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Setting up the accreditation module

1.  Log in to the Halo hub as an
administrator

2. Select accreditation from the left-hand

menu
Accredltutlons
3. Select Set up Accreditation (o, SRR e (s




Setting up the accreditation module

3. You have a choice of which mandatory
documents to request. Select all those
that apply for the type of accreditation
you are setting up

4. Select which information you wish to
display on the team member’s pass

5. If you want additional documents to be
submitted, select ‘add additional
documents and input details

6. Click on submit
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Starting an accreditation for a user

1.

Click on Start Accreditation

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

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

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

[® Accreditation

1. You have two options for setting up an RIISIIIISEIEE.
aCCreditation :.wantt;setupthenew :
) . “saccreditation: o
2. If you have the required documentation, '.;:::::::::::e
select Set up Info now +, TN

3. Alist 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

Halo®

@ Accreditation X

6. You will see a pop up stating the first
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7. You may see a pop up stating the first s
stage of accreditation has failed. Thisis

related to image uploads R A a




Set up an accreditation where you upload documents

5. liihe sometfing went wrong pop U qrmeny - TR

appears, click on the name of the failed
accreditation

O 2 James Spencer

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

O 1 Charlie Archer
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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

: want to set up the new

[® Accreditation
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You have been invited to complete your < e
Halo accreditation

You have been added to the Halo accreditation system, and we now require further
information in order to process your application.

Please click on the following link to completed your accreditation:
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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
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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, Accreditations m T———
navigate to the accreditations tab and _
click on the name of a user marked as ng ..spff.w.eea- -
' 0 51 S gmewed@ 3 g : -
pending 01 ] ®
2. Review details and click on approve o
_ _ - _ — “\m
3. To verify a failed accreditation, click on Se—— S o BB
the name of a user marked as failed o o st X
& deta | comem: - - |
4. \Verify details are correct and click on oh fde -e | -
approve E S - | D
5. If details are incorrect, click on deny and =) S
re-send link to individual to upload P g
documents Co s W gy




Adding an accredited user to an event

1. Select event/ Logs from the left-hand
menu

2. Select the event you want to add a user
to
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3. On the next screen, check the users
you want to mark as accredited

4. Click on the right arrow icon to move
them across to the accredited list




Creating a pass

1.

Accreditations

Halo®

In the accreditations screen, select the

mos - Networl = filter := Sort by Export CSV

individual you want to create a pass for  oEEEE— ) =—r | )
® Approved

0 1 : Charlie Archer 's/08/24 8eigxkyfngpkvgw@prod halomailer.net

In the accreditation status screen, select
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create pass e

000000000000

Documentation uploaded

A pass will be generated ready for e Charlie Archer

Stewarding

printing

O 2 James Spencer 28/05/24 james@halosolutions.com ® Approved
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Enabling 3" parties

Halo®

1. In the left-hand menu, select 39 Party e

Users

B Ticket Scanning
Hl) oocument Library
@ Accreditotion

rﬂ: Y -
b

. @ 3rdParty Users

ApEEEmEnEn

{9 Contacts '

88 Lost Properties

B Halo Connect

Version: 5.42
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2. To add a new 3™ Party User click Create

3rd Party e
arch rnarr . .‘ %

James Securit London Bridge Manchester
1 James.ThirdParty Y 440000000000 9
Services Station Demo Piccadilly Demo
Charlie § i London Bridi M, hest
O 2 Charlie.ThirdParty arlie Security 447472512125 oncon Bridge anehester

Partners Station Demo Piccadilly Demo e




Enabling 3" parties

3. Complete the details for the 3@ party
you want to add to the system

4. Use the toggle button to give your 3
Party user the permissions to add users

5. When complete, click save

6. Your 3 party user will receive an email
with a username and temporary
password for them to logon

@D show expiry date on Card ID iy 3rd party can create users
* *
QgpesEEEEEEEER .
( «Back )

Here,is your,ascount information and temporary password:
Username: . ———c
Temporary Password: ————

To ensure the security of your account, we recommend changing your password after logging in for the first time.

Please click on the link below to access the Partner portal and proceed to log in:

» Click here to log in
*
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Editing 3" party user details

1. To edit a 3™ party user’s details,
navigate to the 3™ party list and select
the user you would like to edit

2. You can suspend a 3™ party from the
system

3. Update or edit details in the relevant
fields

4. Remove the 3" party’s rights to add
users

5. Click save to retain changes
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Verifying an accredited user in the App

Login to the app 5

®
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Forgol your password?
*

Select Verify Person from the menu ‘T

Select the event you want to book the
user in to

s Simonstati.. -Holo

& Feed
) Bulletin board
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A Verity person
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Document fibrary

< Event overview 3

London Bridge Station

Demo

startday 13052024
Endday oowz027

Event code London-Bridge-Demo

version: 530(8) Estcapacity 0

© London Bridge Railway Station

Weicome to a Halo for Rail Demo.

Halo s the world's most inteligent incident
& operations platform, used across major
train stations to combine more than 10
systems into 1, delivering digital simplicity
across operations,

Contact us at hi@halosolutions.com
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Book on
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Verifying an accredited user in the App \

Halo®

4. Select Verify Identity

5. Select Continue

6. Scan the QR code from the individual’s
badge

7. Select Continue

8. If the person is registered to the event, | o o o
you will receive a naotification that the ‘ :
person has been validated

: : v

9. If the person is not registered to the event, B T el
you will receive a notification that they are O e

not registered N sl
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