
Quick Guide How to Add a New
Authorised Person to your Company
Profile Contractor CSP Only



From the dashboard go to the ASP/AUP Tab

Click On ASP/AUP

Click on Create in the
ASP/AUP  Area



Create the Authorised Person Profile

Once all information is entered click Save

• If you are a Sole Trader,
please use your
Firstname Lastname in the
Username area

• If you are entering a person
working for you, please use
their email address, as they
will use this to log into Beakon.



Find the person’s name in the ASP/AUP Area to enter the authorisation details

Click on the persons name to open the profile

- Open the profile
- Go down to the

Authorisation
- Click Create to add the

authorisation that you
require to assign

- Continue to do this for
each authorisation
needed



Adding an Authorisation
- Click Create to open a list of authorisations
- Begin to type the first letters of authorisation you need, and it should appear
- Click on the one you want them to hold and then click save, you can keep adding the
authorisations you need, but they must be done one by one



All authorisations will become visible in this area and will remain Non-Compliant until all
authorisation requirements have been met, and Submitted for Approval



Adding documents to the Authorisation

Click on the red box to view the
requirements and add the
documents, each authorisation
has different requirements

Click on the add button for
each requirement, add the
date of completion/Issue, and
expiry date if requested, and
attach the document, and
click save for each item.

Documents can be added to the requirements either in the ASP/AUP Page or the Authorisations Report Page



Once all documents have been attached, you will see the status change
to Pending Approval



The Authorisation will become Non-Compliant, then this will need to be submitted for
approval

You can only submit authorisations from the
Authorisations Report page



Click on Submit for Authorisation



Once approved by  the Authorisations Team, the status will change to
Compliant

If a document or authorisation is rejected, an explanation as to why it was
rejected will be given by the Authorisations Team.
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