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1.0 Definition
Alumni - An individual who has graduated in a Senate approved program from The 
University of the South Pacific and recipients of honorary degrees from USP.

2.0 ARMS Link
The user can get to the Alumni Relationship Management System though USP Website 
via https://www.usp.ac.fj/

From USP homepage, select Alumni from the Top menu and click on My Account

The Link will redirect you to the landing page for ARMS.

3.0 Create Account
For first time users who do not have login credentials for ARMS, Click on Create Account 

https://www.usp.ac.fj/
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Step 1 click on Create

The Application will redirect to the New User Registration Page.
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Step 2 Fill in all the required fields

Note: 
1.	 Fill in the mandatory fields only. Leave the optional fields blank unless you 

sure of the details
2.	 The details entered in Personal Information and Graduation details will be 

matched against the University Banner system, for verification
3.	 For Account information, those details will be your login details once the 

account has been activated.
4.	 Use a personal email address that you always have access to.

Step 3 Click on Create Account once you are satisfied with  
all the entered information

1.	 If your information does not match against Banner, it will go for manual 
verification to the Admin team; then you will be notified by email to activate 
your account.
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2.	 On direct verification, an email will be sent to the email address you have 
provided to activate the account.

3.	 The email notification will be as follows

Step 4 Click on Confirmation Link to Activate the account

4.0 Login
Everyone has to login to use the features and functionalities for the ARMS Application

Step 1 Click on Login from the landing page

on Login from the landing page

The Application will re-direct you to the Login form

Step 2 Enter the email address and password, you used at Account Creation
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4.1 Forgot Password
If you have forgotten or need to reset your password, you can use the ‘Forgot Password’ 
button and will need to enter the email address and follow the steps to choose a new 
password.

Step 3  Click on ‘Login’ after entering your email address and password

5.0 Home Page
On successful login, ARMS will redirect to the Home Page. Update your Profile.
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6.0 Search Alumni
To contact other Alumni, click on Search Alumni

Step 1 Enter the details in the Search Alumni Form

Step 2 Click on Search after entering the search Details

The application will return the Search records
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7.0 Posts
Under post, there are various options such as Employment Opportunities, Events, Forum 
and Publication. These options are also available under Groups

Click on Posts to view the various Options

Step 1 Click on the link to view the details.  Click on any of the links available

Note – You need to be part of the group to view its records

Step 2 Fill in the details in the Search form and click on Search

The Application will redirect to the searched Details
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8.0 My Account
Under My Account, there are different options to choose from, which includes Change 
Password, My Profile and e-Cards

 

8.1 Change Password
To change the password used to log into ARMS Application, click on Change Password

A form to change password will be displayed

Step 2  Enter the details in the form and click on Change Password

The confirmation notification will be displayed once the password is successfully 
changed
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8.2 My Profile
To update and maintain your Profile details, click on My Profile

The Profile will be displayed

To update/change details in the profile, click on Edit Profile
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As part of Profile, the following Tabs are available which can be updated

8.3 e-Card
ARMS will generate an Alumni electron card on the photo upload in the profile.  Click on 
e-Card to view e-Card

The e-Card will be displayed as

The e-card is also downloadable by clicking on the download button under the e-Card

9.0 Contact Us
To contact the Alumni unit, the Contact Us feature can be used.

An email will be sent directly to the Alumni unit with the details outlined in Contact Us.

Step 1 Click on Contact Us
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Step 2 Enter the message and click on Send Message

10.0 Articles
This feature is to add any articles or stories that the Alumni has done.  The Alumni 
Unit will be notified on any article details that will be added.  This can be used in USP 
publications and can be shared to alumni groups with similar interests.

Step 1 Click on Articles

The Application will redirect into the Articles/Stories page

Step 2  Click on Add Articles/Story button to add a new record

Step 3 Enter the details in the Article/Story Form and click on Save & Email

■	 Only enter the abstract or 
link for the Article here.  

■	 Full story can be emailed 
to  alumni@usp.ac.fj

mailto:alumni@usp.ac.fj
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11.0 Groups
Become part of group to receive any notification on Employment Opportunities, Events 
or Publication added in the group

Step 1 Click on Groups

11.1  Join Group
The list of Groups will be displayed after clicking on Groups

Step 2 click on Join Group beside a Group Name for which you want to be part of

Once you join a group, will be see different options available beside the Group Name as 
Leave Group, Employment Opportunities, Events, Forum, Publication

11.2 Leave Group
Leave Group – can be used to remove yourself from the group.  Click on Leave Group 
beside the Group Name from which to be removed
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The Application will prompt to confirm the action

11.3 Employment Opportunities, Events, Forum, Publication
Other Options Employment Opportunities, Events, Forum, Publication are similar to Post 
and all records for those post will be displayed

Step 1 click on any other the options

The application will display any record under the clicked link

12.0 Log-Out
The user needs to click on Log Out beside their Name
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