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1 Introduction

The Election Observation Mission Roster is the system allowing you to register your CV and apply or
be proposed by your Member State to an EU EOM as Core Team Analyst or Observer.

The system has been updated and a new version has been released in December 2021. This User
Manual will help you find your way in the new application and guide you to use the new functionalities
and have the best experience possible.

For any technical question you might still have or in case you encounter a technical issue not described
here below, you may contact the helpdesk of the Directorate-General for International Partnerships:
INTPA Support Services - intpa-support-services@ec.europa.eu.

1.1 Loginto the system

Open the EOM Roster: https://webgate.ec.europa.eu/eom/roster, and use your EU login credentials
to login:

e Enter your e-mail address in the available field and click on the "Next" button.

Sign in to continue

Enter your e-mail address or unique identifier

Create an account m

Or

Sign in with your elD

Sign in with Facebook

Sign in with Twitter

Sign in with Google

B0 O

e Enter your password, select your 2-factor verification method, and then click on the "Sign in"
button.



mailto:intpa-support-services@ec.europa.eu
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Sign in to continue

Welcome

external.user

(European Commission)

Sign in with a different e-mail address?

Password

Lost your password?

Choose your verification method

EU Login Mobile App PIN

eee

'Y X ] Code

eee . . . V
™ Use your registered EU Login Mobile

app to verify your identity.

If you did not set up the 2-factor verification method yet, please refer to the EU Login Guide (PDF) from
page 4.

If you do not own an EU login account yet, please refer to section 1.2.1 here below to learn how to
create one.

1.2 EU Login Account — creation and update

1.2.1. How to create an EU Login Account?

1. Go to the page https://webgate.ec.europa.eu/cas/login and click on the "Create an account” link on
the EU Login main page. There is no need to fill in the "Use your e-mail address" field.

Use your e-mail address

I Create an account I

2. Fill in the provided form with your personal details:



https://wikis.ec.europa.eu/download/attachments/33522225/MA_EU%20Login_EN.pdf
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o First name —Your first name cannot be empty
and can contain letters in any alphabet;
e Last name — Your last name cannot be empty
and can contain letters in any alphabet;

Create an account

Help for external users [ E'mail - An e'ma” addl’eSS that yOU have
First name access to;

e Confirm e-mail — Type your e-mail address
again to make sure it is correct;

LAM: N0 e E-mail language — The language used when
EU Login sends you e-mails regardless of the
language used in the interface. It guarantees
that you are able to understand these e-mails
even if they were triggered mistakenly. EU Login
Contirm e-mail only sends you e-mails for validating your
identity or for notifying you about security
events affecting your account;

E-mail

E-mail language

- e Enter the code — By entering the letter and
English (en) v . .

numbers in the picture, you demonstrate that
Enter the code you are a human being who is legitimately

creating an account. If the code is too difficult
to read, click on the button with two arrows to
generate a new one;

e Check the privacy statement by clicking on
the link and tick the box to accept the
conditions;

e Click on "Create an account" to proceed.

By checking this box, you acknowledge
that you have read and understood
the pnvacy statement

If the form is correctly filled in, an e-mail is sent to the address you provided in order to verify
that you have access to it. After a couple of seconds, you should receive an e-mail in your mailbox. If
you cannot find the e-mail, check your spam or junk folder. Click the link in the e-mail or copy/paste it
in the address bar of your browser. You are invited to select a password and to confirm it to make sure
you did not mistype it. The E-mail field is prefilled and cannot be changed. It should contain the e-mail
address you provided previously. Then, follow the instructions in the EU Login Guide (PDF) from page
4 to create your required 2-factor verification method.

1.2.2. How to update personal information linked to the EU Login account (name and E-
mail Mainly)?

To update your account, go to the following URL: https://webgate.ec.europa.eu/cas/login. Once
successfully authenticated, move the mouse over the gear at the top right corner to display the menu
and select "My Account".
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Successful login

2 You are now logged In to EU Login.

To stop the automatic single sign-on. click Logout or close all

browser windows

Firstname LBS‘MM@

user@emall eu

(External)

Change password

I My Account

Logout

Then, select “Modify my personal data”. And you will be able to update your First and Last name, and

your E-mail Address.

My Account

’s
g

My account details Modify my personal data

g
<"

Manage my mobile devices Manage my mobile phone

numbers

@
g2

Delete all my devices and

Display my sessions
elD (PANIC) A

You can view the sessions opened for

vaited appic aton:

Delete my account

Link my elD

A ink y

L
L

account

Modify my personal data

First name

Last name

E-mail

E-mail language

‘ English (en)

1 want to receive e-mail notifications.

O warn me each time an application asks for my
identity

O view my EU Login account details after logging
mein

O Always require multi-factor authentication
[ Enable adaptive authentication for my account

m i

A If you foresee a change of your main E-

mail address, we advise you to change it
also in your EU login account. Your account
allows you to authenticate (mainly via e-mail)
and therefore to log the EOM Roster.
Furthermore, it generates a unique identifier
used to create and maintain the link between
you and your CV. Keeping the same EU Login
account and keeping it up to date is therefore
very important.




1.3 Navigation

The EOM Roster allows you (1) to register your CV, and (2) to apply as CT member or Deputy Chief
Observer to an EU EOM.

The navigation panel is on the left side of the application:

# Home

@ Applications

@ wmycv

1.4 Log out from the system

To log off from the application:
1. Click on the top right profile icon

2. Click on Logout button at the bottom of the user menu

\Welcome UNKNOWN UNKNOWN

I Email :

Clicking on the right profile icon also allows you to consult your EU login account details (Email and
Username), along with the role you have in the application. The role determines the rights and
permissions (functionalities you have access to) that you have in the application.

2 Manage your CV

2.1. Createa CV

If you do not have a CV yet, when clicking on “My CV” tab, you will reach an empty screen with an
invitation to create a CV. Click on “create CV” to start the process.



You have currently no CV registered under this account

Please note that in order to connect to your CV, you have to use the same E-mail (for authentication - EU login)
than the one you used at the moment of its creation.

If you change your E-mail address, please make sur to modify it in your EU login account in order to not lose
the access to your CV.

For more information or to recover a lost CV, please consult the user manual or contact the helpdesk through

the "Help" tab.
Createa CV

To create a CV, you must fill in the information contained in the first section: “Personal Details”. All
information marked by an asterisk* is mandatory.

You will notice that your surname, First Name(s), and main E-mail Address are already filled in

and cannot be edited. This information is retrieved from your EU login account and is the way
the system authenticates you and does the match between you and your CV. Therefore, it is of utmost
importance to always use the E-mail address indicated in your EU login account to log in the EOM
Roster. Otherwise, the system will not be able to retrieve your CV.

New CV
Personal Details *
enTiTy

Sumame *

UNKNOWN

First Name(s) *

UNKNOWN

Date of Birth *

PASSPORT DETAILS AND DEPARTURE AIRPORT

Passport Number *

ADDRESS

TELEPHONE NUMBER(S) AND E-MAIL ADDRESS(ES)

Select a gender

Select a country

<5 E-mail Address *

EuropeAid-EOM-TESTS-x55b336(@ec. europa.eu

5 ‘ + AddEma



e The Date of birth must be in the past.

e Only the EU members citizens, Canadians, Swiss, and Norwegians can participate to EU EOMs.
And the 3 latest as Observer only (proposed by their focal point). Therefore, you cannot create a
CV if you do not have one of these nationalities.

o The maximum length authorised in each field is indicated at the upper right corner of the field.

e The date of Expiry of your Passport must be posterior to the Date of Issue.

Once you save this first section (with valid information), your CV is created, and the other sections of
your CV are displayed.

UNKNOWN UNKNOWN

Last updated on 30/04/2021 15:03
Personal Details * 5
Netot 5
skills >
Education and Training >
Experience >
Reference N
Previous EU EOM(s) and Training Mission(s) and Rotation Indicators >

2.2. Update your CV

You can update each section or sub-section of the CV independently. The CV contains 8 sections. The
first one, Personal Details, is mandatory and must be filled in to be able to create the CV. The last one,
Previous EU EOM(s) and Training Mission(s) and Rotation Indicators, is automatically filled in by the
system and cannot be edited (see section 2.5 here below). The 6 other ones cand be edited according
to your timing and preferences.

When a section of your CV has not been filled in yet, a message indicates that no information has been
provided yet. Click on the “Edit” button to start filling information or to update existing information.

Once the information has been filled in or updated, click on the “save” button. In case you forget to do
so, a message will be displayed:



Unsaved changes *

You are about to leave the page without saving. Please note that every modification not saved will be lost.
Are you sure you want to leave this page?

Mo Yes
2.2.1. Next of Kin section
All information marked by an asterisk* is mandatory.
You can add up to three next of kin by clicking on the “Add One” button.
d ~ peo hat th i e ted it ‘7+ Add One

2.2.2. Skills Section

The Skills section of the CV is further subdivided into three sub-sections: Driving Skills, Computer Skills,
and Language skills. Each sub-section can be edited independently.

The computer skills can be selected among a predefined list:

skills

COMPUTER SKILLS

Access

Excel
Word

PowerPoint

Social Media Platforms
Web Designer

Network Administration

You can select as many as you want:

Skills

COMPUTER SKILLS

—

10



In the language skills sub-section, information is displayed in a grid. For each new language selected,
you must indicate your writing, speaking, and understanding levels.

You can add as many language as needed by clicking on the “Add One” button. This will generate a
new row to fill in.

skills
LANGUAGE
Language Writing Speaking Understanding (Listening and Reading)
Select a language Select a level s Selectalevel s Selectalevel
A1/A2 (Basic User); B1/B2 (Independent User); C1/C2 (Proficient User) - Common European Framework of Reference for Languages + Addone
B

2.2.3. Education and Training Section

The Education and Training section of the CV is further subdivided into three sub-sections: Education,
Election Related Training, and EU E-Learning Certification. Each sub-section can be edited

independently.

Education and Training <
EDUCATION PR
ELECTION RELATED TRAINING m
EU E-LEARNING CERTIFICATION 2 Ein

tificate added yet

In each sub-section the data is presented in the form of grids. The sub-section itself is not mandatory
information. You can choose to not fill it in. But once you start filling in information in one row of the
grid, the whole row must be completed.

You can always add more rows by clicking on the “Add One” button. The additional rows can then be

removed by clicking on the trash bin icon.

Education and Training

From (dd/mmvyyyy) To (dd/mm/yyyy) Country Name of University or Institution Diplomas or Degrees obtained
To clear all the information contained in a row at once, click on the orange cross button.
Education and Training
[+ pasone |

11



2.2.4. Experience Section

The Experience section of the CV is further subdivided into two sub-sections: Election Related
Experience and Other Professional Experience. Each sub-section can be edited independently. As the
previous section, all the data of this section is presented in the form of grids. And likewise, once you
start filling in information in one row of the grid, the whole row must be completed.

For the other professional experience, once you select the “ongoing” option, the “To” date field is
automatically replaced by the “ongoing” mention.

Experience

OTHER PROFESSIONAL EXPERIENCE

From - To (dd/mm/yyyy) Ongoing Country Company/Organisation Position Main Tasks

.
+ A |
=
2.2.5. Reference Section
All information marked by an asterisk* is mandatory.
You can add up to three references by clicking on the “Add One” button.
+
,,,,,, [+
=

2.2.6. Motivation Section

This section is a free text field. There is no formatting option.

You may copy-paste the text from another source but formatting will not be kept (bold, colours,
underlining...). The numbering or bullet points listing will be kept.

2.3. Submit your CV

A If the CV has not been submitted, you are the only one to be able to see it.

To be able to apply to an EU EOM or a training mission and to be visible by your Member State (to be
proposed as Observer for an EU EOM) or by the persons in charge of candidates’ selection, you must
submit your CV.

To submit your CV, just click on the “submit” button at the bottom right of your CV (below all the
sections):

12



. o UNKNOWN UNKNOWN =

G5 appiications ast update

@ wmyov
Personal Details * >
Next of Kin # edit Y
skills >
Education and Training >
Experience >
Reference # can S
Motivation >

Previous EU EOM(s) and Training Mission(s) and Rotation Indicators

>
A Submit CV

Read carefully the information provided, and give your agreement:

CV Submission

| hereby declare that the information provided is true and given in good faith.

I understand that once submitted my CV will be visible to the persons in charge of the
candidate selection for European Observations Missions.

Please note that any team member receiving a non-

recommended evaluation following his/her participation to a | understand that my personal data will be processed in accordance with the Privacy

| not be able to apply or be proposed for ar Statement

years counted from the election date of the mission for wt

he/she was negatively evaluated

Once confirmed, the CV changes from status draft to status “submitted” and is visible to the persons
in charge of the selection process and to your Member State representatives.

2.4. Inthe case your CV was migrated from the old system to the new EOM Roster

If you had already a CV recorded in the EOM Roster and regularly updated it, it has been migrated into
the new system.

Only the “active” CV, meaning updated within the last 5 years or linked to a mission (retention
period of 7 years for selected team members) and linked to a valid EU Login account have been
migrated.

In the case your CV was migrated, please carefully review all the data, and complete the missing
information. Particular attention is required regarding the following:

- Personal Details Section: this section is the most important one and contains all the

mandatory information. Some fields have changed format and therefore some information
might be in the wrong place or missing. Please review carefully and correct if necessary.
Particularly: Additional e-mail(s) if not the correct format, Address/City/Country/Postal Code
and Mobile phone (potential incomplete information).

- Next of Kin section: please review and correct if necessary the contact number and e-mail
fields.

13



- Computer skills sub-section: new values have been added among the choices.

- Language Skills sub-section: the value “mother tongue” has been added among the possible

choices.
- Education sub-section: please review and correct if necessary the Country, From and To fields.

- Election related training sub-section: please review and correct if necessary the From and To
fields.
- Election related experience sub-section: please review and correct if necessary the Country,

From and To fields.
- Other professional experience sub-section: please review and correct if necessary the

Country, From and To fields. Previous “experience from developing countries” has been
migrated in this section but with very partial information.

- Previous EU EOM(s) and training mission(s) and Rotation Indicators: The new system
only keeps and displays your participation to missions and trainings for the past 7 years. For
data protection reasons, the previous participations are no longer kept in memory. Therefore
if you would like to keep track of it, please indicate them in the “experience” section of your
Cv.

2.5. View your participation to EU EOM(s), trainings, and Rotation Indicators
The last section of the CV automatically records:

(1) Your participation to EU EOMS or Training missions. Each time you have been selected through
the system and you participated to a mission, this information will be displayed in this section.
The system keeps and displays your participation for the past 7 years only (see previous
section).

(2) The number of times you have applied for a certain type of position and the number of times
you were selected for this position type. This calculation is done by the system and covers
the 5 last years.

2.6. Delete your CV

If you did not apply to any mission and your Member State has not proposed you for a mission, you
can delete your CV unconditionally.

Just click on the “delete” button on the top right corner of your CV and confirm your intention.

14



UNKNOWN UNKNOWN FrS———

Personal Details * & Edit B

Skills >
Education and Training >
Experience >

Previous EU EOM(s) and Training Mission(s) and Rotation Indicators >

The CV will be immediately deleted along with all the data it contains.

Note that if you never applied or have never been proposed by your Member State to any

mission, you must regularly update your CV to maintain it in the database of the EOM Roster. A
CV not updated for 5 years will be automatically deleted by the system (notifications are sent before
to warn you about it).

If you have applied or have been proposed at least once, the “delete” button is no longer available.
Your CV is kept for a retention period as mentioned in the data protection rules applied (see the link
on the home page of the EOM Roster for more information). Should you want to delete your CV, please
contact the helpdesk.

3 Apply to a Mission

Once you have recorded your CV in the database and you have submitted it, you can apply for EU
EOMs or Trainings. Direct application through the system is possible for the position of Deputy Chief
Observer, for a position of Core Team Member or to participate to a specific training.

3.1 Missions Open for Applications

Each time a mission is foreseen and candidates are welcomed to apply, calls for candidatures are
published on the FPI website (for the EU EOM Missions) or on EODS website (for the Trainings). As
soon as the call for candidature is open, the related mission is displayed in the grid of missions open
for applications. This section is accessible through the “Applications” tab in the navigation pane (left
side of the screen).

Missions open for Applications
Please note that you must submit your CV to be able to apply for a mission

Please note that if you have received a “non recommended" evaluation following your participation in a mission, you will not be able to apply for another mission for 5 years from the election date of the mission for which you received this evaluation.

Deadline for
Mission Title Mission Type Country Election Date call Position Applications

Presidential Elections IC 2022 EOM Ivory Coast 08/01/2022 cicicer Core Team Member ~ 27/05/2021 Apply

Presidential Elections IC 2022 EOM Ivory Coast 08/01/2022 cfc DCO IC 2022 ggzg?'ef 31/05/2021

A\ Note that you will see the “Apply” button only if your CV is submitted.

15
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3.2 Application as Core Team Member (CT member)
The form to apply for a Core Team position is divided in three sections:

(1) The first section displays the information related to the mission and call for candidatures. The
deployment dates indicate the period of time you should be on the field, so you must be
available at least for that period.

(2) The second section displays your identity and contact information. This information is
automatically retrieved from your CV.

(3) The third section is the application. To apply, you must choose the specific Core Team
position(s) you would like to apply for. You must at least indicate a first choice (priority 1),
and optionally you may indicate a second-choice position (recommended). The last part of
that section concerns your availability and agreement regarding the data protection policy.

To submit your application, just click on the “save” button. You can abort the process by clicking on
“cancel”.

Application for Core Team

eadine st Midnight)

Deghapment Dates

Candidate Information

Sumame First Name(s) Gender Nationality E-mail

UNKNOWN UNKNOWN Male Italy EuropeAid-EOM-TESTS-x55b336@ec.europa.eu

Note that you can only apply once for a specific position for a specific mission. Therefore, once
your application is submitted, the “apply” button will no longer be displayed next to the related
position and mission in the “missions open for applications” grid.

3.3 Application as Deputy Chief Observer (DCO)

The form to apply for a DCO position is the same as the one for CT position (here above) without the
choice on the specific positions. Principles are the same.

3.4 Application to a Training

Trainings open for applications are also displayed in the “missions open for applications” grid.

16



Missions open for Applications

Please note that you must submit your CV to be able to apply for a mission

Please note that if you have received a ‘non recommended" evaluation following your participation in a mission, you will not be able to apply for another mission for 5 years from the election date of the mission for which you received this evaluation.

Deadline for
Mission Title Mission Type Country Election Date call Position Applications

Training on security aspects for CT candidates Training Belgium 05/07/2021 Call for Candidatures Training on security for CT Training Participant | 09/05/2021 m

The form to apply for a training contains three sections:

(1) The first section displays the information related to the mission and call for candidatures. The
deployment dates indicate the timing of the training, so you must be available for that period.
(2) The second section, Candidate Information:
e Displays your identity and contact information. This information is automatically retrieved
from your CV.
e Asks for your preference in terms of language.
e Asks if you have the required Degree or work experience. If you have, just select the
checkbox displayed in front of the question.
e Asks you to record your election related experience (only digits are accepted in those
fields).
(3) In the last section, Application, you must record your motivation and give your agreement.
The Motivation is a free text field without formatting options.

All information marked by an asterisk* is mandatory.

Note that for this type of application, once submitted, you will not be able to modify or delete it.

Application for Training

9 Mission Information

Mission Title Call
Training on security aspects for CT candidates Callfor Candidatures Training on security for CT

Mission Type Deadiine (at Midnight)

raini pant

Deployment Dates
05/07/2021 05/07/2021-07/07/2021

Candidate Information

Surname First Name(s) Gender Nationality E-mail

UNKNOWN UNKNOWN Male Italy EuropeAid-EOM-TESTS x55b336@ec.europa.eu

Language Levels

Please note that English, French, Spanish, and Portuguese are the most common languages requirements for EU EOMs. Please do not forget to update your knowledge levels for those 4 languages in your CV.

Do you have a Master Degree in the field required by the call for candidatures or comparable work experience?

17



Election related experience

Type

How many EU EOM(s) have you already participated in?*

How many other EOM(s) (besides EU) have you already participated in?*

How many other Election related experience (besides observation missions) have you had?*

Please do not forget to update your CV with your professional experience and any other valua rce you may. garding the pres

@ Application

Motivation

Please outline your reasons for applying to this training (max 2500 characters) *

Declaration

I hereby declare that | am available for the entire duration of the training
1 hereby declare my willingness and readiness to apply for EU EOM in the near future.
1 hereby declare my availability to join EU EOM at short notice for 2-3 months' period.

1 understand that my personal data will be processed in accordance with the Privacy

For complete information about data protection policy, please refer to the Privacy Statement

4 Manage your applications

Number

All the applications you are doing through the system are stored for 7 years and you may access it

through the “Applications” tab of the navigation pane.

4.1 View my applications

“My Applications” section displays all the missions and position for which you have applied during the

last 7 years.

To consult an application, simply click on the “view” button.

My Applications

Mission Title Mission Type ¢ Country ¢
Presidential Elections IC 2022 EOM Ivory Coast
Presidential Elections IC 2022 EOM Ivory Coast

4.2 Update an application

o
Core Team Member 04/05/2021 09:24

Deputy Chief Observer 04/05/2021 09:22 View

Except for the Applications for Trainings, if the deadline of the call for candidature is not reached, you
may still update your application. To do so, open your application (see here above), and click on the

“edit” button.

18



Application for Core Team

ease note that the Terms of References for individual analysts and for the mission may be subject to further changes

@3 Candidate information

Sumame First Name(s) Gender Nationality E-mai
UNKNOWN UNKNOWN Male taly EuropeAid- EOM-TESTS x55b336@ec europa.eu
@ Application

Core Team Positions

Priority 1

Priority 2

Declaration

Submission Dte

4.3 Delete an application

Except for the Applications for Trainings, If the deadline of the call for candidature is not reached, you
may delete your application. To do so, open your application, and click on the “delete” button.

Note that once the deadline of the call for candidature is reached, you can no longer modify or
delete your application. Access in “view” mode remains (for 7 years).

5 Evaluations

5.1 Access your Evaluation(s)

When you are selected and participate to a mission, your participation is automatically recorded in the
last section of your CV (see section 2.5). Once the evaluation for your participation to the mission is
available, it will be accessible trough the same last section of your CV: “Previous EU EOM(s) and

Trainings — Rotation Indicators”, “EU EOM(s) and Training in which you have participated in the last 7
years” sub-section.

The general conclusion of your evaluation is displayed in the grid directly. To view the details of the
evaluation, click on the “view” button.

Previous EU EOM(s) and Tralnings - Rotation Indicators
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