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Admin instructions

Manage registered users
Introduction: The OSIP website enables users i.e. brokers or members, to register on the website. The
job of the admin is to authenticate the users and to make sure that they are who they claim they are.

The goal is to authenticate a newly registered user within 48 hours.
Below is illustrated a step by step process of what occurs when a user registers:

1. A new member registers by pressing the registration button on the website

IV,

‘OFFSHORE INSURANGE PLAGEMENTS

About us Contact us

Username Information

Password Dear Visitor,

We need your help to test.
IZ] Remember me
Sa please log in and test the system. If you do not have an user name or a password for testing please send an email to
phil@procre8.co.za or phone 011-726-8991 (ask for philipp).
word?
Mo account yet You can also contact or Ursula Moosa from SAIA on 011-726-5381 Ursula@sais.co.za or Tshidi Khutlapye from the FSB on
012-422-2982 tshidik@fsh.co.za should you have any guestions.

Web Browser

Upgrade you online experiance! If you are using Internet Explorer & or lower, you should upgrade.
A few reasons to upgrade are web page compatibility, security and new technology advancements.
Upgrade is FREE.

Click on the images to upgrade.

OPERA
software

L@ internet Explorer 7

Goegle

Chrome

Copyright 2009 Offshore Insurance Placement. All rights reserved.
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2. The registration is complete for a broker or a member

@iilp

‘OFFSHORE INSURANGE PLACEMENTS

Username
Password
7] remember me

Lost Password?
No account yet? Register

RV7

Registration

About us

ATV

Help

d e s

gan

Contact us

genera

At

t

Am

Fields marked with an asterisk (*) are required.

Name: *
Username: *
E-mail: *
Password: *

Verify Password: *

Extended Details

Mr. X Broker
mnx

mx@procred.co.za

o n

RESET

Company Name

Type (member or broker)
telephone

cell

fax

company registration number

physical address

Send Registration

X Broker Firm

Broker

0113354587

0828889965

0113354587

2007/11235/002

3rd road X street Johannesburg

Copyright 2009 Offshore Insurance Placement. All rights reserved.

3. The new registered user will receive the following details via email.

Required
Required
Required
Required
Required
Required
Required
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Hello NAME,
Thank you for registering at OSIP. Your account is created and will be authenticated by staff usually in
48 hours.

After activation you may login to http://www.osip.co.za using the following username and password:
Password - PASS
Username - USER

4. All website admin’s (SAIA and FSB) will receive the following email.

Hello YOURNAMIE,

A new User has registered at OSIP.
This e-mail contains their details:
Name — NAME

E-mail - EMAIL

Username — USERNAME

Please do not respond to this message as it is automatically generated and is for information
purposes only

—rrocr =-83

lot your design and developman! requiramaents come o life, and spawn intarasl

w G969



= (s | cnniill pumll «— 0 = |

development B desiagn gpeneration

@00|D B

DFFSHORE INSURANCE PLAGEMENTS

About us Help Contact us

Username Registration Complete!

Fassword Your account has been created and will be authenticated by staff usually in 48 hours. Please contact us should you have any
problems.

Ol Remember me

Lost Password?
No account yet? Reagister

RV7

SAIA 9

on our side

Copyright 2009 Offshore Insurance Placement. All rights reserved.

5. The information has to be validated and checked. You will have to log into the backend of the
website. To do this please go to go to http://www.osip.co.za/administrator/
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Administration Login

Username

Password

R ©

Welcome to OSIP
Use a valid username and password to gain
access to the administration console.

Return to the site’s Home Page.

Procre-8

6. Now please log in with your provided user name and password.
7. Once logged in you will see the control panel area. Please go to components -> user extended ->

’m AYCSTD  Adminictratar

Home Site Menu Content Comp tz | Modul Mambots Installers  Messages System Help 0¥ 288 Logout admin
A% OSIP { com_admin 5 Banners 4
B Contacts 3
4 Mass Mail
Qﬁ Control Pan %
™ News Feeds 3
™ OSP
B Pois (LGN Logged | Components | Popular | Latest Ttems | Menu Stats
S T AN, =
@ & Syndicate Currently Logged in Users
[8 userExtended | M Extended AddiEdi Users | 1 admin Super Administrator o
Add New Content = sage Manager
‘3 Web Links » K, Configuration tart < Previous 1 Next> End >
@ About UserExtended Display # 50 « Resuts1-1of1
fF—— = — [—
al ) 3
Section Manager Category Manager Wedia Manager Trash Manager

B |

Menu Manager Language Manager User Manager Global Configuration
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You will see a list of all users. On the right hand side you either see a green tick or a red cross.

The tick means that the user has been authenticated and can log in. If there is a red cross it

means that the user has not yet been authenticated. Please look for the user who needs to be

validated.

Home Site Menu Content

i OSIP ! com_user_extended

Components

User
Extended
Component

Zechm ann.com

Modules Mambots

Installers

User Extended Manager

Messages System Help

Display # 50 «

Last Visit

| 28R

Q /
New Edit

Search:

Logout admin

-

Delete

Enabled

UserlD
1 [ mem mem1
2 [O lanWid (Alianz) wildi
3 |:| Terence Stander (Allianz) standert
4 [0 Steve Forgaty (AIG) forgatys
5 |:| David Rijntjies (Santam) rijntjesd
[+ |:| Phil Lowrie (Mutual and Federal} lowriep
[ |:| Franscois Engels (Firedart) engelsf
3 |:| Michael Steensma (Mutal & Federal) steensmam
9 [0] GrantCloutman cloutmang
10 [F] tshidimember
1M E mrxm
12 broker1
13 [O] AnaWison WilsonAna
14 [0 bat bat
15 |:| Helene Smith (Alexander Forbes) smithh
18 |:| Irene Best (AON) besti
bl |:| Kim Oostheizen (Glenrand MIB) oostheizenk
18 |:| Clive Boyd (Marsh} boydc
19 |:| Dennis Wallace (Eikos) wallaced
20 |:| Leigh-Ann Forrester (Jankelow) forresterla
21 [0] Khilosia Amit (Lioyd) amitk
22 [ tshidibrokeradmin tshidibrokeradmin
23 [0 Administrator admin

9.

Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Manager
Manager
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator
Administrator

Super Administrator

memi@procred.co.za
wildi@allianz.co.za
standert@allianz.co.za
steve. fogarty@aig.com
david.rijntjies@=santam.co.za
plowrie@mf.co.za
engelzi@firedart.co.za
msteensmi@mf.co.za
geloutma@mf.co.za
tehidiki@fsb.co.za
mrxmi@procred.co.za
broker@procred.co.za
wilzonana@aforbes.co.za
bali@procred.co.za
smithhi@aforbes.co.za
irene_best@aon.co.za
koostheizen@aglenrandmib.co.za
cliveboydi@marsh.co.za
wallaced@eikos.co.za
Leighannfi@jankelow.co.za
aki@lloydssa.co.za
tehidiki@fsb.co.za

phil@procred.co.za

Once you found the user please click on his/hers username.

2008-11-04 12:16:25

2008-10-02 0&:38:48

0000-00-00 00:00:00

2009-01-21 11:00:04

2008-08-18 15:04:18

2008-12-08 10:15:08

2008-11-12 10:30:40

0000-00-00 00:00:00

2008-10-21 09:52:48

0000-00-00 00:00:00

0000-00-00 00:00:00

2008-08-27 16:32:43

2009-01-07 13:11:52

2008-11-04 12:16:45

2009-01-21 11:00:28

2008-04-18 08:28:31

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

2009-01-21 13:57:48

O A R A KR O 0| 0| KPR A R A K
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10. You can now see their registration details. If you click on the next tab “extended”, you can see
the users details. Please double check them. Once you have cross checked the details and are
satisfied that this user is a genuine member or broker, you can now authenticate.

’%\ Y T eIraInr

Home Site Menu Content C Modul Mambots  Installers  Messages System Help o= 288 Logout admin

i OSIP / com_user_extended / edit e 6

Save Cancel

User
Extended
Component
k. 28ehm ann.com Edit User Extended
Extended
Name: Mr. X Member
Username: mnam
Email: mm@procre8 co.za
New Password:
Verify Password:
Group. Public: Frontend -
. - Registerad Bl
. -Author =
- Editor x
Block User Yes w
Register Date 2008-01-21 13:54:28
Last Visit Date 0000-00-00 00:00:00

Copyright © 2004-2008, Bernhard Zechmann hitp:/fwww.zechmann.com
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% OCSTD  Adminictratar

Home Site Menu Content C Installers Messages System Help 0= 288 Logout admin

ﬁ OSIP / com_user_extended [/ edit e @

Save Cancel

User

Extended

Component

sl Brhimann com Edit User Extended
Core ttended

Company Name X Member Comparry Required
Type (member or broker) Member Required
telephone 0113354587 Required
cell (828885965 Required
fax 0113354587 Required
company registration number 2007/11235/002 Required
physical address 3rd road X street Johanne Required

Copyright © 2004-2008, Bernhard Zechmann hitp:/fwww.zechmann.com

11. IMPORTANT: To make the current user a broker you need to select administrator under group.
12. IMPORTANT: To authenticate a member you need to select registered under group.

%\ ACTD  Adminictratar

Home Site Menu Content Comp Installers Messages System Help 0= 288 Logout admin
i OSIP / com_user_extended / edit e @
Save Cancel
User
Extended
Component
Wik, 28ehim ann.com Edit User Extended
Extended
Mame: Mr. X Member
Username: mnam
Email: mm@procre8 co.za

New Password:

Verify Password: e
-

Group: Public Frontend
Block User

Register Date 2009-01-21 13:54:28
Last Visit Date 0000-00-00 00:00:00
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13. Double check all the details, if everything is correct select “Block User” no and press save (top
right).

’%\ CY s T Aminiciralor

Home Site Menu Content C Installers Messages System Help 0 258 Logout admin

ﬁ OSIP / com_user_extended [/ edit e @

Save Cancel

User
Extended
Component
i zBanm ann.som Edit User Extended
Extended
Mame: Mr. X Member
Username: mnam
Email: mm@procre8 co.za

New Password:

Verify Password:

Group: Public Frontend -
— El
. -Author e
; - Editor x

Block User (‘;:_DD

Register Date 2009-01-21 13:54:28

Last Visit Date 0000-00-00 00:00:00

14. Should you want to ban a user. Click on the cross or tick in the enable Colum, in the row where
the users name appears. This will enable or disable the user’s access to the front end.




Home Site

Menu

Content Comp it

i OSIP / com_user_extended

o

@

O 1 1 R R TR |

20

21

22

23

Ehim ann.com

User
Extended
Component

mem1

lan Wild (Allianz)

Terence Stander (Alianz)

Steve Forgaty (AIG)

David Rijntjies (Santam)

Phil Lowrie (Mutual and Federal}
Franscois Engels (Firedart)

Michael Steensma (Mutal & Federal}
Grant Cloutman

tshidimember

broker1

Ana Wilson

bal

Helene Smith (Alexander Forbes)
Irene Best (0N}

Kim Oostheizen (Glenrand MIB)
Clive Boyd (Marsh)

Dennis Wallace (Eikos)
Leigh-Ann Forrester (Jankelow)
Khilosia Amit (Lioyd)
tshidibrokeradmin

Administrator

UserlD
mem’

wildi
standert
forgatys
rijntjesd
lowriep
engelsf
steensmam
cloutmang
tshidimember
mrxm
broker1

WilsonAna

Installers

User Extended Manager

Group

Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Registered
Manager

Manager

bail Administrator
smithh Administrator
besti Administrator

theizenk A ator
boydc Administrator
wallaced Administrator
forresterla Administrator
amitk Administrator

tshidibrokeradmin

admin

Administrator

Super Administrator

de s iag

Messages System Help

Display# |50 «

mem@procres.co.za
wildi@allianz.co.za
standert@allianz.co.za
steve. fogarty@aig.com
david.rijntjes@=santam.co.za
plowrie@mf.co.za
engel@firedart.co.za
msteensmi@mf.co.za
geloutma@mf.co.za
tehidik@fsb.co.za
mrxmi@procred.co.za
broker@procred.co.za
wilsonana@aforbes.co.za
bal@procred.co.za
smithhi@aforbes.co.za
irene_best@acn.co.za
koostheizen@aglenrandmib.co.za
cliveboyd@marsh.co.za
wallaced@eikos.co.za
Leighannf@jankelow.co.za
aki@lloyds=a.co.za
tehidik@fsb.co.za

phil@procred.co.za

genera

D[N 288

New

Search:

2008-11-04 12:16:25

2008-10-02 08:38:48

0000-00-00 00:00:00

2008-01-21 11:00:04

2008-08-18 15:04:18

2008-12-08 10:15:08

2008-11-12 10:30:40

0000-00-00 00:00:00

2008-10-21 09:52:48

0000-00-00 00:00:00

0000-00-00 00:00:00

2008-08-27 16:32:43

2009-01-07 13:11:52

2008-11-04 12:16:45

2008-01-21 11:00:29

2008-04-18 08:25:31

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

0000-00-00 00:00:00

2009-01-21 13:57:49

Logout admin
Edt  Delete

Enabled

&(&(&(&(&0&0@(&(&(&(&(0

15. If you would like to add a user yourself in the backend simply press on new (top right hand side)

and add the new user. Remember to use “superadmin” as admin, “administrator” as broker

admin, and “registered” as member.

»

m
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Home Site Menu Content C tz Modul Mambots  Installers  Messages System Help 0[S 288 Logout admin
i OSIP / com_user_extended @ / T
New Edit Delete
User
F:xtended Display # |50 « | Search:
Component
i ann zom User Extended Manager
UseriD Group i isi Enabled
1 [ meml mem’ Registered mem@procres.co.za 2003-11-04 12:16:25 Q
2 |:| lan Wild (Allianz) wiildi Registered wildi@allianz.co.za 2008-10-02 08:38:48 4
3 |:| Terence Stander (Alianz) standert Registered standert@allianz.co.za 0000-00-00 00:00:00 ~
4 |:| Steve Forgaty (AIG) forgatys Registered steve. fogarty@aig.com 2009-01-21 11:00:04 4
5 |:| David Rijntjies (Santam) rijntjesd Registered david.rijntjes@=santam.co.za 2008-08-18 15:04:18 e
6 |:| Phil Lowrie (Mutual and Federal} lowriep Registered plowrie@mf.co.za 2008-12-08 10:15:08 4
F |:| Franscois Engels (Firedart) engelsf Registered engel@firedart.co.za 2008-11-12 10:30:40 e
8 |:| Michael Steensma (Mutal & Federal} steensmam Registered msteensmi@mf.co.za 0000-00-00 00:00:00 4
g |:| Grant Cloutman cloutmang Registered geloutma@mf.co.za 2008-10-21 09:52:48 e
10 |:| tshidimember tshidimember Registered tehidik@fsb.co.za 0000-00-00 00:00:00 4
"mE m mrxm Registered mrxm@procred.co.za 0000-00-00 00:00:00 Q
12 [ brokert broker1 Manager broker@procred.co.za 2003-08-27 16:32:43 Q
13 |:| Ana Wilson WilsonAna Manager wilsonana@aforbes.co.za 2009-01-07 13:11:52 4
14 |:| ba1l ba1 Administrator bal@procred.co.za 2008-11-04 12:16:45 [*]
15 |:| Helene Smith (Alexander Forbes) smithh Administrator smithhi@aforbes.co.za 2009-01-21 11:00:29 il
16 |:| Irene Best (0N} besti Administrator irene_best@acn.co.za 2008-04-18 08:29:31 4
bl |:| Kim Oostheizen (Glenrand MIB) theizenk Administrator koostheizen@glenrandmib.co.za  0000-00-00 00:00:00 e
18 |:| Clive Boyd (Marsh) boydc Administrator cliveboyd@marsh.co.za 0000-00-00 00:00:00 4
19 |:| Dennis Wallace (Eikos) wallaced Administrator wallaced@eikos.co.za 0000-00-00 00:00:00 e
20 |:| Leigh-Ann Forrester (Jankelow) forresterla Administrator Leighannf@jankelow.co.za 0000-00-00 00:00:00 4
21 |:| Khilogia Amit (Lloyd) amitk Administrator aki@lloyds=a.co.za 0000-00-00 00:00:00 e
22 [ tshidibrokeradmin tshidibrokeradmin  Administrator tshidik@fsb.co.za 0000-00-00 00:00:00 v
23 D Administrator admin Super Administrator phil@procred.co.za 2008-01-21 13:57:49 v

16. You can see that the user no longer has a red cross but a green tick. This means that they can
now log into the frontend.

17. Your job is now done and you can logout by pressing the logout button on the top right. This will
take you back to the home page.
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Managing submission

Introduction: The OSIP website enables the admin to view save and monitor the progress of the RV7
applications. The aim is to monitor proceedings and to download files for record keeping and further
processing.

Illustrated below is the step by step process:

1. When a broker made a new submission or if a member objects to a submission you will receive
an email. The email will look similar to the one below, depending on the template used by the
broker admin.

Dear YOURNAMIE,
A new form has just been submitted by broker and has been verified by broker.
To view this new submission please login to OSIP.

Yours, the OSIP web team.

This message has been automatically generated - please do not reply to this email address

2. Once you have received the email please log into the website by visiting http://www.osip.co.za/.
Enter your username and password on the left hand side and press login. If you press
“remember me” the website will remember your details and log you in automatically on your
next visit (this however depends on your browser settings).

o -3
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OFFSHORE INSURANCE PLACEMENTS

Contact us

Information

Username
admin

Password
LITTITTY ..|

Dear Visitor,

We need your help to test.
[C] Remember me

So please log in and test the system. If you do not have an user name or a password for
testing please send an email to phil@procres.co.za or phone 011-726-8991 (ask for philipp).

word?
account yet? Reqist You can also contact or Ursula Moosa from SAIA on 011-726-5381 Ursula@saia.co.za or Tshidi
Khutlapye from the FSB on 012-422-2982 tzhidik@f=b.co.za should you have any questions.

Web Browser

Upgrade vou online experiance! If yvou are using Internet Explorer & or lower, you should
upgrade.

A few reasons to upgrade are web page compatibility, security and new technology
advancements.

Upgrade is FREE.

Click on the images to upgrade.

OPERA
software

@ internet Explorer7

Goegle

Chrome

3. If you have forgotten your user name or password press lost password. Enter your email address

and username and a new password will be sent to you via email.
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About us Help Contact us

e iy . Lost your Password?

d Please enter your Username and e-mail address then click on the Send Password button.
,F‘ESSL. You will receive a new password shortly. Use this new password to access the site.

Username:

[l Remember me

E-mail Address:

Lost Password?
MNo account yet? Register

RV7

SAIA Q
o

Copyright 2009 Offshore Insurance Placement. All rights reserved.

4. After you have pressed login you will be taken to the RV7 section of the website. The first thing
you see will be the dashboard that will display three tabs. “Submissions”, “archives” and “

profile”.
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About us Contact us

Hi, admin

Dashboard

Submissions “ Archives ][ My profile ]

Submitted Start and
by Insured name cud dake

Tom Jones Aerflot (pls

Brolas ignore this is a test 23/01/2009 to
submission for the 20/05/2011
manual)

Objections Actions

details

== Start = Previous Next > End >>

Display # 20 + Result=1-200f1

Copyright 2009 Offshore Insurance Placement. All rights reserved.
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Submissions
1. Under submissions you will be able to see all the different submission. To view them in detail
please click on one.

—mrrocre=-83
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A+ | A- | RESET

,‘ S
i) TEPae

About us Contact us

Hi, admin

Dashboard

Submissions “ Archives ][ My profile ]

Submitted Start and
by Insured name cud dake

Tom Jones Aerflot (pls

ignare this is a test 23/01/2009 to
submission for the 20/05/2011
manual)

Objections Actions

broker details

== Start = Previous Next > End >>

Display # 20 + Result=1-200f1

SAIA

Copyright 2009 Offshore Insurance Placement. All rights reserved.

2. You can now view all the details of the submission and save it for the record as csv (tab
separated value), as a rtf text document (rich text format).

o a-3
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Hi, admin

RV7

A

SAIA

o poaer picde

About us Contact us

Submssion detail

[ Submissions ][ Archives " My profile ]

Download as text document
Export and tab separated values file

I, the undersigned, being a/the
Mr X (test submission for manual)

of
Big Planes Pty Ltd (test submission for manual)

hereby apply for approval to place insurance with underwriters other than South African short-term
insurers and/or Lloyd’s underwriters.

The following information is provided in support of the application.
1 Indicate the status of this application (Refer to items 5 and 6 of Fart A.)
provisional

2 state the address of the intermediary/Lloyds correspondent making the application
Number 42, Denver Road, Johannesburg (pls ignore this is a test submission for the manual)

3 State the name(s) of the insured(s)
Tom Jones Aerflot (pls ignore this is a test submission for the manual)

4 Describe the business of the insured(s)
Aviation (pls ignore this is a test submission for the manual)

5  Describe the cover required, the structure of the cover and the major differences to the cover offered
by the South African market and attach supporting documents, if any.
Political Risk; Aviation; Engineering; War; Cargo; Sabotage
no one in south africa offers this cover (pls ignore this is a test submission for the manual)

Information to support cover requirements

Indicate the proposed start date for the insurance
23/01/2009
Indicate the proposed end date for the insurance
20/05/2011
6 1f the proposed period of cover is longer than 1 year, please explain the motivation
We need a long term cover because of factor X and Y. (pls ignore this is a test submission for the
manual)

v e )B2r
) W W



~=f coOoCcCd = - &3

development & desiagn gpeneration

Archives
1. Under achieves you will find submissions that are no longer active. Submission will be moved to
achieve after some tim. You can view old submission by clicking on them.

—,ocr &-3

(v (=) (522
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OFFSHORE INSURANCE PLACEMENTS

About us Contact us

Hi, admin

Archives

[ Submissions “ Archives '[ My profile ]

Submitted Insured Start and end

by name date Objections Actions

Mo archived submissions found

<= Start < Previous MNext = End ==

Display # 20 = Results1-200f0

Copyright 2009 Offshore Insurance Placement. All rights reserved.

2. You can download and view the data of all old RV7 submissions.
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Manage your Profile
Introduction: This section enables you to manage your profile such as your username, password and
more.

Illustrated below is the step by step process:

1. Under my profile you can update your details such as user name, email address, username and
password.
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A+ | A- | RESET

ST 855

OFFSHORE INSURANCE PLACEMENTS | K

About us Help Contact us

Hi, admin

Manage my profile

[ Submissions H Archives ][ My proﬁle]

* Name

Joe Slow

* Email address

email@email.com

* Username

JoeSlow

Leave these fields blank to keep vour current password

Password

If changing your password, please confirm your new password
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