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1. How to Register User 

 

Step 1 – Click on User 

Step 2 – Select User Registration 

 

Step 3 – Enter your SA ID number 

Step 4 – Select your Institute 

Step 5 – Click Next 
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Step 6 – Enter your Password 

Step 7 – Re-enter your Password 

Step 8 – Enter your Email Address 

Step 9 – Click Next 
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2. How to Activate User 

 

 

Step 1 – Click on Activate  

 

  

Note (i) – Click Cancel to go back to Home page 

Step 2 – Enter your SA ID Number 

Step 3 – Enter your Username 

Step 4 – Select your Institution 

Step 5 – Click Next 
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Step 6 – Enter User OTP 

Note(i): If you have not received your OTP please click Re-Send OTP 

Step 7 – Click Next  

Note(i): An email containing your OTP will be sent to the email address you registered 

 

Step 8 – Click Sign in 
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3. How to Sign In / Sign Out 

 

Step 1 – Enter your Username 

Step 2– Enter your Password 

Step 3 – Click Login 

Note(i): A SMS and an email containing your OTP will be sent to the cellphone number and email address you registered 
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Step 4– Enter the OTP 

Step 5 – Click Verify and Continue 

Note(i): If you have not received your OTP please click Re-Send OTP 

 

 

Note(i): Welcome page should show your name, surname and username 

Step 4 – Click your Username tab and click Sign Out 
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4. How to retrieve Forgotten Password 

 

 

Step 1 – Click User tab and click Forgotten Password, alternatively click nobody, select sign in and click Forgotten password 

 

Step 2 – Enter your SA ID Number 
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Step 3 – Select your Institution 

Step 4 – Click Next 

 

 

Step 5 – Click Activate 

 

Step 6 – Enter your SA ID Number 

Step 7 – Enter your Username 

Step 8 – Select your Institution 

Step 9 – Click Next 
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Step 10 – Enter User OTP 

Note(i): If you have not received your OTP please click Re-Send OTP 

Step 11 – Click Next 

Note(i): An email containing your OTP and Temporary Password will be sent to the email address you registered 

 

Step 12 – Click Sign in 
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Step 13 – Enter your Username 

Step 14– Enter your Temporary Password 

Step 15 – Click Login 

 

Step 16- Enter your Temporary Password 

Step 17 – Enter your New Password 

Step 18 – Re-enter your New Password 

Step 19 – Click Change 
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