Updating Your Profile and Submitting Scribe”
Inquiries

1  Navigate toMyLIA Portal
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Member Login

Sign in using your registered account:

= bokang lefata@lia.org.ls

w0 e @

(o oon
Forgot Password?
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https://scribehow.com
https://lia.member365.org/sharingnetwork/login

2 Enter your registered email address and password then Click "Login"

N

Member Login

Sign in using your registered account:

bokang lefata@lia.org.ls

(o | orrecores )

=2

Forgot Password?

Trouble logging in? Click here to learn

maore

3 This will be the interface that will appear after you log in.

LESOTHO INSTITUTE
OF ACCOUNTANTS

4 Directory &M

Welcome to the member portal, Bokang! 5

We are excited to introduce this innovative platform, designed to enhance your
experience with a streamlined and user-friendly interface. Thank you for being a
valued member, and we hope you enjoy exploring all the features our portal has
to offer!

Use My Account to update your
profile, manage event
registrations and download

receipts
Please take a moment to:

« Review and update your contact information
« Stay updated by selecting your communic

tion preferences Manage Badges
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4  Toview and update all your personal details Click "My Account"

LESOTHO INSTITUTE
OF ACCOUNTANTS

Welcome to the memb

We are excited to introduce this inn¢
experience with a streamlined and us
valued member, and we hope you en
to offer!

Please take a moment to

& My Profile

[ Membership
@ Involces & Receipts
&= Email Notifications

= My Directory Listing

+ Review and update your contact information
= Stay updated by selecting your communication preferences

gf r:
| to enhance your

1k you for being a
res our portal has

Did you know?

Use My Account to update your
profile, manage event
registrations and download
receipts
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5 After selecting my account menu, procced with updating your personal
information "click my profile".
Here you can navigate to check membership certificates and invoices, also there is
an option to change your temporary password.

@Dashboard M Events~ 4 Directory~ & My Account

6 My Profile You Are Here: / Dashboard / My Account

MyProfile  Membership  Invoices & Receipts
(SRRl Contactinfo  Password  Member List Profile

Personal Information

Salutation: Suffix:

Mr v
First Name: Last Name:
Bokang Lefata

Date Of Birth

2025-03-12 =

Email Address: Alternate Email I

bokang lefata@lia.org ls

Organization: Job Title:

Lesotho Institute Of Accountants v

Member Photograph

Upload Phota

UpdateMyPrDﬁie-

6 Click "Password" to update password after updating click the below button
"Update password" to complete and save the new password.

@ Dashboard [ Events~ @ Directory~ & My Account

6 My Profile You Are Here: / Dashboard / My Account

My Profile Membership Invoices & Receipts

personal Info  Contactnfo Mermber List Profile

Change Password

Current Password | seresseeses @
New Password @
Confirm Password @

Update Password
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7 To update information regarding any secondary contacts and primary contacts.
Click "Contact Info".

@Dashboard M Events~ i Directory~ & My Account

6 My PrOf"e You Are Here: Dashboard / My Account

My Profile  Membership  Invoices & Receipts
Personal info [NEMICESNIEE Password  Member List Profile

Contact Information

Business Residential Social Media

® This is my preferred contact address.

Address Line 1: Address Line 2;

Address Line 3:

8 Click "Update My Profile" after completing all personal information update so that
all updates can reflect in your membership profile.

Secondary Contact

First Name: Last Name:
Email: Telephone:

J Do you want to CC the secondary on all emails that are sent to the primary contact?

B Update My Profile
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9 Click "Membership" to view and download your membership certificates.
NB: Certificates will be available for download starting from July 2025.

#@Dashboard [ Events~ 4§ Directory~ & My Account

m MEmbership You Are Here: / Dashboard / My Account / Membership

My Profile Membership Invoices & Receipts

Chartered Accountant: Ordinary
Member Status: Active

Renewal Date: 2025-11-02

Inception Date: 2024-11-02

Member Since: 2024-04-11

Member #:1

10 Click "Invoices & Receipts" to view and pay your outstanding fees.
NB: Viewing and clearing of invoices is not yet functional on the portal.

#@Dashboard [ Events~ 4§ Directory~ & My Account

m MemberShip You Are Here: / Dashboard / My Account / Membership

My Profile Membership Invoices & Receipts

Chartered Accountant: Ordinary
Member Status: Active

Renewal Date: 2025-11-02

Inception Date: 2024-11-02

Member Since: 2024-04-11

Member #:1
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11  Click "Events" to view and register for upcoming events.

@Dashboard [ Events i Directory~ & My Account

£ Event Calendar
4 My Event Registrations

Welcome wouiemermwuer portal, Bokang! &

We are excited to introduce this innovative platform, designed to enhance your
experience with a streamlined and user-friendly interface. Thank you for being a
valued member, and we hope you enjoy exploring all the features our portal has

Use My Account to update your
profile, manage event
registrations and download

1
to offer! receipts
Please take a moment to:

« Review and update your contact information

« Stay updated by selecting your communication preferences Manage Badges

12 In case of inquiries Click "Inquiry" menu next to your name in the portal to create
an inquiry.

B3\ LESOTHO INSTITUTE
OF ACCOUNTANTS

9 I I"Iq u i ri es You Are Here: / Dashboard / Inquiries
Do you have a question, comment or concern? Share it with us by submitting your inquiry now. + Submit Inquiry
Inquiry History
Keyword
All v
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13 After you have clicked "+Submit Inquiry" and you will be presented with this tab
where you will select the dropdown button to select the kind/type of inquiry you
have and after selecting fill out the details of your inquiry.

Submit Inquiry

Subject: Select Inquiry Type

Details

= Submit Inquiry

14  Once the inquiry form is completed Click "Submit Inquiry".

Submit Inquiry

Subject: Select Inquiry Type

Details

&= Submit Inquiry
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15 To logout of the portal Click "Your name (right corner of the portal)". and you
will have the option to logout.

My Account

My Password

LESOTHO INSTITU :_
OF ACCOUNTANTS

16 In a case whereby a member has forgotten their login password, they can click on
the forgot password option.

Member Login

Sign in using your registered account:

bokang.lefata@lia.org.ls

| limmreocero @

Forgot Password?

Trouble logging in? Click here to learn more
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17 After they click on the "forgot password" enter a registered email address and
click on the "Send Reset Request" button.

Forgot Password

If you forgot your password, enter your email address below. You will be emailed a link to
reset your password.

Email Address

Send Reset Request
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