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Two different roles

Coordinator

Delegate (group member)







1. CREATE YOUR ACCOUNT
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Create your account*

1. Go to https://cagi.kalyss.ch/ and click on "Create an account".

2. Fill in your email address. You will receive an email with a one-
time code.

3. Fill in the requested information:

 Personal information

 Email address

 Enter the one-time code received by email

 Choose your password (enter it twice)

Your account is created!

This step is necessary for delegates 
wishing to be part of a group as well 
as for the coordinator.

The coordinator must create an 
account even if he or she does not 
apply for accommodation for himself 
or herself. *Applicable for coordinators who do not have an existing account

https://cagi.kalyss.ch/


Registration form



2. LOG IN TO YOUR PERSONAL 

ACCOUNT
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Log in to your personal account

1. Go to our website.

2. Log in:

- Enter your email

- Enter your password

3. Click on "Log In".

https://cagi.kalyss.ch/


3. SUBMIT A GROUP REQUEST 

FOR ACCOMMODATION 

SUPPORT
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Submit a Group request for accommodation support

• Log in to your personal account.

• Click on "Group coordinator".



Submit a Group request for accommodation support

• Fill in the requested information.

• Submit the Group request.

Submitting a group request is a first phase and
is not sufficient for CAGI to be able to make the
hotel bookings.



Submit a Group request for accommodation support

On "My groups" section of his/her dashboard, the coordinator can consult the group 
requests and their status. 



Submit a Group request for accommodation support

Once the coordinator has submitted the Group request, he/she should

a) Invite their delegates to join the group and complete the information.

b) Monitor the status of the delegates' applications.

c) Check the dates of stay and the documents of each delegate.

d) Submit each delegate's request to CAGI.

Kindly note that CAGI is not able to see your group dashboard or delegates information before you submit them.



a. Invite delegates to join the group and complete the information 

The coordinator may invite delegates to join the group by sharing the corresponding 
GROUP CODE.

In order to be able to join a group, 
the person must have previously 
created an account. 

If the coordinator is a member of the 
group and requires accommodation 
support, he or she must add his/her 
request to the group by clicking on 
the "Group member" feature and 
adding the corresponding GROUP 
CODE.



Invite your delegates to join the group by sharing the GROUP CODE associated to your 
group request. 

You may share the user guide for group members available here: Visiting delegates 
application

a. Invite delegates to join the group and complete the information 

If you need to remove a delegate from your group, open the member's request and click on 
"Delete request". Note that requests that have been submitted to CAGI cannot be deleted.

As coordinator, you are the only person who can invite your delegates to join the group. In 
order to be able to join the group, the delegate must first have created a user account. 

https://www.cagi.ch/wp-content/uploads/Visiting-Delegates-App_User-Guide_GroupEN-1.pdf


Once the delegates has joined your group, the accommodation request will appear on your 
group dashboard. 

In the delegate profile, a blue "group" tag is visible if the request is associated with a group.

a. Invite delegates to join the group and complete the information 



The delegate must: 

• Click on the relevant request under "My requests".

• Fill in the required information in the different tabs.

• After filling in all the required fields, click on "Save". 

• Inform his/her coordinator once all the tabs are filled in.

The coordinator must:

• Check the request and send it to CAGI for review (submit).

a. Invite delegates to join the group and complete the information 



Personal information cannot be changed 
on this screen. 

If the delegate needs to edit his/her 
personal details, he/she should click on 
"My Profile" in the top navigation bar to 
update the information.

a. Invite delegates to join the group and complete the information 



a. Invite delegates to join the group and complete the information 



The conference tab is already pre-filled according to what the coordinator entered
in the initial request. The conference cannot be modified by the group member.

a. Invite delegates to join the group and complete the information 



a. Invite delegates to join the group and complete the information 



The visa tab only appears if a visa is required to enter into Switzerland (based on the nationality
informed by the delegate in his/her profile).

If the delegate does not have a valid visa at the time of application yet, he/she must answer "no" to
the question "Do you have a valid visa?" and enter the date of the appointment at the Embassy.

a. Invite delegates to join the group and complete the information 



a. Invite delegates to join the group and complete the information 



a. Invite delegates to join the group and complete the information 

The documents followed by * must be uploaded on the personal profile when applying for support.
Visa and flight plan can be provided at a second stage, and no later than 7 days prior arrival.



The delegate should "Save" his/her request so that the coordinator may review all the 
information and submit it.

The coordinator can modify existing information or add missing information in order to submit the 
application.

a. Invite delegates to join the group and complete the information 



Check the delegates who joined your group.

b. Monitor the status of your group members



On the dashboard, the coordinator may check if the delegate has filled in all the necessary 
information or if any information is missing

Move your mouse
over the red
cross to see
which items are
missing.

b. Monitor the status of your group members



c. Check the dates of stay and the documents of each group member

The coordinator ensures that the travel dates and required documents are available on 
each member's request.

 Link to the required documents

https://www.cagi.ch/en/practical-infos/general-booking-conditions/


d. Submit each group member's request

After validating the information, the coordinator should submit the application for 
support. This action must be carried out for each member of the group.



The dashboard allows you to follow the status of each request.

d. Submit each group member's request



Booking Confirmation

• Once the request is validated, CAGI will make a reservation with a partner hotel.
• The request will appear as "confirmed" on the delegate's dashboard.

• The delegate is informed by email as soon as the booking confirmation is available.
• The booking confirmation can be downloaded on each delegate's dashboard.

https://www.cagi.ch/en/practical-infos/partner-hotels/


• The delegate or the coordinator should download the pdf, verify the dates of stay and 
review the booking and payment conditions. Then confirm his/her agreement by clicking 
on "accept". 

• If changes need to be made to the booking, the delegate should reject the booking confirmation 
and indicate the reason for the rejection in the field provided. We will follow up appropriately.

• All booking confirmations must be approved and the required documents provided at least 7 
days prior to the arrival date. If not, the reservation will be cancelled.

Booking Confirmation



The coordinator may consult, accept or reject the booking confirmations of all members 
of his/her group from his own dashboard.

Booking Confirmation



Example of booking confirmation



Billing

2 possible scenarios

1. Individual invoicing
Contributions are paid to CAGI by each member of the group before
their departure from Geneva:
• In cash (Swiss francs) or by credit card at CAGI’s office according to

our opening hours,
• By credit card online (secured payment link sent upon request).

2. Group invoicing
• Contributions are paid by the coordinating entity.
• The invoice for all contributions is sent by email to the entity for

payment.

https://www.cagi.ch/en/practical-infos/general-booking-conditions/#contactsSAD


Contact

Delegates and coordinators have the 
possibility to communicate with CAGI via the 
messaging application.



Contact

E: delegates.cagi@etat.ge.ch

T: +41 (0)22 546 23 00

mailto:delegates.cagi@etat.ge.ch
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