


Team member setup

1. The email you will receive from your Primary user will have a link to click on to complete your 

registration for set up and add you and your details to your companies account. 
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2. Choose a password to your account and select continue. 
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3. Once logged in you will get the following screen below, there will be workshop details, and a section 

at the bottom listing the team members set up. Select the link in the blue ‘please set up your 

preferred method of contact’.
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4. You will then get a screen titled Account Settings, here you will need to enter your contact phone 

numbers, if you have a main land line then enter this under phone number and if you wish to have a 

mobile number then also enter this under mobile number. Also select your preferred contact method, 

then click on update. 
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5. You will then get conformation of the account settings, check all are correct and if not you can select 

edit. 
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