
 
 
 
 
 
 
 

Creating eDofE Accounts for Participants  
 
Participation Places are shown under the Licensed Organisation, rather than the centre. If you change the Centre to 
Please Select, you will see them.  
 

 
 
In regards to creating participant accounts – simply go to Manage Participants and select Create Participant:  
(Please remember that if a participant already has a Bronze or Silver eDofE account, you need to Add next Level 
rather than create participant – so they only have one log in and username, and all levels within the same 
account.) 
 

 
 
You will need to  
 



1. select the centre, if it’s not already selected, and the group you’d like to put the participants in 
2. Click on the level you would like to enter, i.e. Bronze 
3. Enter the first name (ensuring there is no spaces after the name), last name, gender, date of birth 
4. Enter their enrolment date (you can backdate this if you need to, depends on when you received their 

enrolment forms/they started). Make this date the same for the whole group. 
5. The username will automatically be generated (if an account in that name already exists, it will include a 

number after the name). Only enter an email address if you want eDofE to automatically email the 
participant their username and password. It is recommended to rather give this information out at their 
first eDofE session, getting them to all log in together. The system will automatically set their date of birth 
as their password in the format DDMMYYYY. 

6. Simply click create participant 
7. Once you have created all the accounts simply click Export Data and it will pull off a spreadsheet of all the 

usernames for you to hand out in your eDofE session. (This list only remains for 7 days so if you are 
creating participant accounts in batches, to pull off a list of their usernames simply go to: Manage 
Participants>Participant Usage and do a search of the group. Similarly simply export this list.) 

 
 

 

 
 
Exporting usernames: 

 


