
UNHQ VISITORS’ SECURITY REGISTRATION 

GUIDELINE ON HOW TO CREATE A GROUP AND ADD VISITORS TO THE GROUP 

 

STEP 1: 

Create your registration form (only adults over the age of 18 can create a registration form, 
minors must be added as additional visitors). 
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STEP 2: 

In order to create a group and add additional visitors to your group click on “add a group 
member”. 

The system will automatically create a group number (the group number does not need to 
match a group number which you may have received from you guided tour tickets). 

 

 

 

 

 



STEP 3:  

Click on “add group member” do not click on the text box. This field is automatic 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 4: 

Certify the form and click on “Submit & add additional” to proceed to the registration of the 
next visitor in your group. 

 

 

 

 

 

 

 



STEP 5: 

Enter the date of birth, first name and last name of the additional visitor in your group. 

If the added visitor is over the age of 18, additional information will be requested. 

If you have more than 1 group members, repeat steps 3&4 for all visitors you wish to add to 
your group.  

 

 

 


