
1

Contractor+
Portal Guide

Version 04| 20 December 2023

1



Contractor+
Portal Guide

Version 04| 20 December 2023

2



3

WELCOME

Dear Partners,

We are excited to announce the launch of our new Contractor+ Portal - your one-stop for digital passes and venue access.
This document provides a step-by-step guide about the portal and its easy use. 

Highlights

• Contractor companies can register online with no limited licenses.

• Users can purchase and select Contractor Digital Pass type i.e. International, Annual, Daily & Vehicle pass,  with no limitation.

• Payment needs to be completed online prior to assigning the contractors and accessing the Venue. Payment receipt and TAX invoice is shared after 
the payment, via email.

• Users can directly assign passes to their staff based on the approved staff details. 

• Users can select the duration of the access – typically valid for the selected event’s build-up & tear-down days.

• The system generated Digital Contractor and Vehicle Passes are sent via email, and/or can be downloaded from the portal directly. Each pass displays 
the registered photo and their access information.

• For Exhibition events, all deliveries are automatically  designated, registered and directed to Al- Warsan Area.

• For material deliveries, the date is programed on the portal based on build-up operation.

• The Contractor and Vehicle passes need to be scanned, prior entering the premises. That’s it!

We look forward to experiencing a seamless journey with you on all upcoming events. 

Thank you
The Venue Infrastructure team 
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CONTRACTOR+ PORTAL : OVERVIEW

PROCESS WORKFLOW 

CONTRACTOR+ PORTAL LOOK DIGITAL PASS SAMPLE 
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LOGIN



COMPANY REGISTRATION

To complete the registration click Create New Company Registration.

Click here

Click here
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COMPANY REGISTRATION

1. Fill the Company Details 2. Fill Create contact.
Note: The email must not match the primary and Secondary email you filled in the Organisation form.  

3. Attach the required documents 

4. Submit and then you can view the services 



SELECT
SERVICES 
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VIEW SERVICES 

Click here to view 
Contractor Services
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SELECT & REGISTER FOR SERVICES 

Click here to register and 
apply for Contractor Pass 
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CONTRACTOR PASS DASHBOARD  



STEP 1. MANAGE 
STAFF



- Submissions and approvals timeline:
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MANAGE STAFF - ACCREDITATION SUBMISSIONS WORKFLOW

- First step is adding the staff list as it will be subject to review and approval by Venue Infrastructure- Quality and Control team.

1. Add your staff 
details and submit 

for review 

2. Subject to Venue 
Infrastructure-

Quality and Control 
team approval and 

Security will be 
notified

Task Applicable  to Deadline 2 nd Reminder

Manage Staff All Events One week prior of start of the tenancy
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MANAGE STAFF - ACCREDITATION SUBMISSIONS WORKFLOW 

Click on Manage 
Staff to start adding 

Click here for bulk upload, or you 
can submit individual Staff
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Upload for review and approval

Fill the excel sheet.
Note: Don’t copy and Paste  the Title, 
Skill, Gender and Nationality columns 

Click here to download the Bulk sheet.
Note: Download the sheet, Save it then start filling.

MANAGE STAFF – BULK UPLOAD OPTION 1



17

MANAGE STAFF - NEW STAFF OPTION 2

- After uploading the bulk sheet the staff status is DRAFT you have to complete the submission.
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MANAGE STAFF - ACCREDITATION SUBMISSIONS WORKFLOW

- Active staff means the submission is approved. 
- Expired means the documentation is expired 



STEP 2 
PURCHASE PASSES
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PURCHASE PASSES - CATEGORIES

- You will be able to selects as many passes and complete the payment online.

1. Click on 
Contractor Passes 
to start Shopping.

2. Once you select the pass click here to 
added in the cart. 

3. click here to proceed to check out.
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- You will be able to complete the payment and to add many items as well.

PURCHASE PASSES - CATEGORIES

4. Click here to 
complete the payment.



STEP 3
ASSIGN PASSES
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PASS ASSIGNMENT DASHBOARD

- This dashboard showcasing the Un-assigned Passes , Assigned and the expired one.
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PASS ASSIGNMENT  STEPS

- After purchasing a badge you will be able to assign to your staff list.
- Follow the below steps. 

1. Click here view the 
Pass assignment list.



Pass Start Date *

Pass End TimePass End DatePass Start Time*
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PASS ASSIGNMENT – FOR TEMPORARY PASSES

You can select additional event which 
happens in a same tenancy period.

click here view 
the staff list.



PASS ASSIGNMENT ASSIGNED DOWNLOAD

Hareesh                             
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VIEW OR DOWNLOAD e-PASS

- You will be able to view the pass from the notification email or you can download it from the portal. 

Click here to view 
the ePass



VEHICLE PASSES 
PROCESS



2. Shop the

Vehicle Pass 

3. After completing 
the payment assign 

the Pass to your 
staff 
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VEHICLE PASS - PROCESS

- All the Vehicle Destination are fixed to Al- Warsan by default except Non- Exhibition, Live events, conferences and weddings through the portal.

1. Add your staff 
details and submit 

for review 

4. Subject to Venue 
Infrastructure-

Quality and Control 
team approval 

- Submissions and approvals timeline:

Task Applicable  to Deadline 2 nd Reminder

Manage Staff All Events One week prior of start of the tenancy
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SELECT CATEGORIES & PURCHASE PASS

- In order, to assign a staff for the vehicle pass you must purchase the pass first: 

1. Click on 
Contractor Pass

to start Shopping

2. Once you select the pass click here to added in the cart.

3. Click here to 
proceed to 
check out.
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1. Click here view 
the Pass  

assignment list

APPLY FOR VEHICLE PASS ASSIGNMENT

- After purchasing a pass you will be able to assign to your staff list. 



Pass Start Date*

Pass End TimePass End DatePass Start Time*
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VEHICLE PASS ASSIGNMENT – FILL INFORMATION

- You will be able to select the staff list and fill the vehicle pass information. 

Fill the 
information

Attach the 
required Doc.

Click Save. 
Subject for Q&C 
team review and 
approval.
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VEHICLE PASS ASSIGNMENT - REVIEW

Subject to Q&C review 
and approval



33

PASS ASSIGNMENT ASSIGNED DOWNLOAD

Hareesh                             

Click here to view 
the ePass

VIEW OR DOWNLOAD VEHICLE e-PASS

- You will be able to view the pass from the notification email or you can download it from the portal. 



THANK YOU

04 306 4816

For more information, please reach out to us at:

AccreditationLiaison@dwtc.com


