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1 Requesting Accreditation for New ATO Module and New 

Trainer Module 

Step 1 – Start a new Accreditation request from the homepage or via the top menu 

  

 

 

 

Step 2 – Click ‘Add an Accreditation’ 
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Step 3 – Select ‘Accreditations at organization level’ to add new ATO Modules 

 

 

Step 4 – Tick the ATO box to get the module overview 
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Step 5 – Select appropriate modules (Classroom/E-learning/ Virtual and Own material/Third Party 

material) 

 

 

Step 6 Click ‘Save & Submit at the bottom of the page 
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Step 7 – Go to Step 2 in the accreditation process and click on one of the accreditation components, to 

start uploading the documentation. 

 

 

 

Step 8 – Download your pre-filled declaration via the ‘Download’ button to read it and click ‘Accept’ to 

agree with its contents and have it automatically saved for you.  

 

When all the documents are added/accepted, click on ‘back to previous page’ or ‘Next Step’ to continue.

 or  
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Step 9: Click on Next step in the accreditation request  

 

And click on ‘Submit Request’ to send your request to EXIN for processing. 

 

Step 10 – Don’t forget to add a trainer if you have not done so already.  
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Please note that sending a complete request to EXIN can also be done via the ‘Overview Accreditations’ 

in the top menu under ‘Accreditations’ and by clicking on ‘Submit Request’ behind the corresponding 

request at the top of the page 
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2 Adding a trainer 

Step 1 – Add another accreditation to this request or start a new request via the ‘Request new 

Accreditation’ from the ‘Accreditations’ menu at the top of the screen.  

 

  

Step 2 Select ‘Accreditations for a single person’
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Step 3 – Add a new person, or choose from the list of existing persons 

 

Step 4 – When adding a new person, fill in the details in orange.  

And select the role(s) 
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Step 5 – For Trainers, please select their training language(s) and modules from the list that appears. 

 

 Step 6 - Click Save & Submit at the bottom of the page to continue 
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Step 7 – Click the element for accreditation, to start uploading the documentation 

 

 

Step 8 – Download your pre-filled declaration via the ‘Download’ button to read it and click ‘Accept’ to 

agree with its contents and have it automatically saved for you. 

 

Click ‘back to previous page’ at the bottom of the page to continue  
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Step 9 – Click ‘Next Step’ and ‘Submit Request’ to send your request to EXIN for processing.  
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3 Requesting Accreditation for New Order Person / Supervisor 

Step 1 – Start a new Accreditation request from the homepage or via the top menu 

 

 

 

Step 2 – Click ‘Add an Accreditation’ 
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Step 3 Select ‘Accreditations for a single person’ 

 

Step 3 – Add a new person, or choose from the list of existing persons 
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Step 4 – When adding a new person, fill in the details in orange  

And select the role(s) 

 

Step 5 - Click Save & Submit at the bottom of the page to continue 
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Step 6 - Click on Step 2 and then on the components to start uploading documentation 

 

 

Step 7 - Click ‘Download’ for the NDA and have it signed by the person you want to accredit and upload it 

under documents once it is signed.  

Download your pre-filled declaration via the ‘Download’ button to read it and click ‘Accept’ to agree with its 

contents and have it automatically saved for you. 

 

Click ‘back to previous page’ at the bottom of the page or ‘Next Step’ to continue  
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Step 8 – Click ‘Next Step’ and ‘Submit Request’ to send your request to EXIN for processing.  

 

 

Please note that sending a complete request to EXIN can also be done via the ‘Overview Accreditations’ 

in the top menu under ‘Accreditations’ and by clicking on ‘Submit Request’ behind the corresponding 

request at the top of the page 
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Contact 

 

If you have any questions concerning accreditation in MyLogin or if you need help with your request, do 

not hesitate to contact EXIN.  

 

support@exin.com 

+31 30 234 48 80 

  

mailto:support@exin.com
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