
© 2024 Intellisoft, Inc. All Rights Reserved

Authorized Signatory
Web Portal

2024



© 2024 Intellisoft, Inc. All Rights Reserved© 2024 Intellisoft, Inc. All Rights Reserved

What Does The Web Portal Do?

• New Badge Applications
• Badge Renewals
• Badge Changes
• Badge Replacements
• Check CHRC / STA status
• Reports
• Check cardholder Violation Status
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Email Communication
• All System Generated Emails will come from:

noreply@phoenix.gov

New Web Portal Access
Type this into your web browser:
 badging.skyharbor.com
CREATE A NEW BOOKMARK TO REPLACE THE OLD ONE. 
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Welcome
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Get Started Click the
“Log In” Link
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Login
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Login
• Enter the email address you provided to the PHX Security Badge 

Office
• If you are an authorized signer with an active badge, you will 

receive an email with a link to create your authorized signatory 
login account
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Login

• Your username will default to your 
email address

• Once you submit your password, 
you will be asked to login again 
with the password you created
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Multi-Factor Authentication
• Install the Microsoft 

Authenticator or 
Google Authenticator 
from the App Store 
on your own personal 
device. You will use 
the Authenticator 
every time you log 
into the Authorized 
Signer Portal.
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Multi-Factor Authentication
• First time setup – 

Open your Microsoft 
Authenticator and 
select the scanner 
icon to add the City 
of Phoenix.
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Multi-Factor Authentication
• From the scanner inside the Authenticator Application – scan the 

code from the website – Do not use the phone’s camera app.
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Success
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Authorized Signer Actions
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New Application
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Applicant Information
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Identifying Documents
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Identifying Document Requirements
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Requesting Access Privileges
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Save Application For Later
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Finding A Saved Application
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Pending Applications
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Pending Application Actions
BUTTON USE
RESUME/SUBMIT Click this to recall an unfinished application form so that it can be completed and submitted.

DELETE Click this to delete an unfinished or retracted application form from the system.

RETRACT Click this to “un-submit” an application.  Once you do this, the EDIT/SUBMIT and DELETE 
buttons will become available.

Note:  This can only be done BEFORE the application is processed by the Pass & ID Office.

RESEND EMAIL Click this to re-send the Application Submission email to the applicant.  This email contains the 
link to the required forms for new applicants (commonly, criminal history disclosure, cardholder 
rules, and/or privacy statement).  This link has a system-configured expiration date, so if the 
applicant doesn’t complete the forms in time, this button can be used to send them a fresh link 
OR they can fill these forms out during their Pass & ID office visit.
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Active Badges
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Button Function

Show {#} Entries For longer lists, you can use this dropdown to specify 
the number of records you would like listed per page.

Note: You can also sort the displayed list by clicking on 
the column headings.  Re-clicking a sorted heading 
reverses the sort order.

Use this icon to immediately deactivate a badge.

Use this button to submit a quick change.

Use this icon to begin the process for requesting a 
badge replacement

SEARCH Enter search criteria here to find a specific record.

Previous/Next Use these buttons to cycle through different pages of 
your list.

Active Badge Functions
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Active Badge Functions
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Badge Edit
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Badge Edit
• Change

• Name
• Gender
• Badge Designations

On the “Active Badges” report, select the “Edit” button. Submit 
these requests without completing a new application. 
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Badge Edit
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Expiring Badges
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Renewals Are So Much Easier!

• The renewal form is already populated with 
everything except:

• SSN
• ID Documents

• Update anything that has changed since the last 
submission and click:

• “I Agree, Submit Application.”
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Renew A Badge
Go to “Expiring Badges” under Authorized Signer.  You will see a list of all 
expiring badges.  If you do not, you can perform this from the “Active 
Badges” screen.

Steps:
1.) Click on the               button for the record you want to renew. 
2.) Enter the SSN and ID Documents
3.) Add/Remove Designations if needed
4.) Save to complete later or Submit Application
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Unaccounted Badges
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Violations
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Background Checks



© 2024 Intellisoft, Inc. All Rights Reserved© 2024 Intellisoft, Inc. All Rights Reserved

Download Documents
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Additional Reports
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Manage Keys
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Audits
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Audits
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Audits
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Automatic Log-out
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Forgot Password

• NOTE
• You must use the email address 

associated with your account.
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Questions
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