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Designating a Conference Focal Point – 
Step by step guidance 

1. Once logged into iCSO

(http://esango.un.org/civilsociety/login.do),

navigate to Profile > Contacts & Participation

from the menu bar.

2. Click on New contact to add a new contact, or
assign this contact type to an existing contact.

To assign an existing contact as Conference 
Focal Point, click the contact’s last name to open 
her or his profile page and then click ‘Update’.  

http://esango.un.org/civilsociety/login.do
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3. Designate the contact with the Conference Focal Point role:
Select “Conference Focal Point” in the box on the left side,
and click the top arrow button to add this role to the box
on the right.

4. Ensure that the person’s unique, personal email address is
specified. This email address will become the person’s
Indico username, or must match their Indico username if
they already have an account.

Do not use the same email address for multiple contacts.

Scroll down to the bottom of the page and click “Save”




