
Registering for a new account 

 

From the Portal Home page, click onto Menu 

 

 

From the drop down menu that appears, choose My Account 

 

 

Then click onto the Register for a new account  



 

 

You will now get step 1 of the registration 

 

Enter your forename and surname here, then click Next 

You will then get step 2 of the registration 



 

Enter your email address here and enter a password.  Re-enter the password in the Confirm 

password box. 

Note your new password must:  

• Be at least 8 characters long  

• Contain at least one letter, at least one number, at least one special character and at least 
one upper-case letter  

• Be different to your current and previous Portal passwords  
 

Click Next 

You will now be taken to Step 3 of the registration 

 

The Portal will now send an email to the email address you entered in Step 2.  It should only take a 

minute or two for this email to come though. 



 

Enter the 8 digit code from this email into the Code box in the Portal 

 

Click Next 

You should get a message that your registration has been completed successfully 

 

Click Continue 

You are now registered with the Portal.  Click on the Portal Home link to begin 

 


