
One-to-One Networking guide

I want to...

Login for the first time.......................................................page 1
Reset/forgotten my password..........................................page 1
Set up my profile................................................................page 1
Edit my profile....................................................................page 1
Change my password while logged in...........................page 1
Set my meeting availability.............................................page 2
Request a meeting............................................................page 3
Accept a meeting request................................................page 5-6
Decline a meeting request...............................................page 7
Reschedule a meeting......................................................page 8
Cancel a meeting..............................................................page 8
Withdraw from an unconfirmed meeting......................page 9
Print my timetable/itinerary.............................................page 10

Contact Support 

If you’re really stuck you can email Mantas Krisciunas for 
help at mkrisciunas@globalwaterintel.com.



One-to-One Networking

Accessing the service: You can access the One-to-One meeting booking 
service by clicking on the 'Networking' icon  in The Global Water Summit 
2019 app. If you do not have access to an Android device or an iPhone you 
can access the desktop version of the service by following the link below:

https://www.delegateselect.com/event/gws

Logging in: Login to your account using your email and password (sent to you 
in your one-to-one registration email).

Reseting a lost/forgotten password: You can reset your password by using 
the ‘Forgot Password’ link found inside the Login box (circled in red below).

Setting up your profile: The first time you login to the One-to-One system you will 
be asked to confirm your contact details and complete your profile by answer-
ing some survey questions. You will also have a chance to fill out a short biogra-
phy about yourself and details of what your interests are and which session
strands you are interested in participating, this will help other delegates with 
common interests search for you.

Changing your contact details and password: You can change your contact 
details and password at any time, click on the ‘Contact Details’ tab in the left hand 
menu and edit your details. Be sure to save your changes (using the blue ‘save’ 
button at the bottom right hand side of the page) when you are finished.

Editing your profile:  You can change your profile details at any time, click on the 
‘Profile’ tab in the left hand menu and edit your profile. Be sure to save your 
changes (using the blue ‘save’ button at the bottom right hand side of the page) 
when you are finished.
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Setting your Meeting Availability: When you schedule a meeting with another 
delegate, they decide the time slot, based on your availability. To set your avail-
ability go to the ‘Meeting Availability’ tab in the left hand menu, then use the ‘Se-
lect Day of the Event’ dropdown to navigate to the day, and use the green ‘open’ 
toggle switches to change time slots from ‘Open’ to ‘Blocked’, depending on 
your scheduling commitments. If you already have meetings confirmed, they will 
appear in the schedule. You can see in the example below that the delegate has 
a meeting booked on Monday 24th at 13:30 - 13:45.
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Requesting Meetings: Use the ‘Request Meetings’ tab in the left hand menu to 
search for delegates and request meetings. Click on the blue ‘Request Meeting’ 
button to request a meeting. Once requested, the meeting status will change to 
‘Awaiting confirmation’ (A). If the meeting has been confirmed by your meeting 
invitee the status will show as ‘Meeting Confirmed’ (B). If you have been invited to 
a meeting, but have not responded the status will show ‘Response Required’ (C)

C

A
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Requesting Meetings: When you click on the blue ‘Request Meeting’ button a 
new window will open (you may need to alter the settings on your web browser 
to allow pop-ups), this will enable you to send your meeting invitee some more 
details about the purpose of the meeting. Once you are finished click on ‘Send 
Request’ and it will send the meeting invitee your message asking them to 
confirm the meeting.
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Accepting a meeting request: Meetings that delegates have requested with you 
will appear in your ‘My Event’ tab and will be indicated with a pink ‘Response 
Required’ alert. To read the full profile of the delegate who wants to meet with 
you, you can click on the blue link underneath ‘Company Name’ (this will open in a 
new window) To accept the request, clik on the green tick.
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Accepting a meeting request: After clicking on the green ‘Accept Meeting 
Request’ tick, you will land on a page where you can choose a time to meet - this 
timetable is based on the meeting requestee’s availability (you can set your 
availability by clicking on the ‘Meeting Availability’ tab in the left hand menu) 
Once you have chosen a time slot, the system will auto-allocate you a table num-
ber. You will be redirected back to the ‘My Event’ tab where you will see your 
meeting status has changed to ‘Confirmed’ and the ‘Place’ column will show the 
table number (the meeting location). 
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Declining a meeting request: To decline a meeting request, click on the red cross. 
A a new window will open (you may need to alter the settings on your web brows-
er to allow pop-ups) that will allow you to send a message to the meeting 
requestee, explaining why you are declining the meeting. When you click on the 
red ‘Decline’ button it will email a ‘Meeting declined’ response to the 
meeting requestee, including your message.
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Rescheduling or cancelling a confirmed meeting: To reschedule a confirmed 
meeting, go to the ‘My Event’ Tab in the left hand menu and select the meeting 
you want to reschedule/cancel from your list of ‘Confirmed Meeting(s)’ (the green 
title) then click on the meeting chevron (circled in red below).

To cancel a meeting: Under the heading ‘Actions’ click on ‘Cancel the meeting’ 
to cancel (it will ask you to confirm first before cancelling it) it will then inform the 
other meeting attendee that the meeting has been cancelled. 

To reschedule a meeting: Under the heading ‘Actions’ click on ‘Reschedule this 
meeting’ which will take you to the ‘Choose a meeting time’ page, where you can 
select another day and/or time slot. The system will auto-allocate you a new table 
number and email the other meeting attendee to inform them of the change.
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Cancelling/withdrawing from an unconfirmed meeting that you requested: 
Meetings requested with other delegates that haven’t been accepted yet can be 
found in the ‘My Event’ tab under the heading ‘Awaiting Confirmation’. To cancel/
withdraw from these meeting requests, click on the bin icon (circled in red below)   
and the system will ask you to confirm the cancellation. It will then inform the other 
meeting attendee the meeting has been cancelled. 
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Printing your timetable/itinerary: Click on the ‘My Itinerary’ tab (circled in red 
below) in the ‘My Event’ tab. This section will show you your confirmed meetings, 
who you are meeting with and the time, location and purpose of the meeting. You 
can print it out and/or email it to yourself.
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