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1. Version Control  

 

1.0 – Initial Document      29 September 2022 

 

2. Support Contact  

 

Support Hours:      Monday to Friday 08:00 – 17:00 

3rd Line Technical Support Email:   ResellersSupport@mweb.com 

Billing Support:     ResellersBilling@mweb.com 

Account Management & Product Support: Resellers@mweb.com  

Support Number:      087 702 4444 

 

3. Login Credentials 
The primary administrator login credentials will be provided by Mweb Resellers Sales Team. 
Additional logins can be created by the primary administrator as required. 

 

4. Coverage 
Coverage feasibility should be confirmed before placing any orders to ensure no connectivity 

problems:  https://coverage.mwebresellers.co.za 

 

5. Account Status 
 

Pending  Service is pending, not active yet therefore not billable 

Used   Active and billable 

Softlock  Account locked due to RICA Failure, Unapproved Device or Incorrect GPS 

Suspended  Account suspended by the Reseller 

Released  Scheduled for deletion at the end of the current month, billable 

ParkYYYYMM  Deleted and no longer billable  

 
 
 
 
 
 
 

mailto:ResellersSupport@mweb.com
mailto:ResellersBilling@mweb.com
mailto:Resellers@mweb.com
https://coverage.mwebresellers.co.za/
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6. Logging In 

 
Visit the URL: https://portal.mwebresellers.co.za/ and enter your username and password supplied by 

Mweb Resellers. 

 

 
Click the “login” button and you will we directed to the next page where an OTP is required to be 

entered. The OTP will be sent to the registered cellphone number of the administrator logging in. 

 
 

https://portal.mwebresellers.co.za/
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Once logged in you will be presented with the home landing page where you are able to navigate and 

access services. 

 

 

 

7. Understanding the home landing page 

 
The home page allows you access to the following functions: 

 

• Notices – View important updates from Mweb Resellers 

• Reports – View several reports to assist with your base management 

• Add a connectivity account – Add new end-users and services 

• Manage administrators – Create admin users and allow permissions 

• Coverage map – Search for and view coverage 
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Access useful manuals, training material and process docs by clicking on the “Manuals” selection. Click 

“Logout” to exit the GUI portal. 

 

 
Search for end-user accounts by entering a username or view all accounts by selecting “view all 

available accounts” 

 

8. Reports 

 
To access some useful reports, click on the “Reports” tile and you can view the following: 

 

• Courier Milestone Report – View delivery statuses and information 

• Usage Report – View usage per end-user 

• Account Hardware Report – View  

• Topup Report – View Topups per end-user 



  
  
  

 

 

7       

GUI Portal Manual – v1.0 

 

 

9. Add a connectivity account 

  
Select “add a connectivity account” from the home landing page to begin the process of adding a new 

connectivity service, you will have two options to choose from: 

 

1. Mweb Resellers handles delivery & RICA, reseller is liable for courier delivery fee. 

2. Resellers preorders bulk SIMs and/or routers and activates as required, reseller handles    

delivery & RICA. 
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Enter the address you wish to check coverage for to start the ordering journey 

 

 
Select whether you are ordering a “sim + router” or “sim card only” deal type, followed by the required 

package from the options available. 

 

 
You will be prompted to select the preferred delivery option next.  

 

• With delivery: Mweb Resellers will deliver and RICA the service at a fee 

• Self-fulfilled: Requires a bulk order of sim cards and/or routers prior to adding a 

connectivity account, RICA and delivery is the responsibility of the Reseller 
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Complete your end-user’s information into the form by: 

 

• Entering a unique username of your choice 

• Generating a password 

• Entering the end-users email address 

• Entering a friendly name for easy future identification and reference 
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If selecting the “self-fulfilled” option, the form will require you to enter a valid ICCID/Sim Number from the 

stock you have ordered and received from Mweb Resellers 

 
If selecting sim + router deal type, you will need to select which router to include with your order from the 

drop-down menu 

 
Complete end-users delivery and installation details in the form. (Not applicable to self-fulfilled option) 
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Select whether the usage address is residential or business, followed by the building type 
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Complete the rest of your end-users address details 

 

 
RICA information is prepopulated from the usage address information entered however, should the RICA 

address be different to the usage address then select “Change RICA details” 
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Click “Create Account” to complete your order. A summary of your order will be displayed on the 

following page with a unique request ID. 

 

 

 

10. View and manage your customer base 
You can view and manage all end-users by using the “Search Accounts” feature on the portal.  

 

1. Click on “View all available accounts” to see your entire base of end-users  

2. Search for a particular end-user by entering their unique username or friendly name 

3. Filter on the respective columns in the portal or download a .csv file of your base 
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11. Managing your end-users 

 
End-users will have either of the following account statuses 

 

• Pending - Service is pending, not active yet therefore not billable 

• Used - Active and billable 

• Soft-lock - Account locked due to RICA Failure, Unapproved Device or Incorrect GPS co-

ordinates, still billable 

• Suspended - Account suspended by the Reseller, still billable 

• Released - Scheduled for deletion at the end of the current month, still billable 

• Parked - Deleted and no longer billable 

 Pending 

An order recently placed will have a “Pending” status until the hardware has been delivered and the 

service activates on the network. 

 
Clicking on “view” will allow you to track the order, update the courier information or cancel the order 

(Not applicable to self-fulfilled orders). Please note that updating courier information and cancelling an 

order will be greyed out if it has passed the available time frame allowed for these selections. 
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 Used 

An order which has successfully provisioned on the network would be activated and display as a “used” 

status. 

 
Clicking on “view” will allow you to further manage your end-user, you may view end-user information, 

service details, usage, etc. And it will provide you with options to: 

 

• Change product – Schedule a package change 

• Suspend – Suspend an end-user service (still billable) 

• Deactivate – Deactivate/Cancel an end-user service (will terminate on the last day of current 

month) 

• Data Transfer – Transfer data between end-users within your organization  

• Topup – Purchase a data Topup for capped package end-users 

• Location Update – Update the usage co-ordinates (maximum of 3 times per annum allowed) 
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 Soft-locked 

An end-user can soft-lock for 3 different reasons, these will require you to unlock the service for services 

to resume: 

 

• MTN Device Locked – simcard has been entered into an unapproved device 

• MTN Location Locked – simcard has been moved and used outside of the usage co-ordinates 

currently on the system 

• MTN Compliance Locked – simcard locked due to compliance issues, eg. Abuse, RICA, etc 

 

 
 

Click on “view” to manage your end-user, followed by “MTN Unlock” to unlock the service.  
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Select the type of unlock, complete the required fields in order to resume services. (Unlock can take up 

to 60 mins) 

 
 

 Suspended, Released and Parked 

Suspended, released and parked end-users can be reactivated by searching and finding the end-user, 

click on “view” and reinstating the service. Parked end-users can only be reinstated within 3 months of 

being placed into a parked/cancelled status. 
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 Data Transfer 

Transferring of data can be done between capped end-users within your organization only. Only one 

data transfer may be done per end-user per month, with a minimum of 1GB to a maximum of 10GB 

allowed for the transaction. 

Start by searching and finding the end-user you wish to transfer from and select “Data Transfer”. 

 
Enter the MSISDN of the end-user you will be transferring data to, select the amount to be transferred, 

and complete the transaction. 
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 Location Update 

Used to proactively update an end-user’s usage location / co-ordinates before being soft-locked. 

Scenarios such as customer moving to a new house, etc is when this function would be used. A 

maximum of 3 times per annum is allowed for usage co-ordinates updates per end-user. 

 

Enter the username, reason for co-ordinates update, new latitude and longitude followed by “update” to 

make these changes. 
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12. Manage Administrators 

 
Create, search or list all admin users for your organization, allowing multiple admin users different 

access levels to manage your end-users / customers. 

 

Managing  

 

 
Selecting “List all admin users” will display all your current admin users and their level of access, with the 

option to edit the user or generate new password. Selecting “Create an admin user” will allow you to add 

new admin users when required. 
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13. Administrators Access Levels 

 
Create access levels for various permissions based on the table below: 

 

 

Read Access Admin Access Full Access  

Manual Yes Yes Yes 

Notices Yes Yes Yes 

Reports Yes Yes Yes 

Add a 

connectivity 

account No Yes Yes 

Manage 

administrators Yes Yes Yes 

List admin users Yes Yes Yes 

Download files Yes Yes Yes 

Edit No No Yes 

View Yes Yes Yes 

Terminate No No Yes 

Create an admin 

user No No Yes 

Coverage map Yes Yes Yes 

Search 

accounts Yes Yes Yes 

View available 

accounts Yes Yes Yes 

Change product No Yes Yes 

Suspend No Yes Yes 

Deactivate No Yes Yes 

Track request Yes Yes Yes 

Transfer data No Yes Yes 

Buy Top up No Yes Yes 

View Top up Yes Yes Yes 

MTN unlock No Yes Yes 

 


