
1. Once you click on your unique registration link the below screen will show.  
 

 
 
 
 
 

2. Click on ‘Create a new account’ and complete the form. 
 

 
 
 
 
 
 
 



3. Once you have completed the form and clicked ‘Create account’ the below screen will show.  
 

 
 
 
 
 

4. Then click on ‘Personnel Badges’ and go across to the ‘New’ button and click it. The below 
screen will show.  

 

 
 
 
 
 
 



5. Choose which badge type you would like to add and then the registration form to register 
that person will show as below.  
 

  
 
 
 
 

6. Complete the registration form and click ‘Submit’. You will then receive a confirmation 
message (seen below) and the person you have registered will receive a confirmation email.  

 
 

 
 
 
 



7. You can now keep adding badges into the system until you use up all your allocation and you 
can see who has already been registered on the main screen.  

 

 


