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If you are an Organisation Admin, you can edit and create Persons belonging to your National 
Federation. 
 
Editing/Creating a Page 
 

1.​ Once you are given access to my.wbsc.org, click on “Persons”. 
 

 
 

2.​ If you want to create a Person, click on “+ New”. 
If you edit a Person, click on “Edit”. 
 
To find the Person you are looking for, you can use the page filters (even more than one 
combined): write the information you know and then click on the “magnifying glass icon” to 
confirm your search. 
You can also sort the list according to the column you prefer, by clicking on the title of the column 
you want to select; for example, if you want to sort them all by date of birth from farthest to 
closest, click once on DOB, while if you want to sort them by date of birth from closest to 
farthest, click once again on DOB. Same thing for the alphabetical order. 
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3.​ Once you click on “+ New”, a pop-up window opens where you have to enter the mandatory 
information: 

 
PLEASE NOTE: Write name and surname as 
written in the passport. 
 
 
 
 
 
 
 
 
 
 
 

4.​ The edit page is separated in: 
a.​ Person data 
b.​ Info 
c.​ Contacts 
d.​ Financial 
e.​ Documents 
f.​ User 

 
The Editing Page 
 

a.​ The “Person data” tab is separated into: 
i.​ Main info: labels with an asterisk (*) are mandatory before saving at the bottom of the 

page. 
ii.​ Main documents: add your headshot and select your default ID from the documents you 

added on the “Documents” tab. 
iii.​ List TAX ID: here appears your tax ID that you added to the “Documents” tab. 

 
b.​ The “Info” tab is separated into: 

i.​ Info: you can add here your biography and other notes. 
ii.​ Materials: all your size information. 

 
c.​ The “Contacts” tab is separated into: 

i.​ Address section 
ii.​ Socials 
iii.​ Contact info 

 
d.​ In the “Financial” tab you write your financial information. 

 
e.​ In the “Documents” tab you add the information and the picture of any document you need to 

add. You can add a document, but you can also edit and delete existing documents. 
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f.​ The “User” tab allows the person to enter the MyWBSC system as a user with the assigned 
email. 

 
Click on the ”User” tab and the checkbox will turn green. 
 
The user must be: preferred name.preferred surname (e.g. elvis.presley) - all lowercase. 
 
You can assign a role clicking on “+ Assign role”. 
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