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Registration Proses Flow

eAccess the portal via

https://moh.aseanmalaysia2025.m
Process 1 psi// s v/

eNavigate to the "New User" button

Process 2

eKindly complete the form and Click "Register" button

Process 3

eUpon successful registration, the system will redirect
you to the Login Page. You will receive an email
confirmation containing your login credentials once
your registration has been approved by the Secretariat.

Process 4

ePlease complete your profile and save all changes.

Process 5

Process 6 (On \2=]e)a][[e=16] (=8 « (Only applicable for Users invited by Secretariat/Focal
0 B o Point): Following the completion of your profile update,
for Users' invited by the participants' details will be submitted for Secretarial

Secretarial/Focal Point) [EIJJEED

oE-Vetting Approval: Once approved by the Secretariat,
the participants' details will be forwarded for e-Vetting

Process 7 —

*You will receive an email notification once your

Process 8 approval has been granted

eCollect Event Pass: Upon e-Vetting approval,
participants will be eligible to attent the event and

Process 9 collect their event passes beforehand.
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User Manual: Understanding Your Role

This section provides essential information regarding user roles within the event
management system. Understanding these distinctions will facilitate a smooth and efficient
experience for all participants.

1. The Role of a Delegate

A Delegate refers to an individual who will be attending the event. As a Delegate, your primary
responsibilities within this system include:

. Self-Registration (if applicable): Completing your initial registration for the event.

o Profile Management: Providing and maintaining accurate personal information,
including medical details, dietary restrictions, and allergy information.

. Event Participation Confirmation: Indicating your intended attendance for specific
main meetings and side events.

. Logistics Updates: Submitting and updating your flight and hotel accommodation
details.

o Receiving Communications: Accessing important notifications and official

communications dispatched by the Secretariat.

Delegates are primarily concerned with managing their own participation details and
receiving relevant event information.

2. The Role of a Delegates' Accreditation Officer (DAOQ)

A Delegates' Accreditation Officer (DAO) is a specially designated focal point, appointed by
the ASEAN Secretariat or a respective Member State. DAOs are entrusted with administrative
responsibilities for managing the registration and accreditation of a group of delegates from
their specific country or organisation.

DAOs possess enhanced functionalities within the system, enabling them to:

o User Account Management:
o Create New Users: Register new individuals as delegates under their purview.
o Edit User Information: Modify existing delegate profiles as required.
o Re-invite Users: Reset user passwords and re-send login credentials,
streamlining access for delegates.
. User Verification: Review and either verify or reject pending delegate registrations
from their country/organisation.
. Event and Participant Oversight:
o View Event and Participant Lists: Access comprehensive lists of main events
and the delegates registered for each.
o Add Participants to Events: Enrol delegates into specific main meetings or side
events.
. Profile Assistance and Monitoring:



o Assist Profile Updates: Help delegates in completing and updating their
personal profiles, including crucial flight and hotel information.

o Monitor Submission Status: Check the submission and approval status of
delegate profiles to ensure timely processing.

Key Distinction:

In essence, while a Delegate is an individual attendee managing their personal event details,
a DAO holds an administrative role, responsible for overseeing and facilitating the
registration, verification, and data management for a collective group of delegates from their
assigned country or organisation. This streamlined approach ensures efficient coordination
and management of participants.

Registration Checklist

It is important to review this section to ensure a seamless registration process. Providing all
necessary items and information in advance will significantly facilitate your experience on the
event day.

Photograph For the purpose of pass printing, kindly ensure your photograph is clear and your
face is fully visible. We recommend utilising a passport-style photograph with a white
background for optimal visibility.

Medical Details Should you have any serious medical conditions that require our awareness,
please provide the relevant details. This information will enable us to ensure your safety and
provide appropriate assistance if necessary.

Dietary Restrictions If you have any specific dietary restrictions, please provide details below.
This information will assist us in accommodating your needs regarding catering services.

Allergies Kindly provide details of any allergies you may have. This information will enable us
to take the necessary precautions to safeguard your well-being.

Meetings and Side Events Please ensure you confirm the meetings and side events you will
be attending with your respective organisation or focal point prior to finalising your
registration.
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Login Page

< > C M@ 2% mohaseanmalaysia2025.my/admin/login & W o s @

Password (0]

@

n n [} Remember me Forgot password?
e
INCLUSIVITY AND SUSTRINABILITY LOgIn

on Health Development (SOMHD) —
and Related Meetings

Snapshot

Need help registering or logging in? See our User Manual or email
aseandesk@moh.gov.my

Ministry of Health Malaysia

- To begin your registration, please visit the Ministry of Health’s main at

https://moh.aseanmalaysia2025.my/

Once the page has loaded, click on "New User" to proceed
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https://moh.aseanmalaysia2025.my/

Self-Registration Form

]
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Instructions

User Registration

L) Select salutation

O

n s E n n Enter alternate email address

Enter your email address

MALAYSIA 2025 -
INCLUSIVITY AND SUSTAINABILITY Select country/orgamsallon v
19th Senior Officials Meeting | Select role V_l
on Health Development (SOMHD) -
and Related Meetings User Manual Already Registered?

Dates : 30th June 2025 to 4th July 2025 ‘

Venue : Peta“ng Jaya’ Selangor, Malaysm Need help registering or logging in? See our User Manual or email

aseandesk@moh.gov.my,

© ASEAN Malaysia 2025

Salutation: Choose your salutation from the drop-down list: DATO’, DATO’ INDERA,
DATO’ SERI, DATO’ SRI, DATUK, DATUK SERI, DR., MR., MRS., MS.

Full Name: Please enter full name.

Email Address: Enter a valid and unique email address. Important notifications will
be sent here.

Secondary Email (Optional): Enter a secondary valid email address for backup
communication. This is optional but recommended.

Country/Organisation: Select your representing country or organisation from the
list

Role: Choose the option that matches your role in the event

Important: Please ensure all required fields are filled correctly




Notification

€ 5 C @ % mohaseanmalaysia2025.my/admin/login o % O @

(“) Registration Successful X
Registration is successful! You will receive
your login credentials via email once your
registration has been verified by the

L) Login Administrator.
o o0

@ﬁ“ = )
) vJ Password ®
)
: s E n n (] Remember me Forgot password?
2 S

INCLUSIVITY AND SUSTAINABILITY Login
()
) on Health Development (SOMHD)
User Manual

and Related Meetings
Need help registering or logging in? See our User Manual or email
aseandesk@moh.gov.my

Ministry of Health Malaysia

- Following the successful submission of your registration, a confirmation email will be
dispatched to the email address you have provided. Please be advised that all
registrations undergo a review process. Our team will process your request and revert
to you as soon as possible with information on the subsequent steps.

Instructions




Temporary Password

Registration Received — SOMHD19  inbox e B

Asean Malaysia 2025 secretariat@aseanmalaysia2025.my via spamexpertfilterw.mschosting.com 2:39PM (0 minutes ago) Yy @ “ :
to SHARIZAN, me «
Dear MR. SHARIZAN BIN OSMAN,

We are pleased to confirm that your registration for the 19th Senior Officials Meeting on Health Development (SOMHD) and Related Meetings has been successfully
verified.

We look forward to welcoming you to the SOMHD in Petaling Jaya, Selangor, Malaysia_

To access the participant portal, please use the temporary credentials below

Username Sharizan.morten@gmail.com

Temporary Password mj0ssGaALFIXZA4Y

Important: For your account security, please change this temporary password immediately upon your first login.

Should you require any assistance or have any inquiries, please do not hesitate to contact your designated focal point or the SOMHD19 Secretariat

at aseandesk@moh.gov.my .

)
©)

L
)
Q
()
=

)

Please log in here:

Sincerely,

The 19th SOMHD Secretariat

Once your registration has been verified by the Secretariat, your login credentials will
be sent to you via email.

Instructions

10
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Change Temporary Password

* O @

© SHARIZAN BIN OSMAN

€ > C M@ 2 moh.aseanmalaysia2025.my/admin/dashboard

O LN

@ Dashboard Dashboard # . Q

f=] Update Event Participation A# Change Password

Welcome Participants By Country = sign out
@ SHARIZAN BIN OSMAN E
DELEGATE
s G o
= MALAYSIA
@ Progress  [@Rejected  [Approved
(<
e Delegates By Country =
) Participant By Category
o Total Delegates Approved Rejected In Progress M Approved I Rejected Ml In Progress =
o 1 0 0 1
- 25
2
O 3 1 0 0 1
MALAYSIA
15
Total Approved Rejected In Progress
1
0.5 I

DELEGATE Others

To update your password, please click on your name located in the top-right corner of the
dashboard, and then select “Change Password” from the dropdown menu.

Instructions

12
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MALAYSIA 2025
INCLUSTVITY A0 SUSTRMAILITY

Q Dashboard Change Password

Update Event Participation

Current Password”

Enter current password

New Password”

Enter new password

Repeat New Password”

Enter new password again

n Change Password Cancel

Please enter your temporary/old password.
Kindly enter your new password.
Please re-enter your new password to confirm.

To complete the process, click the "Change Password" button.

13
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Snapshot
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Update Profile Details

G

{3} Dashboard

Update Event Participation I

Event Participation

Sorthy - v

19th Senior Officials Meeting on Health D
Related Meetings
() 30 June 2025-04 July 2025

© Petaling Jaya, Selangor, Malaysia

Showing 1result

1t (SOMHD) and

© Attending

Perpage 10 v

Profile Not Submitted

Q Search

I i Update Profile

£ Update Profile

(©) Update Event Participation
> Update Flight

[ Update Hotel

(] View Event Attendance

«] Cancel Attendance

menu.

After successfully logging in, you will be directed to your Dashboard.

To update your event participation details, please click on the "Update Event Participation’

To manage your profile, select the "Update Profile" menu.

15




¢ - C @ 2 mohaseanmalaysia2025.my/admin/update-participant?pid=alch574b-c4d8-48b8-a702-2d207724751c

@{nsenn o

X)) mathysia 2025

@) Dashooars n Update Participant Profile

Update Event Participation
General Details

Drag & Drop your photo here or click to

Sample Profile Photo Browse

Snapshot

Ensure the photo is clear and the face is fully
visible for pass printing

Salutation” First Name® Last Name”

MR. X v SHARIZAN BIN OSMAN Enter your last name
Preferred Name on Badge for Printing” Gender” Date of Birth”

SHARIZAN BIN OSMAN Please select gender v dd/mm/yyyy [m]
Mobile Phone Nationality” Email Address

B - 012-345 6789 MALAYSIAN X v Sharizan.morten@gmail.com

Alternate Email Address

This page allows you to update your Participant Profile. Please complete all required fields to

facilitate the vetting process.
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) Dasnboard Allergy(s)

f=] Update Event Participation

Other Needs(s) (P!

Please describe any other needs if necessary

Identification Document

IG Number”

Enter IC number

Upload I Document”

Drag & Drop your files o Browse

=
©)

=
)
e}
)
c

U

Meetings and Side Events.

Also attending:

Add Side Event

Submit Profile

H You may save your changes as a "Draft" if you wish to complete them later.

Once you submit your profile, no further edits can be made directly on the Profile page. Any
n subsequent amendments will need to be processed via the Secretariat.

Instructions

17



Snapshot
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Update Event Participation

G

() Dashboard Event Participation

Update Event Participation I

Sorthy - v

19th Senior Officials Meeting on Health D
Related Meetings

() 30 June 2025-04 July 2025

© Petaling Jaya, Selangor, Malaysia

Showing 1result

1t (SOMHD) and

© Attending

Perpage 10 v

Q Search

Profile Not Submitted I i Update Profile

£ Update Profile

(©) Update Event Participation I

> Update Flight
[ Update Hotel
(] View Event Attendance

«] Cancel Attendance

Participants" menu.

From your Dashboard, please click on the "Update Event Participation" menu.
To manage your personal information, select the "Update Profile" menu.

To adjust details about your participation in specific events, kindly click on the "Update Event

18




A
Please describe any other needs if hecessary

{a) Dashboard

=) Update Event Participation
Identification Document

IC Number™

Enter IC number

Upload ID Document”

Drag & Drop your files or Browse
Meetings and Side Events

Also attending:
n Add Side Event I

Submit Profile

Snapshot

This page serves as the landing point for "Update Event Participants.'

To add a side event, please click on the "Add Side Event" menu.
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G asenn ©

sy o s Y
IC Number”

{3} Dashboard
Enter IC number

=) Update Event Participation
Upload ID Document™

Drag & Drop your files or Browse

Meetings and Side Events

Also attending:

Meeting / Event” Attendance Mode”
Select an option . Select an option o~
n Add Side Event I

Submit Profile

Snapshot

Please select the option that corresponds to your Meeting / Event.

Kindly choose your Attendance Mode.

To add further meetings or events, you may click on the "Add Side Event" menu (this step is

)
=
2
)
©)
=]
e
)
)
=
=

optional).

20



Update Flight

G

() Dashboard Event Participation

Update Event Participation I

n S

Sorthy - v

19th Senior Officials Meeting on Health D 1t (SOMHD) and

Related Meetings
© Attending Profile Not Submitted I i Update Profile

() 30 June 2025-04 July 2025
© Petaling Jaya, Selangor, Malaysia 2 Update Profile

(©) Update Event Participation

Showing 1result Perpage 10 v
> Update Flight I

[ Update Hotel

(] View Event Attendance

Snapshot

«] Cancel Attendance

- From your Dashboard, please click on the "Update Event Participation" menu.
n To manage your personal information, kindly select the "Update Profile" menu.

n To update your flight details, please click on the "Update Flight" menu.

)
e
2
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5
)
)
c
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Q) Dashboard Update Flight Information
] Update Event Participation
Arrival Information
Arrival Date” Arrival Time (Malaysian Time)"
ad/mm/yyyy o
Flight Number" Airtine Name”

Arival Airport”

o
o Please select arrival airport v
: Domestic Transit (within Malaysia only)
o)
m Departure Information
c : :
m Departure Date Departure Time (Mataysian Time)'
dalmmiyyyy -}
Flight Number’ Alriine Name
Departure Airport”

Please select departure airport v

Domestic Transit (within Malaysia only)

“ ——

This page is designated for updating your flight information. Please complete all required fields
with your flight details

Once completed, kindly click on the "Save Changes" menu to save your flight information.

Instructions

22



Snapshot
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Update Hotel

G

() Dashboard Event Participation

Update Event Participation I

Sorthy - v

19th Senior Officials Meeting on Health D
Related Meetings

() 30 June 2025-04 July 2025

© Petaling Jaya, Selangor, Malaysia

Showing 1result

1t (SOMHD) and

© Attending

Perpage 10 v

Q Search

Profile Not Submitted I i Update Profile

£ Update Profile
(©) Update Event Participation
> Update Flight

H [ Update Hotel I

() View Event Attendance

«] Cancel Attendance

- From your Dashboard, please click on the "Update Event Participation" menu.

n To manage your personal information, kindly select the "Update Profile" menu.

n To update your hotel details, please click on the "Update Hotel" menu.

23




fa) Dashboard Update Hotel Information
[5] Update Event Participation

Hotel Information

Hotel Name™

Address

L 4
: ‘Check-In and Check-Out Information
o Checkein Date’ CheckeIn Time"
(v} ad/mmiyyyy o
: Check-In Date must be today or a future date
m Check-Out Date Check-Out Time
ad/mm/yyyy o

Check-Out Date must be after Check-In Date

H o

This page is for updating your hotel information. Please complete all required fields with your
accommodation details.

Once you have entered the information, kindly click on the "Save Changes" menu to save your
hotel details.

Instructions

24
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DAO Jurisdiction

A Delegates' Accreditation Officer (DAO) is the designated focal point appointed by the
ASEAN Secretariat responsible for managing users from their respective country.

Key Functions of a DAO

DAOs have the following additional functions to manage users within their country:

User Management

User Verification

Event List Management
Participants List Oversight

PwnNPE

DAO Responsibilities

A DAO is authorised to:

Register new users.

Edit existing user information.

Verify user accounts.

Add participants to the event list.

Update user profiles, including flight and hotel details, within the participants list.
Review the list of side events and the users registered for each.

Check the overall user list to identify any incomplete profiles, unsubmitted profiles,
or those awaiting e-vetting approval.

Nouk~wnNeE

Important Notes for DAOs

1. DAOs must invite the users they registered to the main event to enable those users
to update their profiles. Users who self-registered are exempt from this requirement
and may update their profiles immediately without a DAO invitation.

2. Once a user's profile has been submitted, direct modifications by either the user or
the DAO are not permitted. All subsequent changes must be formally requested
through the Secretariat.

26



DAO Dashboard

(G ASEAN o

) malaysiazozs

@ Dashboard Dashboard
I Update Event Participation I -

28 User Management Welcome Registration Statistic
@ HAFIZAN HASAN E ® In Progress @ Approved
© User verificaton PELECHTES ACCREDITATION OFFIEER (one) D
f=) Events List
-la [3) Participants List Total Event
Q Main Event Side Event
g 1 10

eVetting Status

Participant By Category

M Approved ! Rejected [l In Progress @ 55 Pending Approval

50 ° 0 Approved

a 0 Rejected
SD -

The "Update Event Participation" feature is a standard function available to all registered

users.

"User Management," "User Verification," "Event List," and "Participants List" are additional
functionalities provided to Delegates' Accreditation Officers (DAOs) to manage users within

their respective countries.
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User Management

G asean o

) Dashboard User Management > List
Users
Update Event Participation

I &% User Management I 0
Q search A 4
(©) User Verification
Name Email Address - Role - Country/Organisation
g {Z] Events List
_: [3) Participants List HAFIZAN BIN HASAN hafizan.hasan@gmail.com DELEGATE MALAYSIA n # Edit ® View H
Q SHARIZAN BIN OSMAN Sharizan.morten@gmail.com DELEGATE MALAYSIA # Edit © View _, Re invite
5 Showing 1to 2 of 2 results Per page 10 v

Create New User
Edit User Information

Re-invite User

Instructions

28



n =
Resend Password

Are you sure you would like to do this? The User's password
will be reset to a random password and will be sent via
email.

=
©)

=
)
e}
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c

U

When the "Re-invite user" button is clicked, the system will automatically reset the user's
password to a randomly generated one and send it to them via email.

This function enables the DAO to reset a user's password directly, thereby eliminating the need
for the user to utilise the "Forgot Password?" option.

Instructions

29
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User Verification

(G ASEAN

) malavsia 2025
MALAYSIA 2025

{2 Dashboard User Verification
[5] Update Event Participation

o
% User Management

I o User Verification I Name Email Address Role
5] Events List
FARIS YUSOFF faris.yusoff.tech@gmail.com DELEGATE
[3) Participants List
RIDZMAN TESTING azzahariridzman@gmail.com DELEGATE

Showing 1to 2 of 2 results Perpage 10 v

0

Q search A g

‘Country/Organisation -

n A DAO may proceed to Verify or Reject user registration

30




Events List

G ASEAN o

) maiarsia 2oz

{2} Dashboard Available Events
{=] Update Event Participation
22 User Management Q search
(¥) User Verification Title Venue Start Date Status
Events List
I vents Lis I 19th Senior Officials Meeting on Health Development (SOMHD)... Petaling Jaya, Selangor, Malaysia 30-06-2025 @ © View & Add Participants n
[3) Participants List

Showing 1result Per page 10 v

=
©)

=
)
e}
)
c
0

n A DAO is able to view the list of main events and the users registered for each.

n Additionally, a DAO may add participants to these events.

Instructions

31



Participants List

G ASEAN o

) maihrsiazozs

() Dashboard Participants List
{Z] Update Event Participation
[
22 User Management Q search Y m
(9) User Verification Name - Event Title Country/Organisation Status
) 5] Events List
o 8 SHARIZAN BIN OSMAN 19th Senior Officials Meeting... MALAYSIA Pending Profile Update
: I B Participants List I
g 8 HAFIZAN BIN HASAN 19th Senior Officials Meeting... MALAYSIA Pending Profile Update
)
5 8 RIDZMAN TESTING 19th Senior Officials Meeting... MALAYSIA Pending Profile Update
8 FARIS YUSOFF 19th Senior Officials Meeting... MALAYSIA Pending Profile Update

Showing 1to 4 of 4 results Perpage 10 v n

A DAO is able to check the submission and approval status of participant profiles and, where

necessary, assist users in updating their profiles.

Instructions

32



Assist Participants in Updating Their Profile

(G ASEAN

) matasiaz0zs

) Dashboard Participants List
{Z] Update Event Participation
_0

22 User Management Q search

@ User Verification Name Event Title Country/Organisation - Status
L~ =) Events List
o 8 SHARIZAN BIN OSMAN 19th Senior Officials Meeting... MALAYSIA Pending Profile Update
= B Participants List
7)) 2 Update Profile
Q 8 HAFIZAN BIN HASAN 19th Senior Officials Meeting... MALAYSIA Pending Profile I Update Flight
g [l Update Hotel
m 8 RIDZMAN TESTING 19th Senior Officials Meeting... MALAYSIA Pending Profile @ Delete

8 FARIS YUSOFF 19th Senior Officials Meeting... MALAYSIA Pending Profile Update m

Showing 1to 4 of 4 results Perpage 10 v

n A DAO may click the "Actions" button to update a user's profile, flight, and/or hotel details.

Please refer to the "UPDATE PROFILE DETAILS" section and follow the same steps to update
the profile, flight information, and/or hotel details.

Instructions

33
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Forgot Password

Login

B B °) ﬁ ——
ASEAN e [ ] 9@

MALAYSIA 2025
INCLUSIVITY AAD SUSTAINABILITY Login

on Health Development (SOMHD) S n s E n n
and Related Meetings Send Email
Need help registering or logging in? See our User Manual or email ananIn 2025 I

indesk( h.
acoamesk @b goemy INCLUSIVITY AND SUSTAINABILITY

e
©)

=
)
o
)
=
)

Ministry of Health Malaysia

- Please click the "Forgot password?" link to navigate to the password reset page.

n Kindly enter your valid email address and then click the "Send Email" button. The system will
then dispatch an email to you with instructions to reset your password.

Instructions

35
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Sign Out

€ 5 € [ % mohaseanmalaysia2025my/admin/dashboard * O @

O LN °

© SHARIZAN BIN OSMAN

A& Dashboard Dashbhoard # 6 @
5] Update Event Participation P Change Password
Welcome Participants By Country & signout
@ SHARIZAN BIN OSMAN &=
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To sign out from the system, please click on your name in the top-right corner of the
dashboard, and then select "Sign out" from the dropdown menu.
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Cerima Kasil
Thank You



