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1 Creating an Account 

In order to use the system, you will need to first create an account. To create an account, you click 

on “Create account link as shown below. 

 
 

Then you will be guided to another page where you will need to specify the kind of account you need to 

create. You can register as an Applicant or as a CPD Provider as indicated below and then fill in the 

required details. 
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2 Application Forms 

In order to apply for the different services, you click on Application Forms menu item and then you  

select the form that corresponds to the service you need. Shown below is the Application Forms page that 

lists online forms currently available.
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3 Submitted Applications 

In order to view the status of your applications, you will have to click on Submitted Applications menu 

item as shown in the screenshot below. All applications you have submitted will be displayed on this page 

with their respective statuses.

 

 

 

 

4 Draft Applications 

Draft applications are those applications that you may save as draft prior to submission usually due to 

missing information that can be filled in later. These applications will be stored here for easier access. 
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5 Your Account 

In order to provide information about you that is very crucial in the assessment of your submitted 

application forms, you will have to click on the “Account” menu items as shown below. 
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6 CPD Courses 

 

 

Continuing Professional Development (CPD) providers will have to post available courses and you will 

have to access this information on this page. 

 

 

7 Discussion Forum 
The discussion forum will facilitate information sharing through participation in different forum topics. You will 

have to click on any topic in order 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



User Manual 

This document contains confidential information Page 10 Copyright © 2019AxIS. All rights 

reserved. 

Page 8 of 9 

 

 

8 System Logout 

Once done working within the system, you will have to click “Logout” for your account to be successfully 

signed out. 

 

 

 

 

 

 

 

 

 

 

9 System Login 

In order to use the system, you will need to login into your account. You will use the username and 

password assigned to you during registration. Below is the screenshot of login page. Since every user will 

have his or her own account, it is highly recommended that you keep your username and password safely. 

 
 

 



User Manual 

This document contains confidential information Page 11 Copyright © 2019AxIS. All rights 

reserved. 

Page 8 of 9 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


