User Manual: eBDN Customer registration as from 10 September 2007
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Account Login for the first time
with effect from 10 September 2007

Frobm‘lo September 2007, you will be required to re-register to be able to lodge eBDNs on the eBDN
website.

Your account number will be validated against your password.

This change has been done with the implementation of the latest version of our financial system on SAP
and provides you with an additional security measure when it come to lodging your bulk mail.

With the new security functionality that has been developed the Master user on the bulk mail account is
registered. The Master user can in turn register sub users and mail houses linked to their Bulk Mail
account to make use of the new functionality

To effect your login, please navigate to the “Sign in” link on the eBDN website (www.sapo.co.za/ebdn)

Log in by executing your digital certificate as per normal. You will be taken to the https://ebdn.sapo.co.za

site where you will be able to view the following:

“Thank you for connecting to the SA Post Office Secure Web Site.
Select from the options below to continue:

Non-Conformance Form
Account Login
Account Registration *

Select the “Account Login” option




Account Login

3 BulkMail BPA - Microsoft Internet Fxplorer

Account number: (Enter your Bulk  [re s s
; O~ O [ME G P yroem @ 2% B JE B
Mail account number —Example | prr————————r—

Please provide your account information, select one of the options belaw and select the "Continue" button.

P as S W O r d : (D ef au I t p aS S W O r d : Account Number {(Mail house or Dircct customer)
123456. This password was pre- Prwr

aS S i g n ed to y O u b y th e SA P O St @ View Orders & Re-print Orders ( Bulkmail customers ONLY 1)

Office) R |

© View Quotes & Approval of Quotes ( Bullanail customers ONLY 1)

Customer Number 4002232 (Payee account No)

O View Inveices & Statements

Customer number: (Repeat your

Bulk Mail account number) (e

Change Password

£ you have any problems with your Id, Password or chenging your pessword
Please contact Tel : 0860 262 262 (Shared call) or contact your regional Sales Representitive.

Click on “Change Password”
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Account Login for the first time

New Password: (Enter a new
password, which must be a alpha or
alphanumeric password — Maximum 8
characters long)

Confirm Password: (Re-enter the
above password)

Click on “Change Password”
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BPA Details fmi&m

Please enter your wew password below :

New Password

Confirm Password : esase

Change Passward
Cancel Change
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Account Login for the first time

« A message will appear at the
bottom of the screen:

“Your password has been successfully
changed/updated.”
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Account Login

Please provide your account information, select one of the options below and select the "Contimue" button.

Account Number

LN (Mail house or Direct customer)

LN (Payee account No)

Password

Customer Number

@ View Orders & Re-print Ovders ( Bullanail customers ONLY ! )

O View Credit Limit

© View Quotes & Approval of Quotes ( Bulkmail customers ONLY ! )
O View Invoices & Statements

{ Lodge eBDIV

Cantinug

[ Change Password

I you have eny problems with your Id, Passvord or changing your password
Pledge contact Tel : 0860 262 262 {Shared call) or contact your regional Sales Representitive.

Logoft

Your Password has been succesfully changed updated.
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Account Login for the first time

Return to the Account Log In
screen. Now enter your new
password

Select the relevant option (Example
Lodge eBDN) and click on
“Continue”

2 Bulkdiail BPA - Microsoft Interniel Explorer
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Please provide your account information, seléct one of the aptions below and select the "Continue” button.

Account Number S peed (Mail house or Dircct customer)

Password
Customer Number LUEiesry (Payee account No)

) View Ovders & Re-print Orders ( Bulkmail customers ONLY ! )

0 View Credit Limit
) Xiew Quotes & Approval of Quotes ( Bullanail customers ONLY ! )
O Viek Invoices & Statements

@ Lodge eBDN

Cantinus

F Changa Password -.

If you have any problems with yowr Id, Password or changing your password
Please contact Tel : 0860 262 262 (Shared call) or contact your regional Sales Representitive,

Logat ]

Your Password has been succesfully changed updated.
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Account Login for the first time

2 Bullamail Frontend - Microsoft Infernet Fxplorer

« The eBDN Main Menu will appear DR — v
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 Select the relevant lodgement JEDI eBDN Main Menu
option

@ «BDN Bull: Maal (Accomts)

0 Frankmg-machme Bulk Mail.
© Prepaid Bulk Mail

 Click on “ENTER” -

If you have any problems, questions or eBDN queries please contact the Customer Services Centre on :

0860 262 262 (Shared call).

Flease have your account number & contect details so the centre can log your call. Once the call has been logged you
will be given a reference number which can be used to follew up on your problem.

ENTER
LOGOFF
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Account Registration

« The Master user that was created can now register sub users and mail houses
linked to their Bulk Mail account to make use of the new functionality.

 Please navigate to the “Sign in” link on the eBDN website
(www.sapo.co.za/ebdn)

» Log in by executing your digital certificate as per normal. You will be taken to
the https://ebdn.sapo.co.za site where you will be able to view the following:

Thank you for connecting to the SA Post Office Secure Web Site.
Select from the options below to continue:

Non-Conformance Form
Account Login
Account Registration

» Select the “Account Registration” option




Account Registration

2 Program 7SBDN_CREATE_USER? - Microsoft Internel Explorer =13
o
L

The Master User can authorise and e e o T o

: : Ou-© HEG P o @ 3-5 5 B S
register sub users and mail houses t0 |- snine.

access their Bulk Mail account.

eBusiness Logon system

. @ ADD SUB nser Id's.
o TO r eg I S t er a S u b u S er y © Change SUB User Id's Authonzatons.
> Reset SUB nser Id Password.

O Reset SUB user Id validity dates

Select the following option: O D it

O ADD Mail House User Id's.

) Change Mail Honse User Id's Authorizations.
*Add sub user ID

© Reset Mail Honse validity dates

© Delete Mal House User Id's.

*Click on “Continue”
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Account Registration

3 Program 7SBDN_CREATE USERZ - Microsoft Infernet Explorer

« All the relevant fields need to be i it e roots T 4o x|
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completed by the master user.

eBusiness Logon system

{ Create NEW Sub userid )

Accomnt No | Master User Id
Master password
New SUB User 14|

View Orders & re-prmt Orders.

Approved Quotes created

O

O

[1 View Credit limit status
[0 View Statements & Tnvoices,
O

Lodge éBDN

The Password supplied below MUST be numenc digits only! when creating the wutial STB user id

Password

€] une
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Account Registration

Enter the following:

— Account No: (This is your Bulk Mail
account number)

— Master user Id: (The master user ID will be
your Bulk Mail account number)

— Master password: This is the password
you have changed in the account login
process above

— New Sub user Id: ( This could be a salary
reference number or a name, but can not
be the same as the master userId )

— Select the option you would like this user
to be able to do.

— Give the user a generic, numeric password
(Eg.654321)

— Click on “Continue”

— Be sureto communicate the generic
password to the registered user.

3 Program 7SBDN_CREATE USER? - Microsoft Internel Explorer
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eBusiness Logon system

{ Create NEW Sub nserid )

Accomnt No 002232 Master User Id | 650922
Master password sesss
New SUB User T4 650323

View Orders & ve-prmt Orders

Approved Quotes created

A
O

[ View Credit limit status.
[0 View Statements & Invoices,

Lodge eBDN

The Password supplied below MUST be numenc digts onlyl when creating the witial STB user id

Password : seeess
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Account Registration

2 Program 75BON_CREATE_USER? - icrosoft Internel Explorer

« This screen reflects the e e ot o 0 7
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authorization given to the sub user s - :

« Click on “Save Entry”
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eBusiness Logon system

Please check ALL details below before selectng the SAVE option below. If there is an error select the GO BACE option and recapture the data required The followng Account & authorization have
besn requested

Account mumber : 0004002232 Accomnt name :  PRESTIGE BULE MAILERS

Userld 650923

View & re-prnt of orders
View & Approve Cuotes
View Credit Lt Ealance
View Invoices & Statements

b 6 Lodge eBDN

SAVE Enfry

£] Done & Locd inranet
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Account Registration

A message will appear:

“Sub User Id has been successfully

created with there requested
authorization”

e After the sub user has been created

the Account Login process should be

followed by the newly registered sub
users.

3 Program 758DN_CREATE USER - Microsoft Infernet Fplorer
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eBusiness Logon system

® ADD SUB nser Id's

) Change SUB User Id's Authorzanons,
) Reset SUB user Id Password.

() Reset SUB nser Id validity dates.

) Delete SUB user Id's.

) ADD Mail House User Id's.
(A Change Mail House User Id's Authorizations.

eset Mail House T4's passiotd.
) Ryset Mail House validity dares

() Delete Mail Honse User Id's.

Confine

| LoGoFF
SUE Wser 1d has been successhilly created with therzquested anthonzanon
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Account Registration

Th e m aste r u S er C an au t h O r I S e an d 3 Program 7SBDN_CREATE USER2 - Microsoft Internet Explorer

Fle Edt ew Favorbes Took Hep

register mail houses to access their 20 ARG %—0 SR E AN Iy |
Bulk Mail account. (New security)

eBusiness Logon system

*To register a Mail house, N

O Change SUB User Id's Anthonzations.
© Reset SUB nser Id Password.
) Reset SUB user Id validity dates

Select the following option:

O Delete SUB user I's

@ ADD Mail House User Id's
H © Change Mail House User Id's Authonzations.
*Add Mail h r 1D o
a o u S e u S e © Reset Mail House If's password
) Reset Mail Honse validity dates

© Delete Mail House User Id's.

*Click on “Continue”
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Account Registration

2 Program 75BON_CREATE_USER? - Microsoft Internel Explorer

« All therelevant fields need to be [+ = o ==
aam 2 B ﬂ .‘ S serch oot @) (3005 B | ol §
completed by the master user. B oot civiminscmsoe e
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eBusiness Logon system

(Add Mail House to acconnt }

Please enter Master userd detals below to link a Mad House ts your account
Accomtmmober:
Master UsaTd:| |
Master Password :
Please enter the Mail House account mumber & User Id you would ke 1o bnk - NOTE : The musial Password MUST be NUMERIC digis ONLY.
Mail House account munber :
Mail Honse User Td:|
Mal House Passvword :

View & re-prmt of orders

View & Approve Quotes

O

]

[0 View Credit Linit Balance
[0 ViewInvoices & Statements
O

Lodge eEDIV

Datepesiod. From: 20070675 | To: [0040ENS |

S

£] Dene & Lecaliniranet
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Account Registration

Enter the following:

— Account No: (This is your Bulk Mail
account number)

— Master user Id: (your Bulk Mail account
number)

— Master password: (This is the password
you have changed in the account login
process)

— Mail house account number: (Enter the
mail house account number which you
would like to access your Bulk Mail
account)

— Mail house user Id: (This could be a salary
reference number or a name, but can not
be the same as the master userId )

— Mail house password: (The password
must be numerical eg 654321)

— Besureto communicate the generic
password to the registered user.

— Mark the option you would like this mail
house to be able to do on your Bulk Mail
account.

— Date period: (The system will default
automatically for a 1 year period, this
should be change if not for default period)

— Click on “Save Entry”

2 Program 7SBDN_CREATE_LISER? - Microsoft Internet Explorer
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eBusiness Logon system

(Add hail Honse to accomnt |
Please enter Master user sd detads below to ink a Maid House to your account
Account number : 4002232
Master User Id : 650922 R
Master Password : | sesse
Please enter the Mal House account number & User Id you would kke to bk . NOTE : The ininial Password MUST be NUMERIC digis ONLY
Ml House account munber : 4001000 |

Mail House User Id: 660524

Mail House Password : ssssss

View & re-prmf of orders
View & Approve (uotes

[ View Credit Limit Balance

[0 View Inveices & Statements

[ Lodge eBDN
Dateperiod: From: (200706015 | To: [2008615
B
v
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Account Registration

3 Program 758DN_CREATE USER - Microsoft Infernet Fplorer

« Confirmation process P e 0
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« If the data is correct, click on " Save eBusiness Logon system
Entry”

The fallowng Mail House account & User id with Authonzatons below

Mail House : 0004001000
Mail House name :

User Id ; 650924

WView & re-print of arders

View & Approve Quotes

L View Credit Luonat Badance

View Invoices & Statements

X Lodge «BDN

will be linked to the following acconnt if the SAVE button is selected.
Account mumber - 0004002232

Account name ; PRESTIGE BULE MATERS

&) Done N4 Locd rranet
Sl {7630 Defauk Desin o
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Account Registration

A message will appear:

“Mail house has been successfully
linked with the requested authorization
to your account.”

«After the mail house user has been
created the Account Login process
should be followed by the newly
registered mail house (as per above).

3 Program ZSBDN_CREATE_USER2 - Microsoft Internet Explorer
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eBusiness Logon system

@ ADD SUB user Id's

O Change SUB User Id's Anthonzations.
© Reset SUB nser Id Password.

) Reset SUB user Id validity dates

© Delete SUB user Id's

O ADD Mail House User Id's

© Change Mail House User Il's Authonizations.
© Reset Mail House If's password

© Reset Mail Honse validity dates

© Delete Mail House User Id's.

Cantinue

Mail House has been successfilly hnked with the requested anthonzation to your accouat
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