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Step 1 : How to log in. 

After your account has been activated, you may login to make a new application. 

 

 

 

 

 

 

  

Click on the 

big red Login 

Button to 

begin. 

Now just input your username and 

password and click on the 

 Log In button or press Enter. 



 

   

Step 2, Submitting a new application 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Simply head over to 

the Accreditation tab 

and select New 

Application. 

All the following 

icons must be 

ticked in order 

for you to move 

forward with 

your application. 

After completing each page, press 

the Next Step button to validate 

the information. 

All the Sections above must be 

filled in in order to submit the 

application. 



 

   

Step 3, General Information   

Hover your cursor over 

the  to obtain a 

description of the 

information required. 

You will also find links to 

the  specific criterion. 

If there is a  next to 

a field name, it 

means that the field  

is mandatory and 

MUST be completed. 

NEW : We have a new fee for 

events with up to 100 

participants. 

Green indicates that 

you completed that 

part of your 

application 

Orange indicates  

that this is the 

part of your 

application you 

are working on 

Grey indicates the 

parts you still have to 

complete 



 

   

Step 4, Detailed information 

 

  

NEW : Max characters increased to 1.000.000. 
NEW : Editing  tools 

NEW : All information entered is saved 

automatically upon clicking the next 

, allowing you to complete step button

your application in multiple sittings. 

You can always return to a previous 

page and complete/edit it at a later 

date by clicking on the icon.  

 



 

   

Step 5, Scientific & contact information 

  

The information entered here will 

appear on all formal communication 

(letter of accreditation, certificate,…). 

This is the person who will receive all communication 

regarding the application. 



 

   

 

  

This is the person who will have to 

sign the Director’s Declaration form. 

A document to provide later in your 

application. 



 

   

Step 6, Supporting documents 

  

Once you have uploaded the file, 

the file name turns blue. You can 

double check the document you 

have uploaded by clicking on it. 
Have you uploaded 

the wrong 

document ? 

Click here to erase it. 

Click here to download the 

pre-completed template;  

(This will ensure you have 

the latest version of our 

template) 

print it; 

hand it to the person 

concerned for signing; 

scan it and save it as a PDF 

file;  

upload it by clicking here. 



 

   

Step 7, Billing information 

  

This field will be pre-

completed with the 

information you submitted 

at the time of registration. 

However, you always have 

the possibility to edit it if 

necessary. 

This is the address the Invoice shall 

be sent to. 

The contact person will receive a 

confirmation email that the invoice 

has been sent to the billing contact 

person. 



 

   

Step 8, Review and submit 

 

 

For now online payment system allows transactions via 

the following cards: 

- American Express 

- Bancontact 

- Visa (to come)  

 

 

  

NEW : You may now pay 

directly online via Online 

Payment. 

You may only submit 

once all the other pages 

have been completed 

(all green icons). 

Once you have submitted 

your application: 

- the invoice will be sent to 

the Billing contact’s e-mail. 

- The contact person will 

receive a confirmation email 

that the application has been 

submitted. 

WARNING: Once your application has been submitted you will not be able to edit the 

information you have inputted. 

For any changes you’ll have to contact the EACCME department. 



 

   

 


