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HOW DOES AN AGENT CREATE A PROFILE FOR THEIR CLIENT 

1. Once the Registrar has approved AGENT status to an individual or entity, they will be 
positioned to create profiles for their clients and lodge disputes on their behalf. The 
Agent can also lodge their own disputes. 

2. Once activated the AGENT will log into their profile and proceed to click on the CLIENT 
navigation button and then on the CREATE CLIENT tab. 

 

3. The AGENT shall then proceed to provide the information of the client he wishes to 
create.  

 



4. If the client he wishes to create, is not a registered Ubuntu user, the platform will the 
request the AGENT to provide additional information of the client to complete their 
profile.  

5. It is imperative that the AGENT before submitting the information make sure that the 
correct email address and mobile number of the client is filled in.  

 

6. Once all the information is completed the AGENT will be requested to confirm that they 
have the mandate to act and proceed on behalf of their client.  

 

 

 



7. Once all the information has been completed and their mandate confirmed, the client’s 
profile will be finalized and the AGENT will be positioned to file disputes on behalf of the 
client. Below mention screen indicates that the client’s profile has been created.  

 

 

8. The client will also receive an email indicating that their Agent has created a profile on 
their behalf.  

9. Directions will then also be provided to the client on how to go about changing their 
password so that they can gain access to the profile that was created by their Agent. See 
sample of the email below. 

 


