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What is Event Management? 

Event Management is where designated staff can create, manage Events and decide who can be 
invited. 

What is Event Management – External? 

Event Management – External allows visitors (external users) to: 

 View events that are open for enrollment 

 Enroll/register for available events 

This version is designed specifically for users outside the organization. 

Who has Access: 

Visitors 

 Can view events 

 Can enroll in events that are open for registration. 

How to Access 

 Use any standard web browser (Chrome, Edge, Firefox, Safari) 

Note – For best results use Chrome browser 

 Navigate to the external Event Management site: 

Use any web browser to access the external site:  https://eams-External.cbe.ab.ca/ 

 

 

 

 

 

 

 



 

Login: 

Existing Users with User Id and Password, login using the credentials. 

 

 

New User: 

If the user has not yet created an EAMS account, click the “Create it here” link to register. 

 

 



Complete the Create New Non-CBE User form and click Submit.

 

Enter the Username and Password created above and click Login button: 

 

One Time Passcode is sent to the email address used at the registration 



 

Enter the Passcode sent to the email address used at the registration.  

User is logged into the system successfully  

 

 

Register Event: External User 

To register for an event for yourself: 

1. In the Search by Event Name field, enter the name of the event and click Go. 

Note: This site is for external users only. External users can register only themselves for events and 
cannot create or register events for other users. 

2. If the event name is valid and available, it will appear under Event Name. 

3. If you do not know the event name: 

o Use Filter by Status 

o Select Show All or Show Events I Am NOT Registered For 

4. From the search results, select the desired event and click Register. 



5. A confirmation message will be displayed showing the registration details, including: 

o Event Name 

o Date 

o Location 

Email Confirmation:  

Upon successful registration, an email confirmation with the event registration details is sent to the 
user. 

 

Cancellation: 

An event registration can be cancelled from the Registration page. 

1. Navigate to Registration. 

2. Select the event you are registered for. 

3. Click Cancel. 

An email confirmation is sent to the user once the event registration is cancelled. 

 



Change Password: 

To change your password after logging in to EAMS, navigate to My Information under Registration. 

1. Log in to EAMS -  https://eams-external.cbe.ab.ca/ 

2. Navigate to Registration. 

3. Select My Information. 

4. Update your password and save the changes. 

 

 

Select Password Chage tab – Enter New Password and Confirm Password. 

 



Reset Password:  

If the user has forgotten their password and is unable to log in to EAMS, the password can be reset 
from the login page. 

 


