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1. User Access Administrator initiates the Registration Request 
The User Access Administrator initiates the user registration process from within the SENS system. 
They will contact you via telephone to provide them with a One Time Password, which you will receive 
via email. 

  

2. Complete the SENS Registration Form 
1 Open the email that you received from the JSE.   

 

Note: 

• The email will contain a link that you will need to click to complete the SENS registration 
process.  

• The link can only be used once and will expire in 24 hours. 

• The Registration Application Form must be completed immediately once the link has been 
clicked.  

• You will receive an error message if you click the link again. 

• If the link expires, or you encounter an error, you will need to request a new link from the User 
Access Administrator. 

2 Click the link in the email. 

• The "New User Registration Form screen" is displayed. 

3 Enter your personal details in this screen. 

file:///C:/LTL/SENS2026/SENS_OHS/contents/RNEU_-_External_User_completes_Registration_Form.htm
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Field Description 

Email Address field This is a display-only field. You cannot amend your email address. 

Job Title field Enter your job title, for example, Company Secretary. 

Title field Select an option from the list. Example: Mr, Mrs, Dr, Prof, etc. 

First Name field Enter your first name. 

Last Name field Enter your surname. 

Date of Birth field Click the CALENDAR icon and select your date of birth. You can also manually 
type it in. Use the following format: CCYY/MM/DD. 

Telephone field Enter your business telephone number. Enter the area code without the + 
(plus) sign and then enter your telephone number. 

Cell Phone field Enter your cellphone number. Enter the area code without the + (plus) sign, 
followed by your telephone number, excluding the leading zero. 

 

  Note: To view details of the Role Types assigned to you, click the EXPLAIN SENS ROLES button. Once 
complete, click the CLOSE button. 

file:///C:/LTL/SENS2026/SENS_OHS/contents/RNEU_-_External_User_completes_Registration_Form.htm
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4 Click the SUBMIT button. 

Note: The "Submission Successful window" is displayed.  

 

5 You will receive an email from the JSE confirming receipt of your registration request. 

 

  

  

file:///C:/LTL/SENS2026/SENS_OHS/contents/RNEU_-_External_User_completes_Registration_Form.htm
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3. JSE completes the Registration Request 
Once the registration request has been submitted to the JSE, the relevant team will complete the 
approval process and technical enablement. 

 

4. Create a Password to access SENS 
1 You will receive an email from the JSE. 

2 Open the email and click the Create your password hyperlink. 

 

3 Click the SEND VERIFICATION CODE button. 

 

4 The system will send you an email with a verification code.  

file:///C:/LTL/SENS2026/SENS_OHS/contents/RNEU_-_New_User_creates_a_Password_to_access_SENS.htm
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5 Enter the verification code in the dialog box and click the VERIFY CODE button. 

 

6 Enter your password in the New Password field. 

7 Enter your password again in the Confirm New Password field. 

8 Click the CREATE button. 

 

9 With the "Terms and Conditions window" displayed, read through the terms and conditions. 

  • The ACCEPT button and DECLINE button will only become active once you have 
scrolled to the bottom of the "Terms and Conditions screen". 

• The date that the Terms and Conditions were last updated will be displayed at the bottom 
of the screen. 

10 Accept the terms and conditions by clicking the I hereby accept these terms and 
conditions checkbox. 
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11 Click the ACCEPT button if you accept the terms and conditions. You will automatically be 
logged into the SENS system.  

  • If you click the DECLINE button, the "Terms and Conditions window" will close. An error 
message will be displayed: "You cannot access the SENS system unless you accept the 
Terms and Conditions".  If you attempt to log in to the SENS system again, the "Terms and 
Conditions window" will be displayed.    

 


