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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

• From 10 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
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Account Login

• Account number: (Enter your Bulk 
Mail account number –Example  
4002232)

• Password: (Default password: 
123456. This password was pre-
assigned to you by the SA Post 
Office)

• Customer number: (Repeat your 
Bulk Mail account number)

• 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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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 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”
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Account Login for the first time

• The eBDN Main Menu will appear

• Select the relevant lodgement 
option

• Click on “ENTER”
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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
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Account Registration

The Master User can authorise and 
register sub users and mail houses to 
access their Bulk Mail account.

•To register a sub user, 

Select the following option:

•Add sub user ID

•Click on “Continue”
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Account Registration

• All the relevant fields need to be 

completed by the master user.
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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 user Id )

– 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 sure to communicate the generic 
password to the registered user.
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Account Registration

• This screen reflects the 
authorization given to the sub user

• Click on “Save Entry”
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Account Registration

•A message will appear:

“Sub User Id has been successfully 
created with there requested 
authorization”

•After the sub user has been created 
the Account Login process should be 
followed by the newly registered sub 
users.
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Account Registration

The master user can authorise and 
register mail houses to access their 
Bulk Mail account. (New security)

•To register a Mail house, 

Select the following option:

•Add Mail house user ID

•Click on “Continue”
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Account Registration

• All the relevant fields need to be 
completed by the master user.
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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 user Id )

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

– Be sure to 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”
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Account Registration

• Confirmation process

• If the data is correct, click on ”Save 
Entry”
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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).
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