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• Update/Withdraw membership process
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1. INTRODUCTION 

• The Secretariat is currently using an Online meeting registration

system technically supported by KHOA (ROK). This arrangement will

cease by end of 2024 for technical reasons and the system in use

must be replaced.

• The current arrangements for the provision of information / data /

documents via the IHO website have limitations on file size and data

storage, are cumbersome to maintain and also subject to mistakes.

• The Secretariat has carefully analyzed the situation in a structured

approach and is now aiming to introduce a system (IHO Portal) which

combines the meeting registration with a centralized document

management approach based on individual accounts.

Reference doc: IHO Council 7-07.2A



2. FLOW CHART 1 (MEMBER OF COMMITTEE/WG/PT)

Create 
account

Join 
Committee/

WG/PT

Register 
meeting

Skip if you have an 
account already.



3. PRACTICE 1 :  CREATE USER ACCOUNT (1/3)

1. Access to IHO Portal : https://portal.iho.int

2. Create a new account, clicking “Register” button.

https://portal.iho.int/


3. PRACTICE 1 :  CREATE USER ACCOUNT (2/3)

3. Fill out the form

❖ Password: 8 or more characters in length
including at least 1 special character, at least 1
upper case character, and at least 1 lower case
character.

4. Check your email to be completed

❖ Noted that if not verified within 5 minutes, the

verification will expire.



3. PRACTICE 1 :  CREATE USER ACCOUNT (3/3)

5. Complete personal information

1) Upload your photo (optional), clicking the gray circle.

2) Type your roles and responsibilities of your organization in

the description field (optional)

3) Fill in the mandatory field (*) to be completed

❖ Note: Subscribe to the newsletter (In preparation)

1

2

3



4. PRACTICE 2 :  JOIN COMMITTEE / WG / PT (1/3)

1. Search Committee/WG/PT

• My committee : a list of groups you are a member of
or under the application process to join.

• All committee : all list of IHO Committees/WGs/PTs .



4. PRACTICE 2 :  JOIN COMMITTEE / WG / PT (2/3)

2. Select a Committee/WG/PT from All committee to become a member

3. Click “Join” button, then select a category of your representation



4. PRACTICE 2 :  JOIN COMMITTEE / WG / PT (3/3)

4. Confirm your application of the membership

❖ Note: You will receive a notification email for both the request and also the updates if made.



4. PRACTICE 2-1 :  UPDATE / WITHDRAW MEMBERSHIP

1. My Committee: Select the group you would like to update or withdraw from.
2. Membership tab: navigate to your name on the list, and you will see the tree dots at the end of

your name row.

3. Update: click “Update” to modify your representation within the Group.
4. Withdraw: click “Withdrawal’ button to remove yourself from the membership list. Once
completed, the tree-dots icon will disappear. Your withdrawal request will then be processed by IHO
Sec-manager and the group will be removed from “My committee” once finalized by IHO Sec-
Manager.



5. PRACTICE 3 : REGISTERING MEETING (1/1)

1. Check and process the registration application for the meetings under “My
meetings” in “Meetings” menu.

❖ Note: the lists under “My meetings” are those of which you are a member of Committee/WG/PT
❖ Note: “Upcoming” are those of which you are not a member of committee/WG/PT

If you are not registered in the 
meeting, the Date is empty.

Meeting information

Travel and Representation



2-1. FLOW CHART 2 (NON-MEMBER OF COMMITTEE/WG/PT)

Create 
account

Register 
meeting

Approved by 
IHO Sec

Skip if you have an 
account already.



5-1. PRACTICE 1 : REGISTERING MEETING (1/1)

1. Check and process the registration application for the meetings under
“Upcoming” in “Meetings” menu.

❖ Note: “Upcoming” are those of which you are not a member of committee/WG/PT

Travel and Representation

Must fill in the presentation field



• Contact details for the issue and support

• Assistant Director : Yong BAEK 

: addt@iho.int or  info@iho.int

: +377 93 10 81 08

ANY ASSISTS

mailto:addt@iho.int
mailto:info@iho.int
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