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DO YOU NEED LICENSE MANAGEMENT? 

 



 WHAT IS LICENSE MANAGER? 

If you have multiple Netpas users in your company, you can 
appoint one Netpas ID or create a new Netpas ID to become 
“License Manager” for efficient license management.  

License Manager 

Users 



 

WHAT LICENSE MANAGER DOES 

  Please inform us of Netpas ID you wish to appoint 
  as License Manger.  
  Both commercial & free user can be License Manger. 



Once your are appointed as License Manager,  
you will see “License Manager” menu under “MY ACCOUNT”. 

I. LOG IN & LICENSE MANAGER PAGE  

Click “License Manager” 

Log In 

www.netpas.net 
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II. FUNCTIONS OVERVEIW 

Add Users  
to Your Group 

User List Tap 

Unregistered License 
Key List 

User Status Export to 
Excel Sheet 

Extending Order  
for your Licenses 

Transfer License to 
Other User 
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1. ADD USERS TO YOUR GROUP 

  Please input the license key (Not Netpas ID) you wish to add to your group. 

 
 If the license key is already registered with Netpas ID, it will be shown in “User List”. 

  

 
  If the license key is not yet registered with Netpas ID, it will shown in “Unregistered License Key List”. 
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2. USER LIST 

2-1. Users Status  

Type of License 

1 

a 

2 

Netpas ID 

3 

User Name 

4 5 6 

Last Access Date Expiry Date License Status 



2. USER LIST 

2-2. Transferring the License 

a 

License Manager can transfer the license 
to another user (Free user ONLY). 

Click “Transferring”, Input “Netpas ID”, and 
Click “Submit” 
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The new user with the license transferred will 
be shown on the User List. 
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2-3. Delete User 

License Manager can delete the user to exclude from your group.  
1 

    To delete an user is NOT to delete the license from the user. 
    You need to transfer the license if you want to remove the license. 

Click “Trash Can” icon to delete the user. 
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2. USER LIST 



2-4. Change User Information 

Click Netpas ID you want to change information of.  
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  User Information page will be followed.  
  You can change the User Name, Email Address, 
  Phone Number, and Password. 
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Click “Modify Info” to save. 
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2. USER LIST 



2-5. Export to Excel Sheet 

Click “Export to Excel” and you can download your 
user status in Excel sheet. 

2. USER LIST 
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3. Unregister License Key List 

  Please input Netpas ID (Both Free & Commercial ID)   
to register the key with. Once registered, it will be 
shown in “User List” instead.  
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Click the tap. The number of 
unregistered licenses are shown. 
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List of unregistered license keys. 
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4. Placing an Extending Order 

Check the IDs you want to extend. 
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Click “Extending” 
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4. Placing an Extending Order 

  You can choose period of extending licenses. Multi-year discount 
  automatically applies if you choose multi year period. 
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 Click “Next” 
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  You can also purchase new licenses when needed.  
  They will be shown on “Unregistered License Key” list once your 
  payment is confirmed. 
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4. Placing an Extending Order 

  Check your order summary  
  and click “Next” 
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 Click “View User List” if you  
 want to check the user details. 
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4. Placing an Extending Order 

 Choose “Payment Type” and   
 fill out the blanks for your order. 
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 Click “Order Now”.  
 The invoice will be sent to 
 your email instantly. 
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4. Placing an Extending Order 

 You can also download the invoice 
with sign and stamp in PDF file. 



5. Setting the Same Expiry Dates 

    If you want to have a same expiry dates for all of your users,  
    please request us by email. (support@netpas.net) 
    The remaining validity of all users will be summed up and allocated  
    evenly to be expired on the same date. 



Please visit our website for more information. 
www.netpas.net / sales@netpas.net 


