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New business process : Registration

1. Navigate to the OHSS : URL : https://ohss.nioh.ac.za 
2. Register Company and select CSV upload submission.
3. Once approved by the OHSS Administrators you will receive an email similar to 
4. the one displayed below



New business process : Password Creation

1. Click on the Password creation link in the email
2. Create a password that meets the OHSS password policy



New business process : Login Process

1. Navigate to the OHSS : URL : https://ohss.nioh.ac.za 
2. Click “Click to Upload CSV” button
3. Enter your Business ID and password



Existing NextCloud Users : Account Creation 
1. Navigate to the OHSS : URL : https://ohss.nioh.ac.za 
2. Click “Click to Upload CSV” button
3. Click “Forgot Password” link
4. Enter Business ID and Email used during registration. Click “Reset Password” button
5. Receive Password Reset email



Existing NextCloud Users : Password Reset Email

1. Click on the Password reset link in the email
2. Create a password that meets the OHSS password policy
3. Proceed to Login page. As mentioned in slide 5



CSV Platform : Landing Page
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CSV Platform : Upload CSV
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CSV Platform : CSV file upload process

1. Select a template submission type
2. Browse and select you CSV file to be uploaded
3. Enter name and surname of individual uploading the file
4. Click “Check CSV file” button
5. If there are no errors with your CSV file. The “Upload file for processing” button will 

appear
6. Click “Upload file for processing” button . Your file will then be processed into the 

OHSS datalake. You will receive a final message confirming file upload status. If not 
there will be a message that will indicate any error.

Common file errors
• Incorrect number of column headers
• Incorrect CSV delimiter (separator)
• In correct date format
• Missing data
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