
Home Page Layout 9

Click here to view 
the Contractor 
Badges services 
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Click here



Contractor Badges Dashboard 11



Accreditation Process
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Step 1. Manage Staff 

Accreditation Submissions Workflow 

TASK APPLICABLE TO DEADLINE
2nd reminder

Manage Staff 
All events

One week prior of start of the tenancy 

o Submissions and approvals timeline:
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1. Add your staff 
details and 
submit for 

review 

2. Subject to Venue 
Infrastructure- Quality 

and Control team 
approval and Security 

will be notified 

o First step is adding the staff list as it will be subject to review and approval by Venue Infrastructure- Quality and 
Control team.



Step 1. Manage Staff 

Accreditation Submissions Workflow 
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1

click on Manage Staff to start 
adding 

Or you can submit 
individual Staff

Click here for bulk upload



Step 1. Manage Staff 

Bulk Upload Option 1
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You can download the 
excel template

Upload for review and 
approval

Fill the excel sheet 



Step 1. Manage Staff 

New Staff Option 2
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Profile Photo is 
mandatory 



Step 1. Manage Staff 

Accreditation Submissions Workflow 
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Badges Shop
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Step 2. Shop the Badge 

Pass Categories 
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o You will be able to selects as many passes and complete the Payment Online.   

click on Contractor 
Badges to start 

Shopping

1

Once you select the 
pass click here to 
added in the cart 

2

3

click here to 
proceed to 
check out 



Step 2. Shop the Badge 

Pass Categories 
20

o You will be able to complete the payment and to add many items as well.

4

click here to 
complete the 

payment
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Click here to start using 
the services 

Step 2. Shop the Badge 

Pass Categories 
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Click here to start 
assigning the badge to 

your staff list

Step 2. Shop the Badge 

Pass Categories 



Badge assignment  
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Step 3. Badge Assignment Dashboard  24

o This dashboard showcasing the Un-assigned badges , Assigned and the expired one 



Step 3. Badge assignment  25

o After purchasing a badge you will be able to assign to your staff list.
o Follow the below steps. 

1

click here view the 
badge assignment 

list

2



Step 3. Badge assignment –Temporary Pass 26

4

click here view the 
staff list 3

You can select 
additional event which 

happens in a same 
tenancy period 
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o You will be able to view the badge from the notification email or you can 
download it from the portal. 

Step 3. Badge assignment –Temporary Pass –E-Badge

click here to view 
the e-badge

Badge 
assignment 

Assigned Download


