e- Registration Module - PE User Registration and Management

Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
Email account Login to your email account | PE admin
verification 2. Open NeST notification be able to
email for account verify email
verification address

3. Click on the link
4. Open SMS sent to your
Mobile with OTP no

Preview/ Outlook of NeST account creation for PE Admin

< BACK TO LIST

NeST MNotification

Delete

Source

NN .
nest noreply. notification@grma O rmY 10-05-2023 11:54-55
Subject: NeST - Account creation
NeST COur Services About NeST
Your NeST account has been created successfully.
To activate your account, please click here.
FPowered By:
NeST Notifications
Password 1. New Password: | 1.Enter OTP PE Admin
creation by admin | 2. Confirm 2. Enter password be able to
Password: 2. Re-enter password to create
confirm password

3. Click on Submit button

Preview/ Outlook of account verification for users
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financial system:
4. Institution

budgeting system:
5. Institution email:

6.Intitution
telephone:
7.Intitution fax:
8. Institution
website:

9. Institution
physical address:
10. Institution
postal Code:
11. Institution
postal Address:

12. Institution Tin;

13. Region:

Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
OT P Verification
= i =
et e S
Institution profile 1. Institution 1. Fill in the required details | PE admin be
details Acronym: 2. Tick if your company use | able to
2. Accounting logo complete
Officer Title: 3. Click Save Institution
3.Institution 4. Click Yes profile details

Preview/ Outlook of Institutional Profile details
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
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PE admin create | 1. Salutation: Login as PE admin PE Admin
PE user account | 2. First Name: Add Accounting Officer should be
3. Middle Name: details able to
4. Last Name: 1. Click on (+) sign create
5. Phone Number: | 2. Choose Salutation accounting
6. Email Address: | 3. Enter First Name officer user
7. Check 4. Enter Middle Name account
Number/PF No.: 5. Enter Last Name
8. Nationality: 6. Enter Phone Number
9. NIDA: 7. Enter Email Address
8

10. Designation:

. Enter Check Number/PF
No.

9. Enter Nationality

10. If Nationality is
Tanzania, Enter NIDA no
11. Enter Designation

12. Click on Submit button
13. Click on Yes button to
confirm
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration

1. Salutation: Login as PE admin PE Admin be
2. First Name: Add HEAD OF able to
3. Middle Name: PROCUREMENT create
4. Last Name: MANAGEMENT UNIT HPMU user
5. Phone Number: | details account
6. Email Address: | 1. Click on (+) sign
7. Check 2. Choose Salutation
Number/PF No.: 3. Enter First Name
8. Designation: 4. Enter Middle Name
9. Nationality: 5. Enter Last Name
10. NIDA: 6. Enter Phone Number
11. Department: 7. Enter Email Address

8. Enter Check Number/PF

No. Enter Nationality

10. If Nationality is

Tanzania, Enter NIDA no

11. Enter Designation

12. Choose Department

13. Click on Submit button

14. Click on Yes button to

confirm
1. Salutation: Login as PE admin PE Admin be
2. First Name: Add HEAD OF able to
3. Middle Name: DEPARTMENTS (HoD) create HoD
4. Last Name: details user account
5. Phone Number: | 1. Click on (+) sign
6. Email Address: . Choose Salutation

7. Check
Number/PF No.:
8. Designation:
9. Nationality:
10. NIDA:

11. Department:

. Enter First Name

. Enter Middle Name

. Enter Last Name

. Enter Phone Number

. Enter Email Address
8. Enter Check Number/PF
No. 9.Enter Nationality
10. If Nationality is
Tanzania, Enter NIDA no
11. Enter Designation
12. Choose Department

~NOoO o~ WN
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
13. Click on Submit button
14. Click on Yes button to
confirm
1. Salutation: Login as PE admin PE Admin
2. First Name: Add PMU Officer details be able to
3. Middle Name: 1. Click on (+) sign create
4. Last Name: 2. Choose Salutation PMUO user
5. Phone Number: | 3. Enter First Name account
6. Email Address: | 4. Enter Middle Name
7. Check 5. Enter Last Name
Number/PF No.: 6. Enter Phone Number
8. Designation: 7. Enter Email Address
9. Nationality: 8. Enter Check Number/PF
10. NIDA: No.
11. Department: 9. Enter Nationality
10. If Nationality is
Tanzania, Enter NIDA no
11. Enter Designation
12. Choose Department
13. Click on Submit button
14. Click on Yes button to
confirm
1. Salutation: Login as PE admin PE Admin be
2. First Name: Add Auditor user details able to
3. Middle Name: . Click on (+) sign create
4. Last Name: . Choose Salutation Auditor user
5. Phone Number: . Enter First Name account
6. Email Address: . Enter Middle Name

7. Check
Number/PF No.:
8. Designation:
9. Nationality:
10. NIDA:

11. Department:

. Enter Last Name

. Enter Phone Number

. Enter Email Address

. Enter Check Number/PF
No.

9. Enter Nationality

10. If Nationality is
Tanzania, Enter NIDA no

oOo~NO Ul WN P
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration

11. Enter Designation

12. Choose Department

13. Click on Submit button

14. Click on Yes button to

confirm
1. Salutation: Login as PE admin PE Admin be
2. First Name: Add Legal Officer details able to
3. Middle Name: 1. Click on (+) sign create Legal
4. Last Name: 2. Choose Salutation Officer user
5. Phone Number: | 3. Enter First Name account
6. Email Address: | 4. Enter Middle Name
7. Check 5. Enter Last Name
Number/PF No.: 6. Enter Phone Number
8. Designation: 7. Enter Email Address
9. Nationality: 8. Enter Check Number/PF
10. NIDA: No.
11. Department: 9. Enter Nationality

10. If Nationality is

Tanzania, Enter NIDA no

11. Enter Designation

12. Choose Department

13. Click on Submit button

14. Click on Yes button to

confirm
1. Salutation: Login as PE admin PE Admin be
2. First Name: Add Department user able to
3. Middle Name: details create
4. Last Name: 1. Click on (+) sign Department
5. Phone Number: | 2. Choose Salutation user account
6. Email Address: . Enter First Name

7. Check
Number/PF No.:
8. Designation:
9. Nationality:
10. NIDA:

11. Department:

2

3

4. Enter Middle Name
5. Enter Last Name

6. Enter Phone Number
7. Enter Email Address

8. Enter Check Number/PF
No.

9. Enter Nationality
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
10. If Nationality is
Tanzania, Enter NIDA no
11. Enter Designation
12. Choose Department
13. Click on Submit button
14. Click on Yes button to
confirm
Preview/ Outlook after completion of Institutional and user registration
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Update PE user
account

. Salutation:

. First Name:

. Middle Name:
. Last Name:

OO0, WN B

. Email Address:
7. Check
Number/PF No.:
8. Designation:
9. Nationality:

10. NIDA:

11. Department:

. Phone Number:

After successfully login

1. List of users will display
2. Click EDIT button

3. Edit respective details
4. Click on Submit button

PE Admin
updating PE
user account
successful
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
Preview/ Outlook on update / edit PE Admin user account
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| c
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Gat Started

0

Password
creation by PE
user

2. Confirm
Password:

1. New Password:

1. Fill in the required
details

1. PE user
be able to
create
password
2.PE user
account be
active

Preview/ Outlook of Password creation by PE users
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Expected
learning Session
Task Input Data Steps/Procedure outcome Duration
) Guide Video $ Englesh -

Create Password

Quasiities of a Strong Password

1. Miast contain o comtinalion of ot lesst eighl (8) characters (siphisbets, menbers and special charactess)
2 Mhast contain st jesst one (1) uppescase lotler

3 Must contain at least one (1) lowercase iotter

4 Must contain at least one (1) dige

S Miust contain ut least one (1) special character, Example:  /S% 5708 ) -7+

& Do not use sequance of charactors, Exampla: 1734567, QWERTY o tc

Password * o

1eip About
PE user login with | 1. Email Address: | 1. Enter Email Address Successful
valid credentials 2. Password: 2. Enter Password PE user login
4. Click on Sign In button
Forgot password Email Address: 1. Enter PE user credentials User should be
2. Click forgot password able to receive
email
notification
Reset password 1. New Password: Login to your email account User should be
2. Confirm 2. Open NeST notification able to receive
Password: email for account verification | email
3. Click on the link notification




