically configured to meet the needs of the ICSOBA International Conference and 
Exhibition. With time and experience, we progressively fine-tuned ConfTool scope and usage to optimize 
efficiency. 

As of 2024, ConfTool is used for two purposes: 

A. the submission and review process of contributions, 
B. the registration, administration, and invoicing of participants. 

The very purpose of this tutorial is to provide guidance to ICSOBA participants on how to register to an 
ICSOBA International Conference and Exhibition. 

Although most of ICSOBA participants are familiar with ConfTool usage, the growing audience of ICSOBA 
means every year many newcomers are experiencing such registration process. As every organiser’s 
communication, participant access rights and access to the online conference platform, participant badges 
content, determination of fee, fee payment tracking…. are developed and processed based on ConfTool 
database, it is compulsory each participant input personally his/her personal details and program selected 
options. 

This what we hope to facilitate by providing this tutorial. 

This document is a living document and will be enriched and updated regularly from the user’s feedback. 
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The registration process consists of 3 separate and successive phases. The sequence of the phases needs to 
be complied with, but the 3 phases could be undertaken one after the other during the same session, or the 
process could be ended at the end of any phase and resumed later. 

These 3 phases are: 

 Create New User Account 
 Registering to the Conference 
 Conference fees payment 

This tutorial is dealing with each of these phases. 
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1. Create New User Account 

At the time of the yearly parameter setting of ConfTool, only the previous year reviewer’s accounts (and 
ICSOBA Directors) are uploaded in the system. 

This means that if you are a last year reviewer, you can skip this step of creating a new account providing 
you are using the same email address as you used last year. 

For all other participant, you must first complete this first step. 

Note: for some specific cases (typically participants benefiting from free registration as part of a Sponsor 
package), ICSOBA administrator may create your user account. In such case, you will receive an email from 
the ConfTool, system inviting you to reset your password and enter your personal details (step 1.2 of this 
tutorial) 

1.1. Reach ConfTool login page 

Reach this page at ICSOBA 2024 - ConfTool Pro - Login 

 

1.2. Register New 

Filled in all the compulsory fields marked with an asterisk (*) 
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If you require a visa support letter from ICSOBA, fill in the next two paragraphs (this can be done at a later 
stage as you will always be able to come back to your personal details). 
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Tick the data privacy check box as well as the email usage you select. 

Add any comment you deem useful for the organisers. 

 

Fill in the account information. These are compulsory fields marked with an asterisk (*) 

 

Depending on what you would like to do now, click either on: 

 Create User Account Only 
 Submit and began With Participant Registration 
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If one or several compulsory fields were missed or wrongly filled in, you will get an “Error During Registration” 
message. 

When selecting “Create New User Only”, if everything OK, you will get a screen like: 

 

From this page, you can:  

 Check and/or edit/update your account detail. 
 Generate an Invitation letter for the conference. 
 Generate a visa Invitation letter for the conference (if you filled in the passport and arrival/departure 

details). 
 Logout and come back later by login in using the Username and Password you just defined 
 Register to the conference as participant (same as if you would have selected “Submit and began 

With Participant Registration” on previous screen 
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This completes the process of creating a New User Account in ConfTool. 

Therefore, as the end of this first phase, you achieved the status of “ConfTool user”. You have NOT yet 
register to attend the conference. 
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2. Registering to the conference 

If you have stopped the process after creating your ConfTool, account and you now want to register to the 
conference, you need first to log in using Username and Password you defined during previous step. 

 

Login will bring you to the “overview” screen: 
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From which you select: Register as Participant 

The registration process itself is split into 4 steps: 

2.1. Participant status 

Select your Status Information. 

Pay attention to the status of your company: if your company is an ICSOBA Corporate Member, you benefit 
of a 10% discount on the registration fee. To get this discount, you need to enter the Company Discount Code 
in the field opening on the bottom of the screen. 

So check the status of your company at Corporate - ICSOBA and request from your company ICSOBA 
representative the discount code. 

Please note if you wrongly register as participant whilst eligible to CM discount, we will not be able to 
refund you with this discount. 
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Don’t forget to cross check and edit if required your badge details as you would like them to appear on your 
Name Badge 

Click on “Proceed to step 2” 

2.2. Event and Item selection 

On this screen, you will be able to select the event you would like to participate during the conference. 

 Physical or online registration 
 Complementary event and other chargeable options 
 Send remarks to the organisers. 

Please note that your registration includes invitation for one accompanying person to the welcome cocktail 
and the gala dinner. However, this invitation doesn’t allow for conference or exhibition participation. 

For better management of the conference catering, help us by indicating the right number in these fields.  
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Click on “Proceed to step 3” 

2.3. Registration summary 

This screen is providing you with the recap of your choices, corresponding fee and total amount chargeable 
to make your registration effective. 

 

The purpose of the following part of this screen is to either confirm yourself as recipient of the invoice and 
receipt, or fill in the details for an alternative person/address 
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Lower part of the screen reminds you that “Credit Card” is the payment option to clear your ICSOBA 2024 
registration fee. ConfTool system is fully integrated with the secure and well-known Stripe online payment 
service.  

By using CC payment, you benefit of a fast, reliable, and secure service whilst enabling us to avoid the burden 
of the administrative payment tracking. 

By using CC payment, you also benefit from the enhanced, fast and integrated ICSOBA refund policy (Full 
refund less 50$ administrative fees till 15 October 2024) 

 

Very limited exception could be accepted subject to specific agreement with ICSOBA management.  

 “Group payment” is available for companies enrolling 5 participants or more. If this is your case, you should 
have completed the “Alternative invoice address” with at least name and email of your company colleague 
managing this group payment. 

Inquiries must be addressed to info@icsoba.org 

Completion of this screen will not trigger the payment process. 

Click on “Proceed to step 4” 
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2.4. Confirm registration. 

This is the final step leading to the status of “pending payment participant” of your registration. 

This is confirmed by the sentences highlighted in yellow: 

 

The next paragraph is another recap of the options you selected, your payment method and remarks. 

The last step is to read the terms of registration and payment: payment policy, refund policy and ICSOBA 
conference general policies. Then confirm agreement by ticking the check box.  

 

Click on “Confirm registration” 

This completes the process of creating your participant profile and options for the conference. 
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Therefore, as the end of this second phase, you achieved the status of “pending payment participant”.  

You are NOT yet a registered participant to attend the conference. Your registration will be effective only 
when full payment is received. 

This second phase concludes on the ConfTool “overview” page on which your status is indicated in the header 
paragraph: 

 

From this ConfTool “overview” page, as ConfTool user, you have now access to several options: 

 

Of particular interest, if you need an invitation letter for a visa request, you can download the ICSOBA 
invitation.  
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Also, from this ConfTool “overview” page, as participant, you have now access to the following options: 

 

Notably, you can access your Invoice and Registration Confirmation and cross check your badge detail. 

You now must move to the last phase of the process: conference fee payment. 

This last phase of the process can be undertaken either in continuation of phase 2 or at a later stage by 
returning to the ConfTool site and login in again. 

We would like to draw your attention to a very important point regarding the different categories of fee, 
depending on the date of your registration: 
 
To benefit from a specific rate, your payment must be received before the last day of the corresponding 
category. 

 before 31/7 for Early Bird 
 before 30/9 for Regular 
 before 15/10 for Late 

 
Failure to comply with these deadlines will result in the rate being automatically adjusted to the new 
rate of the day. 
 
A reminder will be sent to all registered participant “without payment” about one week before each of 
those deadlines. 
 
Note: a specific deadline is set for the speakers who must have cleared their registration fee before 
Tuesday 27 August (60 days before conference opening).  
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3. Conference fees payment 

Irrespective if you start this phase 3 in the continuation of phase 2, or if you resume the process sometime 
after completing phase 2, the process is the same as you will be starting from the ConfTool overview screen. 

3.1. Credit Card payment (Stripe) option 

 

From this screen, click on the Stripe banner “Start Payment” as illustrated above which will direct you to the 
Stripe payment screen hereunder: 

 

Fill in your credit card detail and follow on screen instructions. 
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3.2. Payment completed 

This stage is achieved either when you complete payment, or when organisers have waived your 
registration fee, or allocated your registration fee to your company group invoice. 
 
The header paragraph of the ConfTool “overview” page is now modified to: 
 

 
 
You also receive from the ConfTool system AND you can print from the ConfTool “overview” page your 
payment receipt: 
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At the end of this third and last phase, you achieved the status of “Registered Participant”.  

The bottom part (possibly on a second page) of your Invoice and Registration Confirmation now looks like: 

 
 
 
 
 
 
END OF THE PROCESS 


