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Whatʼs inside?

o How do I add my Credential?

o What are Credential states?

o How do I review a Credential?

o How do I add an attachment?
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How do I add my Credential?

Sign in from the login-in screen 

using your username and 
password (remember these will 
be case sensitive).

Once logged in, go to ʻMy
Profile > Profile Tab, to access
ʻCredentialsʼ
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What are Credential state?

From here, you will be defaulted 
to the ʻAll̓ view sub-tab where all 
Active, Expired and Pending 
credentials are visible. To create a 
new credential hit ʻAdd 
Credentialsʼ.

A new window will open up that 
will direct you through the various 
steps required to create your 
credential. Please take care to 
ensure all mandatory fields and 
file uploads are completed:

Continued on the next page…
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What are Credential state?

Once you have completed all 

the steps, hit ʻFinishʼ and you 
will be directed back to the 
Credentials page where your 

new credential will now be 
listed as ʻPending Approvalʼ, 
until approved by the 

relevant NGB or Club 
Administrator.
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How do I review a Credential?

You can review the progress of your credential (and all others) by clicking on the specific tile to 

review the full details and notes section.
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How do I add an attachment?

To add additional information to the credential record you can add notes or attach additional 

documentation, files etc, through the credential details tab.
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