
Quick Guide
Administrative Account 

Sign up and manage your company staff with an administrative account

Go to the Website
safeusediisocyanates.eu

Create an Administrative Account 
to register multiple persons

Hint : 
 language selection

https://safeusediisocyanates.eu/


Reach Restriction 
Training

Step 1 
Create your account

1

3

Go to 
https://passport.events/administrative/register

Fill in your details using your company email address
2

Choose an Account name 

Check your inbox or spam folder for the verification link

Hint : 
 use an email linked to and inbox

https://passport.events/administrative/register


Step 2
Import your staff

5

4

6
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Login to https://passport.events

Before you upload your staff you need  to define the info you would like to see on your imported list. 
To do so go to “settings”

Some fields are mandatory and standard but you can always                             
or change the order of a field by  dragging /dropping

Under “contacts” go to                             
select your profile  and download the template

Hint :
 It will determine the lay-out of your 

template

https://passport.events/


Step 2
Import your staff

7

Reach Restriction 
Training

Complete the template 

Hint:
If your staff has NO email address -> use gmail+ trick

You can append a plus (“+”) sign after your gmail email address and
after that, you can insert any combination of words or numbers to
create any number of personalized email IDs. 
All the confirmation mails will arrive in your primary gmail
inbox.
 

Your contact list must follow these requirements :
• File type must be XLSX
• Column must start with a heading
• Company country must use ISO 3166-1 alpha-2 codes
• Language must use ISO 639-1 alpha-2 codes. EN is applied by default
• Date must use dd-mm-yyyy format and cell must be TEXT type
• Checkbox field must have 0 or 1 as valua

Example :
Primary ID: Kde1611@gmail.com
Staff without email : 
Simon Grande -> Kde1611+Sgrande@gmail.com
Paul Petit         -> Kde1611+Ppetit@gmail.com
No spaces before the @sign

https://en.wikipedia.org/wiki/ISO_3166-1_alpha-2
https://fr.wikipedia.org/wiki/Liste_des_codes_ISO_639-1
mailto:Kde1611@gmail.com
mailto:Kde1611+Sgrande@gmail.com
mailto:Ktest+Ppetit@gmail.com


Step 2
Import your staff
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Save your completed  list

Click on                                  to upload your file

10

Under ‘contacts’                  you will find all the contacts imported11

Click on                                    to import your contacts

IMPORTANT
Due to a double security check
an email address  can not be 

changed/updated once imported.

 



Reach Restriction 
Training

Step 3 
Make a selection of your 
contacts to link to a training

12 In   ‘contacts‘ select the contacts 
you would like to link to a specific 
training 

Once selected click on                 (top right) and save or add to a selection13

Example  of selection name : Training 045 

DO NOT FORGET THIS STEP



Reach Restriction 
Training

Step 3 
Make a segment of your 
contacts to link to a training

14
Create a segment from the selection

Add a segment                              (top right)

Tip :  this segment will be requested when 
registering to a training (see step 20)

15

16

DO NOT FORGET THIS STEP

With the conditions “All contacts are in selection [name of the selection]
+ Save



Step 4
Link your segment to a 
training

17
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Training

Go to the  training list of the Safe Use Diisocyanates website  to select your training
https://isopa-aisbl.idloom.events

Select a training and click on register to a training18

19 Click on

20 Select your identity and retrieve your segment

Follow the next steps  towards the payment process and 
Receive your confirmation email 

https://isopa-aisbl.idloom.events/


Step 5
Receive confirmation with 
link to the training

21

Reach Restriction 
Training

Verify and click on check out 22

23

24

Fill in the field “Email which will receive confirmations” 
and click Next

Verify in your  Admin mailbox for the recap confirmation

Verify in your trainee mailbox for the registration confirmation

Verify the mailbox 
configured in field 
“Email which will receive 
confirmations” for the 
recap and email 
confirmations

Verify in the header of 
the confirmation email



Step 6
Follow the training

25
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Training

In the confirmation email click on this link
Hint : 

If you can not find your confirmation email with the link  : 
Go to https://passport.events/me and use the ‘forget 

password’ feature to reset your password and get to your 
training

https://passport.events/me


Important to know

From your personal account you can switch to your Administrative account and vice/versa 



The administrator is listed but not counted as a registrant.
The price is set to 0 €
 

Click on the arrow will allow you to see some details of this registrant
 

Important to know

An invoice will be generated automatically and sent to the person 
managing the registrations
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