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Application Process

1. Click the link in your email from the accreditation team, you will be asked to create a password:

Password *

K

Confirm Password *

2. Once the password is set, you can log in using your email address and newly created password:

Password *
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3. Once logged in, you will land on the welcome page. The options at the top of this page (highlighted below)
outline multiple ways to upload your team members — these options will be described in more detail below.

Welcome to the Australian Open 2024 Accreditation Portal

Using INis poral, you can register you of your Stafl for accreditation for one of several events. ONce registerad, you Can register for adailional events at a click of a button

0 begin your registrations please choase one of the melhods provided below

- Option 1: Click 'Register' next to ihe desired role to manually register yourself or stall members individually.

= Option 2: Click 'Invite* next to the desired rale to complete a short form and send an invitation email to a staff member so that they can complete their own accreditation application

- Option 3: Click 'Bulk Invite Contacts' lo populate an Excel file and upload It to send invitation emails o & large number of stalf al ence so they can complete Iheir own accreditation application

» Option 4: Click ‘IMpPort Contacts” to populate an Excel file with staff data ana zip with pRctos and ID documents {if required) to upkoad In bulk difectly 1o the system — Turther INstructions are avallable ance you select this aption
L = Option 5: Click ‘Register From Previous' nexl to the desired role to select staff who have been registered from a previous event to be registered for a new event.

‘You can monitor the progress of each application by ciicking 'Ge to My Team'.
« All completed registrations vill show with a Pending status
- Registrations wih an 'Invited stalus are ye! 1o complete their application and can be issued a reminder by ciicking 'Remind"
« The ‘Cancel' button vall cance! their application.

Tennis Victoria : Tennis Australia - Registration Portal

Event Name Event Group Event Date Status Allocation

Australian Open 2024 Australian Open 04/01/2024 Open

Option 3 Option 5

Import Contacts Bulk Invite Contacts View & Manage Team Affiliated Organisations Register From Previous Bulk
Import Contacts with all documents and Import a spreadsheet to invite Contacts Area for View, Manage and Export your Area for view and management of Register From Previous Bulk
Data via an import templates. to complete the form, current Team Affiliated Organisations, Description

Go To Import Go To Bulk Invite Go To My Team Go To Affiiated Go To Bulk Register

Registration Summary Australian Open 2024

Registration Role Allocation Invited Used Remaining

[YERETSS  Execulive (CEOS) Open 0 0 Open
m ] | Team Member Open 0 0 Open
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4. Outline of options
Option 1: Register - Selecting register will allow you to complete all the individual’s details and submit
their application.

Registration Summary Australian Open 2024

“« s » %5 v (¢}
Registration Role Alocation Invited used Remaining

D  EDITII crecotve (GEOs) Open 0 0 open
[y Team Member Open ] o Open

---- F v}

Option 2: Invite - Individual invites — invite team members to complete their own registration, upload their
own photo etc.
Complete; First Name, Last Name, and email address, then select ‘invite’ to automatically send
an email to the applicant to complete the registration form.

Regisirafion Summary Australian Open 2024

Registration Role Allocation Invited Used Remaining
Executive (CEOs) Open 0 0 Open
Team Member Open ] 0 open
[v]
Invite
First Name*
Last Name*

Affiliated Organisation

flliated Organisation A

Email*

Employee Id

3 |
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Option 3 - Bulk Invite Contacts — invite multiple team members to complete their applications

Import Contacts Bulk Invite Contacts View & Manage Team Affiliated Organisations Register From Previous Bulk
Import Contacts with all documents and Import a spreadsheet o invite Contacts Area for View, Manage and Export your Area for view and management of Register From Previous Bulk
Data via an import templates. to complete the form current Team Affiliated Organisations. Description

Go To Import Go To Bulk Invite Go To My Team Go To Afiiliated Go To Bulk Register
Reg o Open 20

Registration Role Allocation Invited Used Remaining

o) Executive (CEOs) Open 0 0 Open
[y Team Member Open 0 0 Open

a. Download the template and input the name, organisation, and email address of each team member.

b. Add the correct role for each person. Your organisation may have multiple roles available, please
select the most appropriate per person.

c. Save the spreadsheet and then drag it or upload it into the system and select ‘Import.’

por

Oncs you hive upluades the st B systom wil deploy emalls fo each L i of Bach iwited stat!

inders from the Manage My Toam seciion n your sccrecStation poral

Responsible rganisation

Event

(&)

DROP FILES HERE OR CLICK TD UPLOAD

s ) ED

€ cancat [l & ouricad Templats
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Complete spreadsheet details:

File Home Insert Page Layout Formulas Data Review View Automate Help O FirSt Name
EHD éz:tpy . Calibi 2 A A === | e LastName
Paste IU-|iE. & A | =E==|=E|H $+% 9 o Affiliated Organisation (select

- gFormat Painter
Clipboard 1] Font

from dropdown)
F5 - 5 Email
Role (select from drondown)

Alignment Number

Affiliated
Organisation
Mandatory Mandatory Not Mandatory Mandatory

Employee Number

First Name Last Name

2 Mandatory Mandatory
Example Chef

Example 12353 83 Example john@acme.com

Example John Example Doe Example Acme Inc

Option 4 — Import Contacts — you can upload all information for all staff members, via an excel
spreadsheet. This includes photos, background check, personal details etc. of all applicants.

Affiliated Organisations Register From Previous Bulk

Import Contacts Bulk Invite Contacts View & Manage Team

Register From Previous Bulk
Description

Area for view and management of
Affiliated Organisations.

Area or View, Manage and Export your
current Team

Import a spreadsheet to invite Contacts
to complete the form

Import Contacts with all documents and
Data via an import templates.

Go To Bulk Register

Go To My Team Go To Affiliated

Go To Import Go To Bulk Invite

<N 2024

Invited Remaining

Registration Role Allocation

o) Executive (CEOs) Open 0
[y Team Member Open 0

“ - w|[25  |fem

0 Open

0 Open

a. Download the Template

Instructions +

Tenants * Responsible Organisation *
Australian Open Tennis Victoria

Australlan Open Australlan Open 2024

File *

&)

DROF FILES HERE OR CLICK TO UPLOAD

Allowad Extensions: £ € €233

€ Cancel
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b. Complete all the data columns for the applicants you wish to upload. All columns except those with
‘OPTIONAL’ in the description are compulsory. Please note the following have drop down lists,
please ensure your data matches the drop-down list options:

e Subcategory —these are pre-defined based on your organisation’s role at the event, please
select from the drop down list

e Country of Citizenship — nationality

e Mobile Code

e Terms & Conditions —yes or no answer

e Country of Residence, Australian State and Postcode

e Pronouns & Gender

c. Upload headshots and/or background checks (if required) by copying the file name, including
extension, and pasting on the relevant person’s line in the spreadsheet.

File Home Insert Page Layout Formulas Data Review View Automate Help | 2 Comments | | 1 Share
X Calibri e | = General v/ | [El Conditional Formatting ~ i
Ii_\ﬁ @~ B I U- AA|l= 5] ~ - 9% 9 [Z Format as Table ~ = /o Hi| @L‘
Paste - — Cells Editing Add-ins | Analyze
. Hie 0-A- |ZE= 9. |99 A el Styles Sall R Dats
Clipboard T Font ] Alignment [ Number [ Styles Sensitivity Add-ins
P3 & Fx
A B z M N [0} P

Sub Category | FirstName | LastName [ermsand Conditions Upload Headshot Image Background Check Document Country of Residence

\ENTEr Tne Tull ana exact
filename for the HEADSHOT

Select each eacl icant. eg:
( . . (Enter each (Enter each =ct YES or NO to confirm PHOTO of . h applicant. eg
3 | applicant's ROLE . . . . . 1_SmithJPG or " . A
7| from the drop- applicant's applicant's  ant's agreement to the n; CitizenJPEG (File Max Size (MegaBytes) 4MB) (No description)
FIRST NAME] LAST NAME) s and Conditions| =
down box) ! ! ! Must include the file

extension.File Max Size

ina annm)

5 |General Security John

Smith

SMITH_John.jpg SMITH_JohnBC.pdf Australia
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d. Once the spreadsheet has all the compulsory information included, select all items, including the
spreadsheet, photos, and background check files (if needed) and combine them into a zip file. Please
note: do not add them to a folder first.

= | Upload Demonstration
Home Share View
.:| [TH Preview pane [&5) Extra large icons [&] Large icons Medium icons I [] Group by ~ [ item check boxes I?
Small icons &E List - [[i]Add columns = File name extensions -
Navigation . = . Sort Hide selecte]
pa?.‘e ‘on [ Details pane |- gijes FE content *  by- foiszeallcoumnstofit [ Hidden items eme
Panes Layout Current view Show/hide
4+ » Upload Demenstration
~
"~ MName Status Date Type Size Tags
7 Qu
mo @ Test upload spreads... @ 30/10/2023 3:26 PM Microsoft Excel W... 556 KB
I [5] testljpg (©] 4/10/2023 9:43 PM JPG File KB
D [ - .
test3jpg File 10KE
D Open
= Pi Set as desktop background
Print
Q
A Rotate right
o Rotate left
Pl Cast to Device >
Te @& Always keep on this device
& On Free up space
D Ea Scan with Microsoft Defender...
Er Send to >
B Cut
Ry Copy
St
Create shortcut
U =5 Fax recipient
Delete -
‘| Mail recipient
& On Rename
= Images (I
Properties == Department Drive (M:)
= TA Share (O3
= RDS_Share (R:)
D

e. Dropthe new zip file into the upload box and select ‘Import’

ELE et - v - o x
Home  Shwe  View  Compressed Folder Tools & wail-ste x| @ NaBiete x| (@ Acredi x (@ ACCRED x Aecresit x|+
B Mo pane alaipeicons [ Largeicons &5 Medium icons l | Graup by = 1 tem check baxes > = <« c 0 & aca mgeron. @ 2 % B O M ® & 0O e

Detais [l e e
Nargaton T3 oesis pane ot sseasa | Optans Lo ctengersssnc ([T g—v——

son
S [seeanconnns ot [] bidden tems

Panes tayout Current view Snowrmise

4 [ Uplosd Demenstrstion >

A Mame Status Date Fipe Size Togs

=
[#) test1pg ) PG File 5 e
e S
2o © Uplosd Demonstrat., O

PG File 0 ke
Compressed fipp. 509 B

Teanta * Raspansible Drgasisation

0 Susatan Spen [———
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f.  Once imported the system will check whether the data you have entered is valid. The system will flag
if compulsory data is missing. Valid uploads will show with a green ‘valid’ status. Invalid lines will
show a pink ‘error’ status.

Select the 3 lines next to the error

status and select ‘edit’ to see what e
compulsory fields are missing.

e [ ® Cancel Job l € cancel lm

Q@

Once you are happy with the information listed, select the ‘Import’ button to complete the upload.
You will see a green ‘complete’ bar, these applicants have now been submitted.
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Managing your Team

Once you have completed your application you can monitor the status of all applicants via the ‘View & Manage
Team’ tab.

Import Contacts Bulk Invite Contacts

View & Manage Team

Affiliated Organisations Register From Previous Bulk

Import Contacts with all documents and Import a spreadsheet to invite Contacts Areafor View, Manage and Export your Area for view and management of Register From Previous Bulk
Data via an import templates. to complete the form current Team Affiliated Organisations, Description
Go To Import Go To Bulk Invite Go To My Team Go To Affliated Go To Bulk Register

Registration Summary Australian Open 2024

Registration Role Allocation Invited Used Remaining

[ invite | [y  Executive (CEOs) Open 0 0 Open
] | Team Member Open 0 0 Open

.-. | |25 v |items perpage 1-20f2items &

The status of individual team members can be checked here. This may include:
e 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.
e Pending
e More Info Requested
e Cancelled

1 polEmrET ﬁ °
== wss Core Guaa — Stephanie ED Hetset
== B st — sy san PERDING Py &
=)
mm 4156 Broadoast Hewran Tm FENDING Perdng
s
=3 a5 Gengeal Securlly Malore Kevin PENDING. Panddng
—
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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.

Regisiration Role v Reg Status v Pass Cabect v

Pass Status - A Phato Status

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

status, photo, roles etc.

=gistration Number = Registration Role ~ Reg Status - Pass Callect v

Photo Status

m e

Pass Status . Last Name esponsile Organisatio

10
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Troubleshooting

Below are some common troubleshooting scenarios you may experience:

Cannot upload spreadsheet
e Most likely an error within the zip file

e Make sure there are no subfolders in your zip file; each item should be chosen separately to create a zip
file for uploading.

x
® Emor [ETINC BRSNSl  sciectResponsible Organisation | BackTo Admin Portal | - Backto Landing
mport Wit Erar

Instructions +

Tenants * Responsibe Organisation *

Test Campeny

Bustrlian Open 2024

sue
Test photos zip

Error on individual line items within bulk import
e Missing compulsory data
e Incorrect file type in upload of photo or background check

[T N ISROSIl  elect Responsible Orgarisation |  BackTo AdminPonal | - Back to Landing

% v | 1-2ef2mems O
Stene image sackgr - Sun Category S Lestame @ Couniryof Cazensny 008 DM @ e @ fok st © Emploges Number © anie Coss wesie © Sgrea o Tarms 2nd Condtons

= @ Hospitalty oeg  mes Sustata 231057198 Sscurty Securiy Austala (+81) wss e

= e Hospialty om Buton Austat © 04271 Securty securiy ssgtestoomau Austalia (+61) amsasas v

|- > w25 v semspepme 1-20t2mems |
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