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Using the system for the first time

1. You will receive an email from the 
system administrator

2. Make a note of the username and 
temporary password in the email

3. Log on to the system, enter your 
username and temporary password

4. Change your password

5. You can now log on to the 
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Starting an accreditation for a user

1. Click on Start Accreditation

2. In the new accreditation screen 
complete the details of the individual 
you wish to accredit

3. Use the drop-down menus for country 
and date of birth

4. When you are happy the details you 
have entered are correct, click on 
submit
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Set up an accreditation where  you upload documents

1. You have two options for setting up an 
accreditation

2. If you have the required documentation, 
select Set up Info now

3. A list of all the accreditation 
documentation you have specified will 
appear

4. Upload each document in turn

5. When all documents are uploaded, click 
on submit
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Set up an accreditation where you upload documents

6. You will see a pop up stating the first 
stage of the accreditation has passed.

7. You may see a pop up stating the first 
stage of accreditation has failed. This is 
related to image uploads
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Set up an accreditation where you upload documents

8. If the something went wrong pop up 
appears, click on the name of the failed 
accreditation

9. Verify all the details are correct and 
click on approve

8

9

Back to menu



Set up accreditation where the user uploads documents

1. You have two options for setting up an 
accreditation

2. If you want the individual to upload their 
documentation directly, select send link 
to staff member

3. The individual will receive an email from 
halomailer

4. The individual clicks on the link in the 
email 
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Set up accreditation where the user uploads documents

1. The user is taken to a welcome page

2. The user uploads the relevant 
documentation for each required field

3. The user clicks on submit

4. The user will see a pop up stating the 
accreditation has failed. This is because 
each individual needs to be approved 
manually. Your users can ignore this 
message
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Approving accreditation documents submitted by a user

1. To verify a pending accreditation, 
navigate to the accreditations tab and 
click on the name of a user marked as 
pending

2. Review details and click on approve

3. To verify a failed accreditation, click on 
the name of a user marked as failed

4. Verify details are correct and click on 
approve

5. If details are incorrect, click on deny and 
re-send link to individual to upload 
documents
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