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The following instruction is for administrators of Vendor Admin Portal on the LyonPassTM vendor 

credentialing platform.  It is based on LyonPassTM version 1.01 as release on November 14, 2018.  

Lyon Stone reserves the right to modify the software platform and processes described herein in 

future LyonPassTM releases.  All latest changes and instructions will be posted on LyonPass 

website located at http://lyonpass.io/user-guides.  Users should always refer to our website for the 

latest information.   
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I. Initial Onboarding 
 

Unlike other vendor credentialing services on the market, LyonPassTM focuses on providing 

vendors the tools to managing its sales representatives, ensuring that the vendors are aware of 

who is currently representing the company at which facility and whether they are properly 

credentialed.   

The following steps will show how an admin will be initially onboarded: 

 

Step 1: Vendor Admin Account Creation 

If you are a new vendor coming to the LyponPassTM platform, you will need to designate a 

personnel with the administrator rights to assume the role of vendor admin portal administrator.  

You will also need to provide us with the person’s company email address in order to create and 

verify an account with us. 

  

Step 2: Initial log in 

Once your account has been created, you can log in by going to http://lyonpass.io/login  

 

  Enter your email and password to login to your account.  If you had 

forgotten your password or need to reset your password, simply click on 

the “Forgotten Password” link.  An email will be sent to your email 

address for you to reset your password. 

http://lyonpass.io/login


II. Vendor Admin Portal Homepage 
 

 

Navigation Pan 

Click here to see a list 

of current facilities 

being visited by your 

reps 

Click here to see a list of 

your roster of reps 
Click here to see a visit log  



III. Adding a rep 
 

When one your rep visits a LyonPassTM facility for the first time, he will be asked to register 

with us.  Once he has registered, he will be assigned an SID in the system.  You will then need to 

add the rep to your company’s roster to confirm his employment status.  The following 

instruction shows you step-by-step how to add a rep to your company roster. 

 

Step 1: Go to “Manage Sales Reps” page 

 

 

 

 

 

  

Click on the “MANAGE SALES REPS” 

menu button to go to the “Manage Sales 

Reps” page. 



Step 2: 

 

 

Step 3: 

 

  

Click on the “ADD SALES REP” button to  

Enter the rep’s SID here and then hit “SEARCH” 



Step 4: 

 

 

 

 

 

  

Confirm you got the right rep by checking his name and 

email address.  If all looks good, go ahead and hit the 

“Add” button to add the rep to your company roster. 



IV. Removing a Rep 
 

When a rep leaves your company, he should no longer be able to access any facilities under 

your company’s credentials.  The following instruction shows you how to remove a rep from 

your company’s roster. 

Step 1: go to the “Manage Sales Rep” page 

 

 

 

 

Step 2: Click on the trashcan icon to remove the rep 

 

Click on the “MANAGE SALES REPS” 

menu button to go to the “Manage Sales 

Reps” page. 

Click on the trashcan icon to remove rep 



Step 3: Confirm removal  

 

 

  

Click on the confirm button to confirm removal 



V. Uploading credentials for reps 
 

Some vendors may wish to handle all their reps’ credentials.  In those cases, the following 

instruction shows how a vendor admin can upload a sales rep’s credentials. 

 

Step 1: Go to “Manage Sales Reps” page 

  

 

 

 

 

Step 2: Go the rep’s “Credentials” page 

 

Click on the “MANAGE SALES REPS” 

menu button to go to the “Manage Sales 

Reps” page. 

Click on the “Credentials” button to go to the rep’s 

“Credentials” page. 



 

Step 3: Upload the rep’s credentials into the corresponding field 

 

 

 

 

 

  

Click on the “ ” button to upload credential files from your local computer. 



VI. Using the Visit Log Function 
 

Through the kiosk sign in, LyonPassTM keeps a log of every visit by a rep.  Vendor 

companies may review the visit history of their sales reps by going to the “VISIT 

HISTORY” page.   

 

 

 

 

 

Search by keyword such as 

first name, last name, or 

facility name 

Filter the log entries by date range 

See in real time who is currently logged in 

at a facility 


