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How do I manage my Contacts? 
This task card demonstrates how to manage your contacts in BICON.  You must have already registered for an 
account to access My Account. 

Once you have registered in BICON, you can access your account which holds information relating to your permit 
applications in a secure environment. 

 

1. Login and View My Account 

1.1 Login 
Login to BICON and select My Account. 

 

 
 

1.2 My Contacts 
The My Contacts option allows you to manage existing contacts and create new ones. The options are: 

 Create Exporter/Manufacturer 

 Create Importer Contact 

 Create Importer 

 Manage Contacts 

 Default Importer Contacts 
 

To access select the hyperlink you wish to change. 

 
 

2. Manage Existing Contacts 
Select Go to Manage Contacts. You will be able to view the contacts set up including exporter/manufacturer, 
importer contact and importer.  You can edit the details here, and you can also deactivate contacts that are no 
longer required. 
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2.1 Default Importer Contact 
From the My Contacts page you will be able to set up the default importer contact. Select Go to Default Importer 
Contacts. 

 
 

3. Create New Contacts 

3.1 Exporter or Manufacturer 
Select Go to Create Exporter/Manufacturer. Complete the details for the exporter or the manufacturer and select 

. 
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3.2 Importer Contact 

Select Go to Create Importer Contact. Complete the details for the importer contact and select . 

 

 
 

3.3 Importer 

Select Go to Create Importer. Complete the details for the importer and select . 

 

 


