Long winded way to add an accreditation!

1. Click on Teams after logging into your profile.
2. Then click My units.

My teams

The table below shows all the tgams which you sre directly a met
add members to those teams, vikit My units.

Team name

3. My Units. Click on Select under Actions. Then Add member

Select v

Add member ‘(

Send message

4. Fillin the details of the person you wish to give an accreditation to (red star must be filled)
5. When the system has found your person highlight the radio spot and the buttons below

should become available.

Full name Post code Membership status

Emma Pacey EX2 5HR Active

Assign accreditation Back

6. Click assign the button needed and all should be filled on the next page.




7. Fill out the Accreditation and Team then click Assign accreditation.

Accreditation *

Team *

End date

Assign accreditation Discard

8. Cross your fingers it works.




