
User Guide 

This user guide provides a step-by-step guide on how to 
participate in the access cards online training and exam 
system. Please follow the instructions carefully to ensure a 
smooth application and registration process. 

Step1: Submit the required details in excel format (as shown 
below) to security@macau-airport.com to create the company 
admin account. 

Name of entity/ 
company 

Name of the 
contact person 

Email of the 
contact person 

Phone no. of the 
contact person 

    

 

Step2: After verification by Security office, you will receive an 
email (as shown below). Take note of your username and initial 
password, then click "Open" to access the company admin 
system. 

 

mailto:security@macau-airport.com


Step 3: Once you click "Open", you will be directed to the login 
page (as shown below). Enter your username or email and your 
password to access the company admin system. 

 

 

 

 

 

 

 

 



Step4: After logging in, you would reach at the home page (as 
shown below). Then click "Register" to access the access cards 
online training and exam system. 

• Company Code, which is required for applicant account 
registration. 

• For details regarding the expiry reminder function, click the 
“?” icon within the system.  

 

 

 

 

 

 

 

 

 

 



Step5: After you have clicked the button, the system will direct 
you to the login page (see below image 1). Then click the 
“Register” button at the bottom of the page and fill in the 
required fields (see below image 2). 

1. 

 

2. 

 

Remark:  Company Code mentioned in Step 4. 



Step6: Once you filled the required information, your account will 
be created. Return to the login page, enter your username and 
password, and click “Login” to access the Access Cards Online 
Training and Exam System. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step7: After logging in, click “Training” to begin the training (see 
image below 1) and follow the instruction shown on “Training 
Instructions” (as shown on below2) to complete the training. 

1. 

 

2. 

 



Step8: After completing the training, return to the system’s main 
page, then click “Examination” (as shown below) to begin the 
exam. 

 

Step9: After successfully passing the exam, please wait for Airport 
Access Card Issuing Office to send you an email regarding the 
collection details and QR code. 


