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Overview: 
 

 

The following pages describe the Unipass® Control Centre application available on 

our web pages (www.unipass.co.uk) for use by Unipass Controllers of Organisations 

with a status of ‘Authorised ’ . 

 

The Unipass® Control Centre has been developed to meet a real need expressed by 

Controllers to view their members’ applications and certificate status details 

Controllers require the ability to track the progress of applications and to view the 

status of individuals within their firms, particularly whether a ‘live ’ certificate is held . 

 

Additional functionality allowing the flagging of leavers and removal of their 

certificates will be equally welcomed by controllers. 

Perhaps the next most used facility will be the viewing of individuals listed, as 

required by the firm, and the ability to export these lists. 

 

List of Facilities 

 

Controllers will be provided with all or some of the following facilities for each 

Individual within their Organisation depending upon the status of the individual's 

records at that time: 

 

 Approve\Reject\Change Applications 

 Approve\Reject\Change Change of Details requests 

 Request the Revocation of a Unipass 

 Request the Reissue of a Unipass (Lost\Compromised) 

 Request the Reactivation of a Unipass (non-collection) 

 Request changes to an existing Unipass 

 Request an Individual be removed from Wasp (Leavers) 

 Add new Unipass Controllers 

 Remove existing Unipass Controllers 

 Additionally the Controller will be able to request: 

 Changes to an Organisation ’s details 

 Change of Contract Owner details 
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Unipass
®
 Control Centre 

 

 
 

The Unipass
®
Control Centre is accessed by clicking on the Unipass

®
 Controllers button 

in the Unipass home page at www.unipass.co.uk  

 

To access the Control centre you must hold a valid Unipass
®
 certificate and have a status 

of Unipass
®
 Controller within the Unipass

®
 Registration system. As a Unipass

®
 

Controller you will be provided with access to the Certificate and Application data held 

by Unipass
®
 in regard to Individuals within your Organisation.  

 

 

 

 

 

 
 

 

 

 

http://www.unipass.co.uk/
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On entering the Control Centre a set of five tables will be displayed namely: 

 Applications 

 Changes 

 Certificates 

 Individuals 

 Organisations 

 

Facilities within these tables are as detailed in the following sections. Firstly however the 

following pages will show some of the features common to all of these tables: 

:  

 



Unipass Controller – Control Pages  Confidential 

 Page 5  of 26 18/10/2010 
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 Applications 

 

When an individual applies for a Unipass
®
 they must select a Unipass

®
 Controller from 

within their Organisation to approve their application. 

 

This table displays details of all application for your Organisation which are awaiting 

such approval. If more than one Unipass
®
 Controller is in place within your Organisation 

the list will be sorted with applications assigned to you displayed at the top of the table. 

However as a Unipass
®

 Controller you will have the ability to approve, reject or change 

any of the applications displayed.  

 

 

 
 

To Approve an application you can: 

a) Highlight a single application on the list and click the Approve button or to select 

multiple applications for approval you can either: 

b) Double Click an individual application on the list. In both instances the ‘Actions 

Required – Applications page (below) will be displayed showing the full 

application details. To approve the application click on the Approve button at the 

bottom of the screen.  

In all of the above instances clicking the Approve button will automatically approve the 

application(s) on the Unipass registration system and issue a collection email(s) to the 

applicant(s) advising them that their Unipass
®
is available for collection. All approved 

applications will be removed from the displayed table as it refreshes. 
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To Reject an application or Change an application’s details: 

Double click an individual application on the list. In both instances the ‘Actions Required 

– Applications page (below) will be displayed showing the full application details. 

 

 
 

 

 

To Reject an application: 

Click on the Reject button at the bottom of the screen to display the ‘Confirm Rejection’ 

page (below). You then have the opportunity to notify Unipass if the applicant has left 

your Organisation or if not if you wish Unipass
®
 to notify the applicant of the rejection. 

Clicking the Reject button at the bottom of the page will automatically reject the 

application on the Unipass
®
 registration system and depending on the options chosen 

above may flag the applicant as a Leaver or issue an application rejection email to the 

applicant. 
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To Change and Approve an application: 

Enter the changes required to the application and click on the Change button at the 

bottom of the screen to display the ‘Send Confirmation Email?’ page (below). You then 

have the opportunity to notify Unipass
® 

if you wish Unipass
®
 to issue an email(s) 

confirming the changes to the applicant and/or to yourself. Clicking the Change button at 

the bottom of this page will automatically change the application details on the Unipass
®

 

registration system and a collection email will be issued to the applicant advising them 

that their Unipass
®
 (containing any certificate changes you entered above) is available for 

collection. 
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Certificates 
 

This table displays a list of all live Unipass
®
 certificates held by Individuals on behalf of 

your Organisation. As a Unipass
®
 Controller you will have the ability to request a 

certificate be revoked, revoked and reissued (with the same details) or revoked and 

reissued with changed details. 

 

 
 

To request a certificate revocation double click an individual certificate. In both instances 

the ‘Certificate Details’ page (below) will be displayed. 
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To Revoke a certificate: 

Clicking the Revoke button will display the confirmation page (below) and allow you to 

advise if the revocation is for a Leaver. Clicking the Revoke button again will generate 

either a revocation or revocation and leaver task on the Unipass registration system for a 

Unipass
®
 agent to action. Until this request has been actioned a ‘Revocation In Progress’ 

message will be displayed in the Controller Request column of the Certificates table for 

this certificate. Once actioned the certificate will disappear from the list as it is no longer 

a live certificate. 
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To Revoke a certificate and have a new certificate issued with the same details (normally 

used if a certificate is Lost or Compromised): 

By clicking on the Reissue button at the bottom of the screen and a task will be generated 

for a Unipass
® 

agent to action the revocation on the Unipass
®
 registration system. Until 

this request has been actioned a ‘Revocation & Reissue In Progress’ message will be 

displayed in the Controller Request column of the Certificates table for this certificate. 

Once actioned the certificate will disappear from the list and a collection email will be 

issued to the Individual advising them that their new Unipass
® 

is available for collection. 

 

 

 

To Revoke a certificate and have a new certificate issued with different details: 

Clicking on the Change button at the bottom of the screen will display the ‘Change of 

Details’ page and allow you to enter the changes you require. You can then indicate if 

you wish Unipass
®
 to issue an email confirming the changes to the Individual and/or to 

yourself. By clicking on the Change button at the bottom of this screen a task will be 

generated for a Unipass
®
 agent to action the changes on the Unipass

®
 registration system. 

Until this request has been actioned a ‘Change of Details In Progress’ message will be 

displayed in the Controller Request column of the Certificates table for this certificate. 

Once actioned the certificate will disappear from the list and a collection email will be 

issued to the Individual advising them that their new Unipass
®
 (with the changes you 

entered above) is available for collection. 
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Individuals 

 

Individuals is a list of all live individuals (ie does not include known leavers) within your 

organisation who have applied for a Unipass certificate.  

By double clicking on an individual, depending on the status of their application you will 

be able to action some of the following:  

  authorise or reject an application  

  flag the individual as a leaver  

  request a new application be raised and authorised  

  reactivate a certificate which has not been collected  

  request the revocation of a Unipass  

  request the reissue of a Unipass  

  request a change to the details of their Unipass  

 

 

 
 

 

 

 

To Export a copy of all Individual records shown in the above table: 

Click on the Export button at the top of the screen to display a new control centre page 

requesting you to enter a file name and file format (Word, Excel, CSV or HTML) for the 

exported file. Once completed click the OK button and you will be able to select where 

you wish to save the file to on your PC. 
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Processing Individual records 

 

In total there are six variations in processing within the Individual’s tables. 

 

1. If the Individual’s application is awaiting approval (application status of ‘Awaiting 

Unipass Controller Approval’) this is processed in the exact same fashion as shown 

in the Applications section above. In each instance you must start by double clicking 

on the appropriate record and then process as in the Applications section above. 

 

2. If the Individual’s application is awaiting Unipass
®
 validation (application status of 

‘Pending Approval’) you as a Unipass Controller will have the ability (if required) 

to reject the application.  

To achieve this double click on the appropriate record and the ‘Application – 

Unipass
®
 Validation in Progress’ page (below) containing the full application details 

will be displayed. Clicking the ‘Reject Application’ button will display the ‘Confirm 

Rejection’ page (below) and you can then signify if the individual has left your 

Organisation or if not, to signify if you require Unipass
®
 to notify the applicant of the 

rejection. Clicking the Reject button at the bottom of this page will automatically 

reject the application on the Unipass
®
 registration system and depending on the 

options chosen above may flag the applicant as a Leaver and/or issue an application 

rejection email to the applicant. 
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3. If the Individual’s application has been ‘Approved’ but their certificate is awaiting 

collection (certificate status of ‘Ready for Collection’ or ‘Collection Warning 

Issued’), as a Unipass Controller you will have the ability to reject the application.  

To achieve this, highlight the individual’s record, double click on the appropriate 

record and the ‘Certificate – Awaiting Collection’ page (below) containing the full 

application details will be displayed. Clicking the ‘Reject Application’ button will 

display the ‘Confirm Rejection’ page (below) and you can signify if the individual 

has left your Organisation or if not, signify if you require Unipass
® 

to notify the 

applicant of the rejection. Clicking the Reject button at the bottom of this page will 

automatically reject the application on the Unipass
®
 registration system and 

depending on the options chosen above may flag the applicant as a Leaver and/or 

issue an application rejection email to the applicant. 

 

 

 

4. If the Individual’s application has been ‘Approved’ but they have failed to collect 

their certificate in the timescales allowed (application status of ‘Terminated’ and a 

certificate status of ‘Not Collected’), you as a Unipass
®
 Controller will have the 

ability to reactivate this application or to notify Unipass
®
 if the applicant has left your 

Organisation.  

To achieve this, double click on the appropriate record and the ‘Certificate Details’ 

page (below) containing the full application details will be displayed.  
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Clicking the Leaver button at the bottom of the page will automatically set the 

Individual’s record to Leaver status in the Unipass
®
 Registration system and will 

remove the Individual from the displayed list.  

On clicking the ‘Reactivate Certificate’ button will automatically generate an 

approved application in the Unipass
®
 Registration system and a collection email 

will be issued to the Individual advising them that their Unipass
®
 is available for 

collection. 

 

5. In the following three instances you will have the ability to request that a new 

application be raised or to signify that the Individual has now left your Organisation. 

a) If the Individual’s application shows a status of ‘Rejected’ (which 

indicates that their last application for a Unipass was rejected by a 

Unipass
®

 Controller or Contract Owner from within your Organisation) or  

b) If the Individual’s application shows a status of ‘Terminated’ and they 

have failed to renew their certificate within the allowed timeframe 

(certificate status of Expired). 

c) If the Individual’s application shows a status of ‘Terminated’ and their 

certificate has been revoked with no new certificate being issued 

(certificate status of Revoked). 

To process any of these records, double click on the appropriate record. The 

‘Certificate Details’ page (below) containing the full application details will be 

displayed.  
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Clicking the Leaver button at the bottom of the page will automatically set the 

Individual’s record to Leaver status in the Unipass
®
 Registration system and will 

remove the Individual from the displayed list.  

Clicking the ‘Request New Application’ button will display the ‘New Application 

Request’ page (below) and you will be able to submit the application details as 

they were before or to change and of the fields.  

 

Clicking the ‘Submit’ button will automatically generate an approved application 

in the Unipass
®
 Registration system and a collection email will be issued to the 

Individual advising them that their new Unipass
®
 (with any changes you entered 

above) is available for collection. 
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Organisation 
 

Selection of the Organisation tab displays the following page and provides four options to 

the Unipass
®
 Controller: 

 

 
 

 

 

 

Controllers 

Clicking on this option will display the Unipass
®
 Controllers table which provides a list 

of all Unipass
®
 Controllers for your Organisation. 
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To Remove an existing Unipass
®
 Controller: 

Double Click the Controller record you wish to remove, click the Remove button at the 

bottom of the screen and the ‘Confirm Removal page (below) will be displayed with the 

Controller’s details. 

 

Within this facility three buttons will be provided for selection: 

 Remove Status 

Selecting this option will automatically remove the Unipass
®
 Controller status 

from this Individual in the Unipass
®
 Registration system. The Individual will 

no longer have access rights to the Unipass
®
 Control Centre facility.  

 Revoke Certificate 

Selection this option will display the confirmation page (below) and allow you 

to advise if the revocation is for a Leaver. Clicking the Revoke Certificate 

button again will automatically remove the Unipass
®
Controller status from 

this Individual in the Unipass
®
 Registration system and will generate either a 

revocation or a revocation and leaver task for a Unipass
®
 agent to action. Until 

this request has been actioned a ‘Revocation In Progress’ or ‘Leaver request in 

Progress’ message will be displayed in the Controller Request column of the 

Individuals table for this individual.  
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Before selecting any of these buttons however you must select a current Unipass
®
 

controller from the drop down list provided to whom any outstanding applications or 

change of detail approval requests (for the controller being removed) should be 

reallocated.   

 

 

Should you wish to remove yourself and you are the last controller for the Organisation, 

the Change Contract Owner Details page (below) will be displayed as any 

outstanding/new applications or change of detail requests will now be forwarded to the 

Contract Owner for approval. To complete this process enter the required changes (if 

any) and click the Submit button.  

 

 

 

 

Add Controller 

Clicking on this option will display the Add a new Unipass
®
 Controllers page (below) 

with a drop down list of all individuals registered within your Organisation.  

To make one of these individuals a Controller, simply select their name from the drop 

down list and click the Submit button. This will automatically update the Unipass
®
 

Registration system and the individual will now appear in the Controller table above. 
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To make an individual who does not appear on the list into a Controller, click on the 

‘Add a new Individual’ button and the following screen will be displayed. Enter the 

required fields and click the Submit button. The system will automatically email the 

individual to notify them of their nomination and provide them with a unique URL for 

your organisation where they can apply for a Unipass
®
 and Unipass

®
 Controller status. 
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Organisation Details 

 

Clicking on this option will display the current details Unipass
®
 holds about your 

Organisation and allow you to change these details as required. Be aware that changing 

these details may result in all Unipass
®
 certificates held by individuals within your 

organisation having to be revoked and new certificates issued with the new Organisation 

details. 

 

 
 

Entering changes and clicking the submit button, will result in a confirmation page being 

displayed. Clicking the submit button on this page will forward the changes to Unipass
®

 

for processing. 
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 Contract Owner Details 

 

Clicking on this option will display the current details Unipass
®
 holds about your 

Contract Owner and allow you to change these details as required. Entering changes and 

clicking the submit button will forward the changes to Unipass
®
 for processing. 
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