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This guide shows the features and functionalities of the Safetoken Admin Portal. 

General Information
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Safetoken is a Two-factor Authentication (2FA) system that generates a one-time

password (OTP) for an online transaction.

The Safetoken portal was designed and developed to streamline the token enrolment

process.

A Verve Admin onboards institutions to enable them to create users within their

institution, add/upload tokens, manage tokens, manage users, view/download reports,

and view audit logs.

Application Overview
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Description of Application Features
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This grants you access to the Safetoken Admin Portal to add/upload tokens, add users, view 

institution details, generate reports and view audit logs. 

Registration and Login
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Registration

• To complete your registration, click on the ‘complete my 

registration’ button received in the welcome email. 
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Password Creation

• Password creation and confirmation are required to 

complete the account activation process.

• Click on ‘Proceed’ after entering and confirming a 

password. 
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Login

To log in to the Safetoken Admin portal after account 

activation, please follow these steps:

1. Enter your email address.

2. Enter your password.

3. Click “Login to my account".
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Reset Password

To reset your password, please follow these steps:

1. Click on “Forgot Password”.

2. Enter your official email address.

3. Click “Submit”.

The system will send password recovery instructions to the email address provided.
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Dashboard

The dashboard shows an overview of the portal’s features including the recent tokens that were added to the portal. 
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• Add tokens

• Download enrollment template

• Upload multiple tokens in batches

Add/Upload Tokens – The add token feature allows you to perform the following actions:
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Add Token

To add a single token, please follow these steps:

1. Enter the first and last name of the token owner

2. Enter the email address

3. Enter the account ID (account number)

4. Enter the mobile number

5. Select ‘Card’ as the type

6. Enter the token ID (card number or PAN)

7. Enter the expiry date

8. Click ‘add token’ to complete the process
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Upload Tokens

To upload tokens, please follow these steps:

1. Download the template file.

2. Enter the token owner information as 

shown in the template below.

3. Change the file format to ‘text’ as 

indicated by the arrow.

4. Rename and save the file.
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B. Upload Tokens

To upload tokens, please follow 

these steps:

1. Select the correct file from 

your computer.

2. Enter the file name.

3. Select ‘Create’ as the type.

4. Select ‘Card’ as the token type.

5. Click on ‘complete upload’ to 

complete the process. 
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• View issuer details

• Edit issuer details

Issuer Details – The issuer details feature allows you to perform the following actions:
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A page that shows an overview of your institution details

Issuer Details
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Edit Issuer Details

To edit issuer details, please follow these steps:

1. Select a validity period.

2. Select a timestamp window

3. Select an SMS provider.

4. Select a time zone.

5. Click on ‘Proceed’ to complete the process.
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• Add a user

• Edit a user’s information

• Activate/Deactivate a user’s account

• Resend activation email

• Filter users by roles and status

Users and User Management – The user management feature allows you to perform the following 
actions:
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User Management

Here, you can view all users on the portal, add a new user, edit user details, and activate or deactivate a user. 

You can filter the table of users by status, role or email. 
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Users – Add a new user 

To add a new user, please follow these steps:

1. Enter the first and last name of the user.

2. Enter the user’s email address.

3. Select a role for the user.

4. Click “Save Details” to complete the addition.
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Users – Edit User

To edit a user’s profile, follow these steps:

1. Enter the first name and last name of the user.

2. Select a role for the user.

3. Click “Save Details” to complete the update.
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Users – Deactivate User 

To deactivate a user’s profile, follow these steps:

1. Select “Deactivate” from the action column.

2. Click “Deactivate User” to complete the process.
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• Add token

• Upload token

• View tokens directory

• View bulk upload directory

• Filter token directory

Token Management – The token management feature allows you to perform the following 
actions:
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Token Management – Token Directory

To view the token directory, navigate to the ‘token directory’ tab and scroll through the list of tokens. To view additional 

token details, click on “View”. You can filter the token directory by token ID, start/end date, mobile number etc. 
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Token Directory – View Details
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Token Management – Bulk Upload Directory

To view the bulk upload directory, navigate to the ‘bulk upload directory’ tab and scroll through the list of tokens. To view

additional upload details, click on “View”. You can filter the bulk uploads directory by file name and start/end date.
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Bulk Upload Directory – View Details
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• View transaction details

• View transaction summary

• Filter transaction details

• Filter transaction summary

• Generate and download transaction reports

Reports - the reports feature allows you to perform the following actions 
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Report Management

The transaction details report shows a directory of all token owner transactions.

The transaction summary report shows a summary of transactions for each token owner.
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Reports – Transaction Details Directory

To view token owners’ transaction details, navigate to the ‘transaction details directory’ tab and scroll through the list of transactions. You can 

filter the transaction details directory by token ID, start/end date, or transaction reference. 
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Reports – Generate Report

To generate a transaction details report, please follow these steps:

1. Enter search criteria (Token ID, Start/End Date, or Transaction Reference).

2. Click ‘Apply’.

3. Select a file format (CSV or PDF).

4. Click ‘Generate Report’.



Interswitch - INTERNAL

Reports – Generated Reports Directory

Click on ‘Download’ to download a previously generated report. 

A confirmation will be displayed upon successful/failed download.

You can filter the generated transaction reports by file name, start/end date, or file type. 
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Reports – Transaction Summary

The transaction summary report shows a summary of transactions for each token owner.

You can filter the transaction summary by start/end date or token ID.
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• View audit logs

• Filter audit log

• Generate and download audit reports

Audits – the audits feature allows you to perform the following actions 
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Audit Log Directory

To view the actions performed on the portal, navigate to the ‘audit logs directory’ tab and scroll through the list of entries. To 

view additional details, click on “View”. You can filter the audit logs by start/end date, action, or actor. 
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View Audit Log Entry
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Audit – Generate Report

To generate an audit report, please follow these steps:

1. Enter search criteria (Start/End Date, Action or Actor).

2. Click ‘Apply’.

3. Select a file format (CSV or PDF).

4. Click ‘Generate Report’.
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Generated Audit Reports

To view generated audit reports, navigate to the ‘generated reports directory’ tab and scroll through the list of 

reports. You can filter the audit reports by file name, status, start/end date, or file type. 
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This grants you access to the Safetoken Admin Portal to add/upload tokens, generate reports and 

view audit logs. 

Registration and Login
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Registration

• To complete your registration, click on the ‘complete my 

registration’ button received in the welcome email. 
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Password Creation

• Password creation and confirmation are required to 

complete the account activation process.

• Click on ‘Proceed’ after entering and confirming a 

password. 
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Login

To log in to the Safetoken portal as an operator user, please follow 

these steps:

1. Enter your email address.

2. Enter your password.

3. Click “Login to my account".
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Reset Password

To reset your password, please follow these steps:

1. Click on “Forgot Password”.

2. Enter your official email address.

3. Click “Submit”.

The system will send password recovery instructions to the email address provided.
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Dashboard

The dashboard shows an overview of the portal’s features including the recent tokens that were added to the portal. 
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• Add tokens

• Download enrollment template

• Upload multiple tokens in batches

Add/Upload Tokens – the add token feature allows you to add/upload tokens  
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Add Token

To add a single token, please follow these steps:

1. Enter the first and last name of the token owner

2. Enter the email address

3. Enter the account ID (account number)

4. Enter the mobile number

5. Select ‘Card’ as the type

6. Enter the token ID (card number or PAN)

7. Enter the expiry date

8. Click ‘add token’ to complete



Interswitch - INTERNAL

Upload Tokens

To upload tokens, please follow these steps:

1. Download the template file.

2. Enter the token owner information as 

shown in the template below.

3. Change the file format to ‘text’ as 

indicated by the arrow.

4. Rename and save the file.



Interswitch - INTERNAL

B. Upload Tokens

To upload tokens, please follow 

these steps:

1. Select the correct file from 

your computer.

2. Enter the file name.

3. Select ‘Create’ as the type.

4. Select ‘Card’ as the token type.

5. Click on ‘complete upload’ to 

complete the process. 
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• Add token

• Upload token

• View tokens directory

• View bulk upload directory

• Filter token directory

Token Management – The token management feature allows you to perform the following 
actions:
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Token Management – Token Directory

To view the token directory, navigate to the ‘token directory’ tab and scroll through the list of tokens. To view additional 

token details, click on “View”. You can filter the token directory by token ID, start/end date, mobile number etc. 
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Token Directory – View Details
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Token Management – Bulk Upload Directory

To view the bulk upload directory, navigate to the ‘bulk upload directory’ tab and scroll through the list of tokens. To 

view additional upload details, click on “View”. You can filter the bulk uploads directory by file name and start/end date.
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Bulk Upload Directory – View Details



Interswitch - INTERNAL

• View transaction details

• View transaction summary

• Filter transaction details

• Filter transaction summary

• Generate and download transaction reports

Reports - the reports feature allows you to perform the following actions 
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Report Management

The transaction details report shows a directory of all token owner transactions.

The transaction summary report shows a summary of transactions for each token owner.
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Reports – Transaction Details Directory

To view token owners’ transaction details, navigate to the ‘transaction details directory’ tab and scroll through the list of transactions. 

You can filter the transaction details directory by token ID, start/end date, or transaction reference. 
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Reports – Generate Report

To generate a transaction details report, please follow these steps:

1. Enter search criteria (Token ID, Start/End Date, or Transaction Reference).

2. Click ‘Apply’.

3. Select a file format (CSV or PDF).

4. Click ‘Generate Report’.
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Reports – Generated Reports Directory

Click on ‘Download’ to download a previously generated report. 

A confirmation will be displayed upon successful/failed download.

You can filter the generated reports by file name, status, start/end date, or file type. 
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Transaction Summary

The transaction summary report shows a summary of transactions for each token owner.

You can filter the transaction summary by start/end date or token ID.
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This grants you access to the Safetoken Admin Portal to view token details and view reports.

Registration and Login
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Registration

• To complete your registration, click on the ‘complete my 

registration’ button received in the welcome email. 
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Password Creation

• Password creation and confirmation are required to 

complete the account activation process.

• Click on ‘Proceed’ after entering and confirming a 

password. 
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Login

To log in to the Safetoken portal as an operator user, please follow 

these steps:

1. Enter your email address.

2. Enter your password.

3. Click “Login to my account".
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Reset Password

To reset your password, please follow these steps:

1. Click on “Forgot Password”.

2. Enter your official email address.

3. Click “Submit”.

The system will send password recovery instructions to the email address provided.
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Dashboard

The dashboard shows an overview of the portal’s features including the recent tokens that were added to the portal. 
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• View tokens directory

• View bulk upload directory

• Filter token directory

Token Management – The token management feature allows you to perform the following 
actions:
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Token Management – Token Directory

To view the token directory, navigate to the ‘token directory’ tab and scroll through the list of tokens. To view additional 

token details, click on “View”. You can filter the token directory by token ID, start/end date etc. 
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Token Directory – View Details
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Token Management – Bulk Upload Directory

To view the bulk upload directory, navigate to the ‘bulk upload directory’ tab and scroll through the list of tokens. To 

view additional upload details, click on “View”. You can filter the bulk uploads directory by file name or start/end date.
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Bulk Upload Directory – View Details
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• View transaction details

• View transaction summary

• Filter transaction details

• Filter transaction summary

Reports - the reports feature allows you to perform the following actions 
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Report Management

The transaction details report shows a directory of all token owner transactions.

The transaction summary report shows a summary of transactions for each token owner.
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Reports – Transaction Details Directory

To view token owners’ transaction details, navigate to the ‘transaction details directory’ tab and scroll through the list of transactions. You can 

filter the transaction details directory by token ID, start/end date, or transaction reference. 
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Transaction Summary

The transaction summary report shows a summary of transactions for each token owner.

You can filter the transaction summary by start/end date or token ID.
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• Susan Waziri – swaziri@verveinternational.com

• Abiodun Adebisi – aadebisi@verveinternational.com

Verve Digital and New Business

mailto:swaziri@verveinternational.com
mailto:aadebisi@verveinternational.com
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Thank You


