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Online Login Guide: Access to online portal 
 

1. Upon receiving your first Invoice Statement from the system, you will see a message at the bottom of the email:  
 

“Please click here to verify your email and active your account”.  Click on: “click here”. 
 

 
 

2. You will then see a message come up on your browser indicating that your login details will be emailed to you. 
 

 
 

3. This is what the email will look like. Click the link at the bottom of the page and log in with the provided details: 
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4. Last step is to fill in your login details and click on “Sign in” 
 

 
 

Congratulations, you are now logged in. From here, you will be able to see the following: 
 

 


