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Department of Primary Industries 
and Regional Development 

Help guide: using the new accreditation form generator 

These instructions cover: 

• Setting up your digital signature, and 

• Generating an accreditation form 

Setting up your digital signature 

1. After logging in to the portal, click the first icon on the main menu: ‘Accreditation Form 
Generator’. 

 

2. A new browser window will open, showing a page of instructions.  

After you’ve read the instructions, click ‘Next’. 
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3. You will be prompted to upload your digital signature – your signature will automatically 
populate on each Accreditation Form you generate using this file.  

A digital signature is an image of your written signature. 

 

4. Click ‘Choose file’ and upload your image. Please note digital signatures can be .pdf, .jpg or .png 
files and must be no larger than 2mb. 

 

Creating a digital signature 
If you don’t already have a digital signature, follow these steps to create one: 

a. Find a clean piece of white paper and sign it. Then, use your phone or other device with a 
camera to take a photo of your signature. The image will automatically be available in your 
photo library. We recommend using the ‘Share’ function to send the file to yourself, as you 
will be able to change the file size. 

Save the file to your device, then click ‘Choose file’ to select your signature from the location 
you saved it. 
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b. Locate your signature file and click ‘Open’.  

 

c. A preview of your digital signature image will appear. Check that it is appearing correctly. 
You may need to edit the file on your device and then upload it again if it does not display 
correctly. 

 

5. Click ‘Upload signature’. Your file will upload and you will progress to the form generator. 
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6. The form generator will then open. You will see four navigation tabs on the left-hand side: 
‘Personal information’, ‘Digital signature’, ‘Accreditation form’ and ‘Main menu’.  

The generator opens on the personal information tab. The details displayed are linked to your 
login and cannot be changed within the generator.  

 

Email hunter.leap@dpi.nsw.gov.au if your details need updating. Do not generate any forms until 
the auto-populated details are correct. 

Generating an accreditation form 

1. In the accreditation form tab, complete all the form fields, ensuring they match the details on the 
applicant’s identification. Mandatory fields are indicated by an asterisk. 

 

mailto:hunter.leap@dpi.nsw.gov.au
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— Enter the student’s full name, address and phone number.  

— Enter their Approved Hunting Organisation (AHO) membership details, if you have them.  

If the student is not an AHO member yet, enter TBA in each of the AHO fields. The expiry 
date field will show 01/01/1900 on the form if no value is entered. 

 

— Use the checkboxes to indicate which sections of the course the applicant completed. The 
categories you select must match the accreditation answer sheet you marked. 

 

— If the applicant needed help to complete the accreditation course, check the HL-L box. 

 

— Check the details you’ve entered. If they’re correct, click ‘Yes’. 
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2. A preview of the accreditation form is generated with a unique accreditation number in the top-
right corner.  

 

3. Beneath the form is another prompt: ‘Are these details correct?’. Check the details you’ve 
entered again. 

If you need to make changes, click ‘No back to edit’ to correct the information.  

If you’re sure the details are correct, click ‘Yes send email’. 
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4. A pop-up box will appear once you have clicked ‘Yes send email’. 

Enter the applicant’s email address and click ‘Submit’ 
 

 

5. The system will confirm the email is sent.  

Click ‘Close’ to return to the ‘Personal information’ tab of the form generator. 

 

6. If you don’t need to generate another form, simply close the browser windows for the form 
generator and instructions.  

7. You can return to the portal dashboard at any time by clicking on the ‘Main menu ‘tab. 

 

 

© State of New South Wales through NSW Department of Primary Industries and Regional Development (DPIRD) 2024. The information 
contained in this publication is based on knowledge and understanding at the time of writing (August 2024). However, because of 
advances in knowledge, users are reminded of the need to ensure that the information upon which they rely is up to date and to check the 
currency of the information with the appropriate officer of the department. 

 


	Setting up your digital signature
	Creating a digital signature

	Generating an accreditation form
	© State of New South Wales through NSW Department of Primary Industries and Regional Development (DPIRD) 2024. The information contained in this publication is based on knowledge and understanding at the time of writing (August 2024). However, because...

