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User Profile Creation 
User can sign documents using their registered citizen profile, users have the option to either select a subscription plan 

and complete the associated payment Alternatively, users can choose to create a fresh profile signing document. For 

creating a new profile user needs to follow the given steps below, 

Step 1:  

After successfully logged in to the Tickϫώσ Ño portal user will land in the page given below, user needs to click on ñMy accountò 

option. 
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Step 2:  

Click on ñUser Profileò for going to the next page. 
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Step 3:  

Click on ñCreate user profileò for creating a user profile. 
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Step 4:  

Provide a ñuser profile nameò other information will be auto filled according to the information user have provided during 

registration. Initially next button will be disable, when user will provide the userôs name the next button will be activated. 

Click on ñNextò to go to the next page. 
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Step 5:  

Click on ñChoose fileò option the upload your supporting document and select document type. Initially ñnextò button will be 

disable, when user will fill out the required information ñnextò button will be activated. Click on ñNextò to go to the next page.   
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Step 6:  

From here user has two options users can create subscription by clicking ñAdd new subscriptionò (This step described in 

the Subscription topic option 2) or just can click on ñsaveò to procced to the next step. 
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Step 7: 

After clicking the save option this pop-up window will appear addressing that profile creation request is submitted. Click on 

ñOKò and wait for the final approval from the CA manager to approve your request.  
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Step 8: 

The user will get notification on Tickϫώσôs mobile authentication about the certificate issuance, after confirming from the 

mobile app user will need to sign a contact and the contract will appear on the User portal.   
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Step 9: 

Here contact will appear for signature. Read the contact then click on ñAgree and signò for signing the contract. After signing 

the contract notification will be sent to the mobile click on confirm to authenticate yourself.  
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Subscriptions and Payment 
Option 1: 
After registration user can choose/change their subscription plan from user portal following the steps below, 

Step 1: 

Select my from the dashboard/landing page then from the appeared page click on ñUser Profilesò. 
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Step 2: 

Select your user profile for which you want to avail subscription plan. Click on the user profile. 
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Step 3: 

Click on ñsubscriptionò to select your subscription plan. 
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Step 4: 

Currently we are providing promo package to the user for new account/profile so if user wants to change that he needs to 

Click on the description icon pointed in the image. 
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Step 5: 

Click on ñChange planò to avail new package. 
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Step 6: 

Select your convenient package by clicking on the ñcheck iconò. 
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Step 7: 

Click on ñokò which will redirect you to the payment portal. 
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Step 8: 

Select your desired payment option and click on ñPay nowò and complete the payment process. 

  

 
 

CƛƎǳǊŜ уΥ {ǳōǎŎǊƛǇǝƻƴ ƻǇǝƻƴ ǇŀȅƳŜƴǘ 



мф μ tŀƎŜ 
 

Option 2:  
During the process of creating a profile, the user has the option to select and purchase their desired subscription package, 

as outlined in the following steps, 

Step 1: 

Click on ñAdd New Subscriptionò for creating your subscription plan. 

  CƛƎǳǊŜ фΥ !ŘŘ ǎǳōǎŎǊƛǇǝƻƴ ǇŀƎŜ 
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Step 2: 

Choose your desired subscription from the dropdown menu then give a name of the subscription package and select 

currency. 
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Step 3: 

As this step is account creation so a message will pop up confirming the profile creation. 

 

Note: Here user will have to wait for the final approval from the admin and if admin approves the user profile, then user 

have to sign a contract. 
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Single Document Signing 
Step 1:  

After successfully logged in to the Tickϫώσ portal user will land in the page given below, click on sign and validate. 
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Step 2:  

Click on any of your active profile to sign a document. 
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Step 3: 

Click on the highlighted area to drag and drop or can click to select a document for signing. 
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Step 4: 

After uploading your document click on ñsignò also there are some signature configurations (Regular signature and 

signature with timestamp) from there you can choose your desired one.  
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Step 5: 

Place the signature place holder where you want the signature to be placed. After placing the sign click on ñSignò. During 

this process you need to confirm the notification from your Tickϫώσôs mobile authentication application. 
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Step 6: 

After successful document signing a notification will pop up stating ñFiles signed successfullyò. Click Ok and view, 

download or share the signed documents. 
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Step 7:  

Click on the view option for viewing the signed document. 
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Step 8: 

Upon clicking on the view option user will get to see the signed document. 
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Step 9: 

After successful document signing, download the signed document by clicking on the download icon. 
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Step 10: 

Choose you desired sharing option (google drive, dropbox and email). 
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Multiple Document Signing 
Step 1: 

Click on the highlighted area to drag and drop or can click to select multiple documents for signing. 
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Step 2: 

After uploading multiple documents check the visible signature option if you want visible signature and click on sign.  

 

Note: Rest of the steps are same as single document signing. After signing you can download and share your signed 

documents. 
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Validating Signatures 
Step 1: 

User can verify signed document through our ñvalidateò option. 
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Step 2: 

Upload the document you want to validate and click on ñvalidateò button. 
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Step 3: 

User can go through the report where signature details and signersô certificate will be shown. 
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Organization/Company creation 
To create a company in Tickϫώσôs system user needs to request RVL CA via a e-mail to the email address 

(helpdesk@reliefvalidation.com.bd) containing the company name, registration number, vat details, number of employees 

and address. Upon user request CA will create a company and assign an admin to that company according to the provided 

information.CA will notify the user about admin rights And Tickϫώσ portal will be auto updated. 

Step 1: To see company details user will have to login to Tickϫώσ   portal and from home page have to click on ñMy 

Companyò. 
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Step 2: 

Select the company by clicking on that and   go to the ñUser profile optionò. 
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Step 3: 

Click on ñcreate user profileò to add your profile to the company. 
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Step 4: 

Click on the plus icon to add your profile to the company. 
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Step 5: 

From here user can change the user profile name and click on ñNextò. 
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Step 6: 

Fill out the required information according you position at the company and click on ñNextò. 
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Step 7: 

Add supporting document and click onò Add supporting documentò. 
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Step 8: 

Select subscription package from the dropdown menu (this package will be assigned by the CA admin according to the 

number of employees). 
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Step 9: 

After selecting the subscription package click on ñsaveò. 
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