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ACTIVATE ACCOUNT 
1. Click the link in your email from the Tennis Australia Accreditation team. 
 
2. Enter your password details and click Submit. 

 
 

 

LOGIN TO ACCOUNT 
1. Navigate to https://tennisaustralia.accredit-solutions.com/Registration/Account 

 
2. Enter your username and password, then click the Login button. 

 
 

You have to actually click the Login button – hitting Enter doesn’t work  
 

3. If you can’t remember your password, click Forgot Password and enter your email address (this needs 
to be the email address provided to TA).  

https://tennisaustralia.accredit-solutions.com/Registration/Account
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REGISTRATION PORTAL 
When you first login, you land on the Registration Portal page where you can maintain your organisation details. 
 

EDIT ORGANISATION DETAILS 
1. Click on Edit Organisation Details.  

 
 

2. Update whatever details you need to, then click Save. 
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MANAGE ACCOUNT ADMINS 
1. Click on Manage Account Admins. 

 
 

2. Here you can add, edit or delete Account Managers who have access to the Registration Portal for your 
organisation. 
 

a. ADD– Click Add Account Manager, enter details and click Confirm New Account Manager. 
b. EDIT – Click the Edit button for the person you need to update, update details and click Edit 

Account Manager 
c. DELETE - Click the Delete button for the person you need to remove. 

 

 

The system will not let you delete someone who is the Key Account Manager. If you need to do this, first 
tick someone else as the Key Account Manager. 
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CREATE APPLICATIONS 
1. Click on the relevant tournament logo from the Registration Portal page. 

 

2. The options at the top of the Welcome page (highlighted below) outline multiple ways to upload your 

team members – these options will be described in more detail below. 
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1 | INVITE - INDIVIDUAL 
Use this function if you want to invite a new team member to complete their own application. This is a great option 
if you don’t have all the information upfront – all you need is their name, email address and role.  
 
The responsibility is then on them to enter all remaining mandatory information and upload their headshot photo 
(and background check if required for the role). 

 

1. Click Invite next to the relevant Registration Role in the list. 

 

2. Enter the applicant’s First Name, Last Name and email address, then click Invite to automatically send 

an email to the applicant to complete the registration form. 
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2 | INVITE - BULK 
Use this function if you want to invite multiple new team members to complete their own applications. This is a 
great option if you don’t have all the information upfront – all you need is the name, email address and role for 
each team member.  
 
The responsibility is then on them to enter all remaining mandatory information and upload their headshot photo 
(and background check if required for the role). 
 

1. Under Bulk Invite Contacts, click Go to Bulk Invite. 

 
 

2. Click Download Template at the bottom right and open the template in Excel. 

 
 

3. Click Enable Editing at the top of the Excel sheet. 
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4. In the Data Entry tab, enter all mandatory fields for each team member you want to invite. 
 

• Select the correct role for each person from the dropdown list. Your organisation may have multiple roles 
available - please select the most appropriate per person. 
 

5. Save the spreadsheet. 

 
 

6. In the Bulk Invite screen, drag and drop the file or click to upload it. 
 

7. Click Import. 
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8. Check the Status column in the Preview list – you want to see ‘Valid’ for each row. If you have any errors, 
fix them in the spreadsheet and click Cancel to start over. 

 
9. When you’re ready, click Send invitations. 

 
 

10. Check the Status column in the Preview list – you want to see ‘Imported’ for each row. There is a count at 

the bottom right to confirm how many invitations have been sent. 
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3 | INVITE FROM PREVIOUS EVENT – INDIVIDUAL 
If staff have previously worked at the Australian Open event for your organisation, you can use their existing 
details to register them. Doing this will send the team member an email asking them to check their existing 
contact information, complete remaining questions and submit for the upcoming event. 
 

1. Click Register from Previous in line with the relevant role you want to register staff into. 

 
 

2. Use the search filters at the top of the screen to refine the list to find the person/people you want to invite. 
e.g. search for an individual by name. 

 
3. There are two ways you can invite a team member based on their previous registration: 

a. Click Invite to the left of the relevant person/registration 
b. Tick the checkbox to the right of the relevant person/people, then click Bulk Invite. 
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4 | INVITE FROM PREVIOUS EVENT – BULK 
If a number of staff have previously worked at the Australian Open event for your organisation, you can use their 
existing details to register them. Doing this will send multiple team members an email asking them to check their 
existing contact information, complete remaining questions and submit for the upcoming event. 
 

1. Under Register from Previous Bulk, click Go to Bulk Register. 

 
 

2. Click Export Data at the top left and open the partially prepopulated template in Excel 

 
 

3. Click Enable Editing at the top of the Excel sheet. 
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4. In the Data tab, review the prepopulated data for each team member you want to invite. 
 

5. Select the correct role for each person from the dropdown list. Your organisation may have multiple roles 
available - please select the most appropriate per person. 

 
 

6. Save the spreadsheet. 
 

7. In the Past Events Registrations List screen, drag and drop the file or click to upload it. 
 

8. Click Import & Invite. 
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9. Check the Status column in the Preview list – you want to see ‘Valid’ for each row. If you have any errors, 
fix them in the spreadsheet and click Cancel to start over. 

 
 

10. Double check to make sure you are only updating the number of registrations you expect, then click 
Confirm (or Cancel if you’re not sure). 
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MANAGE YOUR TEAM 
Once you have created an application/s, you can monitor the status of all applicants via the View & Manage 

Team tab. 

 
 

The status of individual team members can be checked here. This may include: 

• Invited – if a member is listed as invited, they have not yet completed their application process. You can 

select the Remind button to send them a second email with information to complete their application. 

• Pending 

• More Info Requested  

• Cancelled  
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There are multiple search filters to help navigate searches for larger teams. For example, you can filter by status 

to show all passes that are ‘invited’ and could send a bulk reminder email accordingly.  

 
 

You can also use the export button (highlighted below) to download a detailed report of the team, including pass 

status, photo, roles etc. 
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TROUBLESHOOTING 
Below are some common troubleshooting scenarios you may experience: 

 

Issue Resolution 

How to access the RO Portal? 
NEW ACCOUNT 

• New Account - Use the encrypted link in the invitation email you 
received from Tennis Australia 

• If they have lost the email/link, in the Admin Portal go to Manage 
RO > Search/select RO > Account Manager tab > Send login 
info button to resend the email with the encrypted link 

How to access the RO Portal? 
EXISTING ACCOUNT 

• https://tennisaustralia.accredit-
solutions.com/Registration/Account  

Trouble activating RO Portal 
Account 

• Does your password meet these rules? 
o Minimum 10 characters 
o At least one special character 
o At least one digit 
o At least one uppercase letter 

Trouble logging in to RO Portal • Have you forgotten your password? 
• Click Forgot Password at the bottom of the login popup and 

enter your login email address to receive a password reset email 
• Username - make sure you are using the correct email address 

“Reset password token error” 
This could happen because: 
RO Manager with existing account tries 
to activate account again 
OR 
RO Manager tries to change password 
to the same (existing) password 
OR 
RO Manager has set a password that 
doesn't meet the minimum password 
criteria  

• Reset your password to a NEW (different) password with the 
required characters (see password rules above) 

Trouble creating a new registration  • Have you filled in all mandatory fields / uploaded all mandatory 
documents? (indicated with a red asterisk*). 

• Maximum file size for any document or photo is 4MB 
• Mobile number field must not have spaces 
• Photo must be an image file type e.g. jpeg, jpg, png, jfif 

Trouble uploading documents • It must be an accepted file type - jpeg, jpg, pdf, png 
• Maximum file size for any document is 4 MB 
• You can only upload one document per question  

https://tennisaustralia.accredit-solutions.com/Registration/Account
https://tennisaustralia.accredit-solutions.com/Registration/Account
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Issue Resolution 

Bulk invite from Previous issues • New registrations are not created if they fail validation due to: 
o Role is missing 
o First or Last name is missing or contains numbers or special 

characters 
o Email address is missing 
o Email address is invalid (incorrect format) 
o Organisation is missing (must be a valid Affiliated 

Organisation for the RO) 
• Only Contact details are prepopulated – form questions need to 

be answered again for each new registration 
• A person will not appear in the exported list if their previous 

registration is not ‘Complete’ – TA Accreditation team needs to 
update their previous registration using ‘Set as Complete’ in the 
Edit Applicant page 

 


