
Quick Guide - HOW TO Submit
Your New Accreditation for
Approval – New ASP Only



Log in to the Beakon Portal

Once you log in to your Dashboard you will see the below screen and the only thing that is visible
is your Accreditation under my Assigned Authorisations, this is currently Non-Compliant, to change
the status to Compliant you need to submit the Accreditation for Approval.  If you do not submit
this for approval you will not be able to move to the next step in the process



From the Dashboard, please hover over the top of ASP/AUP and Click on the Authorisations
Report, this is the only area you can submit any authorisation for approval.



From the Authorisations Report page, the Submit for Approval/Authorisation will be visible.
By submitting for authorisation, this will submit the authorisation to the team for approval.

Please ensure you have submitted all authorisations for approval

Click Submit for Authorisation



Once you have received approval via email, you are then able to
log back in and start creating the authorised person for approval



Please ensure you tick the box prior to submitting for Approval



This will change the status to Approval Pending

Once it is approved by the Authorisations Team it will move to a Compliant status
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