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This training presentation is geared 
to all company administrators.

We provide you step by step guide 
on how to navigate side panel, add, 
update your COMPANY information

Welcome to Realm ID



• To edit your company 
information, click 
“Company Information” 
tab from the side panel.

• Click “Edit” tab and edit 
necessary fields, e.g., 
telephone number, 
mobile number, 
financial year start and 
financial year end and 
click “Save”.

COMPANY INFORMATION

NB:  Please note to capture telephone and mobile number in international format, i.e. +2700000000



• To add or edit your banking 
information, click “Banks” tab from 
the side panel.

• To edit existing banking details, click 
edit and update the bank details and 
click “Save”.

• To add new banking details, click 
“Add New Bank” tab and add 
account number, account type and 
branch code and click “Save”.

• Please note that banking details are key 
to ensure you receive payment for your 
services.

BANKS



• To edit your company 
address, click 
“Addresses” tab from 
the side panel.

• Click “Edit” tab and 
update the address 
details and click “Save”.

ADDRESSES

NB:  Please note that you can capture province in the State field



• The “Businesses” 
tab from the side 
panel allows you to 
view and manage 
invited companies.

• You can view or 
remove businesses 
connected to your 
company.

BUSINESSES



• The Employees tab from the side 
panel allows you to view and 
manage invited employees.

• Employees are added from the 
Invite tab.

• Please note you can use Bulk Invite 
to add multiple employees. 

• Refer to the Invite guide for the 
steps.

Company Employee Management



• The Individuals tab from the side 
panel allows you to view and 
manage invited individuals.

• Individuals are added from the Invite 
tab.

• Please note you can use Bulk Invite 
to add multiple individuals. 

• Refer to the Invite guide for the 
steps.

Company Individuals Management



• To view, download, upload or 
manage your company 
documents, click “Documents” 
tab from the side panel.

• To upload a new company 
document, click “Upload 
Document” tab, complete the 
fields and click “Save”.

• To search for documents, use 
the “Search documents” box.

• To download a document, 
select the document and click 
“Download” tab.

• To delete a document, select 
the document and click 
“Delete” tab.

DOCUMENTS TAB

NB:  Please note this is storage for all your company documents



• Your company may receive invitations 
via email from companies within the 
Realm ID eco-system to connect.

• A list of pending invitations will be 
displayed in the Pending Invites tab.

• You can view and accept the invites.

PENDING INVITES



Once all your company information has been updated, your 
dashboard will be updated accordingly and indicate the level of 

completion of each information detail.

PLEASE NOTE


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11

