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1.0 Landing Page 

1.1 View the Landing Page 

a) To go to the system, navigate to https://sabaes.sabah.gov.my/ 

 
b) View Biodiversity Research in Sabah 

 
 

https://sabaes.sabah.gov.my/
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1.2 About 

a) View Access and Benefit Sharing page 

 
b) View Legislative to Implement ABS page 
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c) View Access & Export Licence page 

 
d) View Who Should Apply page 
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e) View Resource Managers page 

 
f) View List of Resource Managers 
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g) View Local Collaborators page 

 
h) View Offences page 
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i) View Other Written Laws and Regulations page 

 
1.3 Application Procedures 
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a) View Access Licence – FYP Sabah-based Institution Only 

 
b) View Access Licence – Non-Commercial/Academic 
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c) View Access Licence – Scientific Expedition 

 
d) View Access Licence – Commercial 
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e) View Access Licence – Renewal and Others 

 
f) View Access Licence – Export Licence 
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g) View Access Licence – Additions Licence 
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1.4 Our Services 

 
1.5 Announcements 

a) View Announcements page 
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1.6 Resources 

a) View Publication page 

 
b) View Procedures page 

 
  

Click for search 

function 
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c) View News page 

 
1.7 Contact Us 

a) View Staff Directory page 
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b) View Appointments/Briefing page 
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c) View Send Feedback 
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1.8 Register 

a) Navigate to the login page 

b) Click “Sign Up” button 
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c) Fill in all required and click “Register” 

 

 

d) Click the “Verify Email” button and key in the verification code 

e) Upon successful Registration, system will redirect to the Login page 
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1.9 Login 

a) Navigate to the login page 

b) Enter the registered email address and password, then click “Sign In” button 

 
c) Upon successful authentication, system will redirect to the dashboard page 
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1.10 Reset Password 

There are two ways for users to reset the account password: 

1. From the login page 

a) Click “Forgot Password?” on the Login page 

   
b) Enter the registered email address and click “Send Reset Link” button. A password 

reset email will be sent to the provided address 

  

c) Open the email and click “Reset Password” button. User will be redirected to the 

Reset Password page 
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d) Enter the new password and confirm new password, then click “Reset Password” 

button. The password will be updated, and the user can now log in using the new 

credentials. 
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2.  From the user profile page 

a) Click on the profile picture or user icon in the top-right corner of the page 
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b) Click “My Profile” from the dropdown menu 

 
c) Click “Reset Password” button in user profile page 

 
d) Enter the new password and confirm new password, then click “Reset Password” 

button. The password will be updated, and the user can now log in using the new 

credentials. 
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1.11 Logout 

There are two ways to log out of the system: 

1. Click “Logout” directly in the navigation menu 

 
2. Click on the profile picture or user icon in the top-right corner of the page, then 

select “Logout” from the dropdown menu 
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1.12 Session Timeout 

The system will automatically log out any inactive session after 2 hours for security 

reasons. Any unsaved changes may be lost.    
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2.0 Navigation Overview 

2.1 Menu Structure  

The system interface is designed with a structured navigation menu to provide quick 

access to key functions. The menu is located on the left sidebar and is organized into 

main categories and sub-menus for ease of use. 

 

The figure below shows the complete menu structure available to the Super Admin 

role. Other roles may only see a limited set of menus, as described in Section 2.2 Role-

based Matrix. 

 
The table below briefly describes the purpose of each menu item. 

 

Menu Description 

Home Displays the Dashboard page with an overview of the system and 
recent activities 

User 
Management 

Manage system users, including role assignments and account 
details 

Content 
Management 

Manage the all the information content displayed in the system 

Licence 
Management 

Licence Management for create form builder, apply licence, view 
all licence and edit application 

Reporting Generate and view system logs, user activity reports, and access 
logs 
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2.2 Role-based Matrix 

Access to system menus is determined by user roles. The matrix below shows which 

roles can view and manage each menu. 

 

Menu Super 
Admin 

Council Director Secretariat 
Approving 
Committee 

Applicant 

Home ✔ ✔ ✔ ✔ ✔ ✔ 

User 
Management 

✔      

Content 
Management 

✔      

Licence 
Management 

✔ ✔ ✔ ✔ ✔ ✔ 

Reporting ✔   ✔   

3.0 Notifications 

i. Click the notification and click View All Notifications 
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4.0 Home 

4.1 Dashboard 

Upon login, all users will be directed to the Home page, which provides an overview of 

the system.  

 

 

 

Clicking on the displayed numbers will 

redirect users to the corresponding 

list pages for detailed information 

Users can customize the system 

appearance by selecting a preferred 

theme: Light, Dark, or System 

Clicking on the button will redirect 

users to the corresponding list pages 

for detailed information. Also applies 

for the graph below 

Click to view details of 

the application 

Click to view 

notifications 
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4.2 Change Dashboard Role 

 

5.0 User Management 

Only super admin has access to this module. 

5.1 View User List  

i. Click User Management from the sidebar menu 

ii. User list page will be displayed 

 
5.2 Register New User 

i. Click the green button on the user list page 

ii. Enter the required fields and click Create button 

Export user list to 

Excel file 

Click to edit user 

details 

Click to register 

user 
Click to view 

pending 

reactivation list 

Click to view 

inactive user list 

Click to view user 

details 

Click to change 

dashboard role 
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iii. New user will be registered once a success notification displayed 

 

5.3 Manage User Status 

i. Click the black button in the Action column on the user list page 

ii. Select dropdown – Active / Inactive in Status field, then click Update button 

 
iii. User account status will be updated once a success notification is displayed 

Click to upload 

MyKad/Passport Click to upload 

passport size 

photo 
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5.4 View User Details 

i. Click the green button in the Action column on the user list page 

ii. User details page will be displayed 

  

Click to reset the 

user’s password 

Displays the user’s 

account status 

Click to edit 

user details 
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6.0 Content Management 

Only super admin has access to this module 

6.1 View Content Management 

i. Click Content Management from the sidebar menu 

 
ii. Content Management details drop-down will be displayed 
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6.2 Home 

6.2.1 Hero Section 

i. Click the Home button from the Content Management drop-down 

 
ii. Edit the details, then click Save Text Content button to update 

 
 

iii. Hero section will be updated once a success notification is displayed 

  

Drag and drop for sorting 

slides in carousel 

Click to view 

landing page 

Click to save 

text content 

Click to manage hero 

slides for carousel 

Click to view 

hero section 

content 

management 

Click to view 

procedures 

content 

management 

Click to view 

services 

content 

management 

Click to view 

footer content 

management 
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6.2.2 Announcement 

i. Click the Manage Hero Slides button 

 
  

Click to save section 

Display the 

announcement 

status 
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6.2.3 Images 

 
 

6.2.4 Procedures 

i. Click the Procedures tab 

 
  

Click to save 

text content 

 

Click to 

upload file 

View uploaded 

image 
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6.2.5 Procedures Card 

i. View Procedure Card list 

 
  

Click to edit 

procedure card 

icon & status 

Click to edit 

procedures details 

Drag and drop 

procedure card 

sorting 

Display the card 

status 
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6.2.6 Edit Procedure Card Details 

i. Setting tab 

 
ii. Content tab 

 
  

Click to save 

settings 



End User Manual                                                                                                                                                          SaBAES 

 

42 

 

iii. Flowchart tab 

 

6.2.7 Edit Procedure Card Icon & Status 

i. Edit Procedures section will be updated once a success notification is displayed 

  
ii. Procedures section will be updated once a success notification is displayed 

 

  

Click to update 

card 

Click to 

upload file 

View 

uploaded 

icon 

Click to toggle 

card status 

Click to save 

uploaded flowchart 

Click to 

upload 

image 
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6.2.8 Services 

i. Click the Services tab 

 
ii. Services section will be updated once a success notification is displayed 

 

6.2.9 Service Card 

 

Click to save 

section settings 

Drag and drop 

service card sorting 

Click to delete 

service card 

Click to edit 

service card 

Display 

card status 

Click to add new 

service card 
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6.2.10 Add New Service Card 

 
i. Service Card section will be created once a success notification is displayed 

 

Click to add new 

service card 

Click to 

toggle service 

card status 
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6.2.11 Edit Service Card 

 
i. Service Card section will be updated once a success notification is displayed 

  

Click to add update 

service card 

Click to toggle 

service card status 
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6.2.12 Footer 

i. Click the Footer tab 

 

6.2.13 Social Platform 

 

Click to 

upload file 

Logo 

displayed 

after 

uploaded 

Drag and 

drop for 

social 

platform 

sorting 

Display social 

platform status 

Click to 

edit social 

platform 

Click to 

delete 

social 

platform 

Click to add 

social platform 
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6.2.14 Add New Social Platform 

 
i. Social Platform section will be created once a success notification is displayed 

 

6.2.15 Edit Social Platform 

 
i. Social Platform section will be updated once a success notification is displayed 

Click to add 

social 

platform 

Click to 

update social 

platform 

Icon will 

display based 

on the link 

Click to 

toggle social 

media status 

Click to edit 

social media 

status 
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6.2.16 Dasar Privasi 

 
6.2.17 Add Dasar Privasi 

 
i. Dasar Privasi section will be created once a success notification is displayed 

 

Drag and 

drop for 

dasar 

privasi 

sorting 

 

Click to add 

dasar privasi 

Click to edit 

dasar privasi 

Click to 

delete dasar 

privasi 

Click to 

create dasar 

privasi 
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6.2.18 Edit Dasar Privasi 

 
i. Dasar Privasi section will be updated once a success notification is displayed 

  

Click to 

update dasar 

privasi 
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6.3 About  

6.3.1 Page Content 

i. This module applies for all customizable content in Page Content tab 

a) Access and Benefit Sharing 

b) Access and Export Licence 

c) Other Written Laws and Regulations 

 

Click to go 

to page 

content 

list 
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6.3.2 Update Page Content 

 
i. Page Content will be updated accordingly once a success notification is 

displayed 

 

6.3.3 Locations 

 

Click to edit 

location 

Click to delete 

location 

Click to create new 

locations 

Click to go to 

locations list 

Click to update 

page content 
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6.3.4 Add New Locations 

 
i. New Locations will be created once a success notification is displayed 

 

Click to create 

locations Click to select resource 

managers 
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6.3.5 Edit Locations Details 

 
i. Location details will be updated once a success notification is displayed 

 

Click to update 

locations details 
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6.3.6 Resource Managers 

 
6.3.7 Add New Resource Managers 

 
i. Resources Manager will be created once a success notification is displayed 

 

Click to create 

resource 

managers 

Click to edit 

resource 

managers 

Click to delete 

resource 

managers 

Click to create new 

resource 

managers 

Click to go to 

resource 

managers list 
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6.3.8 Edit Resource Managers Details 

 
i. Resource Managers will be updated once a success notification is displayed 

 

6.4 Announcements 

 

Display the 

announcement status 

Click to create new 

announcement 

Click to view 

announcement 

details 

Click to edit 

announcement 

Click to delete 

announcement 

Click to update 

resource 

managers details 
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6.4.1 Add New Announcements 

 
i. Announcements section will be created once a success notification is displayed 

 

6.4.2 View Announcements Details 

 
i. Click the green button in Actions column 

 

Click to 

upload file 

Click to save 

as draft 

Click to publish 

new 

announcement 

Click to delete 

announcement 

Click to edit 

announcement 
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6.4.3 Edit Announcements 

 
i. Announcements section will be updated once a success notification is displayed 

 

6.5 Resources 

i. Select card to access list between e-News, Publication and Guidelines 

 

 

6.5.1 Resource List 

i. This list same applies for all three list in resource 

Click to upload 

file 

Click to update 

announcement 

Click to redirect 

dedicated list card 

Click to create e-

News 

Click to create 

publication 

Click to create 

guidelines 
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6.5.2 Add New e-News 

 
i. E-News section will be created once a success notification is displayed 

 

Click to 

create Display the 

status 

Click to edit 

details 

Click to view 

details 

Click to 

delete 

Click to 

upload 

file 

Click to save as 

draft 

Click to publish 

news 
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6.5.3 Edit e-News 

 
i. E-News section will be updated once a success notification is displayed 

 

6.5.4 Add New Publication 

 
i. Publication section will be created once a success notification is displayed 

Click to update 

news 

Click to 

upload file 

Click to publish 

publication 

Click to save as 

draft 

Click to upload 

file 
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6.5.5 Edit Publication 

 
i. Publication section will be updated once a success notification is displayed 

 

6.5.6 Add New Guidelines 

 
i. Guidelines section will be created once a success notification is displayed 

 

Click to update 

publication 

Click to upload 

file 

Click to publish 

guidelines 

Click to save as 

draft 

Click to upload 

file 
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6.5.7 Edit Guidelines 

 
i. Guidelines section will be updated once a success notification is displayed 

  

Click to publish 

guidelines 

Click to publish 

guidelines 
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6.6 Contact Us 

6.6.1 Staff Directory 

i. Click the Contact Us button from the Content Management drop-down 

ii. Go to Staff Directory tab 

 

 

Click to add 

new staff 

Display staff 

status 

Click to edit 

staff details 

Click to delete 

staff 
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6.6.2 Add New Staff 

 
i. New Staff will be created once a success notification is displayed 

 

6.6.3 Edit Staff Details 

 
i. Staff details will be updated once a success notification is displayed 

Click to upload profile 

picture for the staff 

Toggle to make it visible in 

the landing page 

Click to create 

new staff 

Toggle to make it visible in 

the landing page 

Click to update 

staff details 

Click to upload profile 

picture for the staff 
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6.6.4 Address 

i. Click the Contact Us button from the Content Management drop-down 

ii. Go to Address tab 

 
  

Click to edit 

address details 

Click to delete 

email 

Click to add 

new email 
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7.0 Licence Management 

i. Click the Licence Management button from nav bar menu 

 
ii. Licence list page will be displayed 

 

  

Click to view all section in 

licence management 
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7.1 Form Builder 

Only super admin and secretariat have access to this module 

 
7.1.1 Add New Form 

 
  

Click to save 

new form 

Select which question 

display in form 

Click to 

export list 

in excel 

Click to create 

new form 
Display the 

licence type 

Display which 

version 

Click to view 

form details 

Click to 

duplicate form 

Display submission and 

draft count under this 

form 

Click to select 

which licence type 
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i. New Form will be created once a success notification is displayed 

 

7.2 All Licence List 

Only super admin, secretariat, council, and director have access to this module 

 
7.2.1 Set Quarter Period 

Only super admin and secretariat have access to this module 

 

Click to view current 

quarter durations 

Click to create new 

quarter durations 

Click to 

view 

application 

Click to update 

quarter durations 

Click to 

update 

application 

quarter 

Click to 

export all 

licence list 

in excel 
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i. New Quarter Duration will be updated once a success notification is displayed 

 

7.2.2 Update Application Quarter 

Only super admin and secretariat have access to this module 

 
7.2.3 View Application Details 

 

 

 
i. Click the green button in the action column 

 

Display the 

application quarter 

Display the application 

active status 

Click to view 

expired licence list 

Click to update 

expired licence list 

Click to download 

the application in pdf 

Click to view 

licence certificate 

Click to view 

attachment uploaded 

Display the 

application status 
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7.2.4 Comments Tab 

Only secretariat, approving committee and director have access to this module. 

 

i. Internal 

● Only the Secretariat can post and view comments in this tab. 

ii. Secretariat 

● Only the Secretariat and the Director can post comments.  

● All roles that have access to the Licence Details page can view these 

comments. 

iii. Council 

● Only the Council can post comments.  

● All roles that have access to the Access Commercial / Potential 

Commercial Details page can view these comments. 

iv. Member 

● Only the registered team members selected by the Applicant can post 

comments.  

● All roles that have access to the Licence Details page can view these 

comments. 

 

Click to post 

comments 
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7.3 View Access Licence List 

i. This list applies for all Access Licence Module 

 

 

 
  

Display the licence 

application status 

Click to export 

licence to excel 

View expired 

completed list 

View expired 

list 

View activity 

timeline 

Click to view 

application details 

Click to edit 

application 

Click to cancel 

application 

Click to create 

new application 

Click to filter by 

status 
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7.4 Licence Duration 

Only super admin and secretariat have access to this module 

 

 

  

Click to save the 

licence duration 

Click to set licence 

duration 

Display the 

set licence 

duration 
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7.5 Quick Action 

Only applicant has access to this module 

i. This module applies for all applications  

a. Additions 

b. Export Licence 

c. Propagation 

d. Licence Renewal 
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7.6 View Related Applications List 

 
i. Click the green button from the action column 

ii. Scroll down from the view page of the application 

 
7.7 Pending Approval Application 

Only secretariat, approving committee and director have access to this module 

i. Go to any pending application details by click the black button from the action 

column 

 
  

Click to reject 

application 

Click to approve with 

conditional application 

Display the type of 

application 

Click to view 

application details 

Display the 

application status 
Click to export 

application to excel 

Click to approve 

application 

Click to edit 

application 
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7.8 Upload Requirement File 

Only applicant has access to this module 

i. Go to any pending application details by click the black button from the action 

column 

ii. This module applies for ABS Agreement, MTD Report, Status Report, Final 

Report, Payment Statement and Proof of Payment 

 
7.9 Progress Report 

Only Commercial/Potential Commercial available for this module 

 
7.10 Upload Progress Report 

Only secretariat has access to this module 

 

Click to upload 

requirement file 

Click to upload 

progress report file 

Click to view 

progress report file 

Click to download 

progress report file 

Click to 

delete 

progress 

report 

Click to upload 

progress report 

Click to upload file 

in progress report 
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7.11 Overdue Payment List 

 
  

Click to export overdue 

payment list to excel 

Display overdue payment 

application status 
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8.0 Reporting 

Only super admin and secretariat have access to this module 

8.1 View Reporting 

i. Click Reporting from the sidebar menu 

  
ii. Reporting details drop-down will be displayed 
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8.2 Application Summary 

 
8.3 JKAE Licence Access Report 

 

Click to go 

to 

application 

summary 

list page 

Click to 

export the 

application 

summary 

list in excel 

Display are attachment related 

to the application, can be click 

to view the attachment 

Click to view the details 

of the application 

Click to 

export the 

JKAE 

licence 

access 

report list 

in excel 

Click to go to JKAE 

licence access report list 

page 
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8.4 JKAE Licence Export Report 

 
8.5 User Activity 

 

Click to go to JKAE 

licence export report list 

page 

Click to 

export the 

JKAE 

licence 

export 

report list 

in excel 

Display the activity 

of the applicant 

Click to 

export the 

user 

activity list 

in excel 

Display of which 

column changes 

Display the 

previous data 

Display the 

changes data 
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8.6 Access Log 

 
  

Click to 

export the 

access logs 

list in excel 

Display the access logs 

activity of the users 
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9.0 Troubleshooting & Support 

9.1 Common Issues and Solutions 

The table below lists frequently encountered issues, their possible causes, and 

recommended solutions. 

 

Issue Possible Cause Solution 

Unable to log in Incorrect username or password Verify your credentials and try 
again. If you forgot your password, 
use the Forgot Password option to 
reset it 

OTP not received Email delays or message sent to 
spam folder 

Check the spam/junk folder. If still 
not received, click Resend OTP or 
contact support 

Report not loading Large data set or slow internet 
connection 

Apply filters to narrow down the 
data or retry with a stable internet 
connection 

Reporting not 
showing recent 
activities 

Date filter set to a past range Check and update the date filter to 
the correct range 

Page not loading 
correctly 

Browser cache issue or 
unsupported browser 

Clear the browser cache or switch 
to a recommended browser (e.g., 
Chrome, Edge) 

Logout button not 
responding 

Session timeout or browser issue Refresh the page and try again. If 
the issue persists, clear your 
browser cache and re-login 

 

If the issue persists after following the troubleshooting steps, go to the Contact Us 

section and select Send Feedback to reach our support team for further assistance. 


