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User guide

User Administration Portal 
Manage your account access (Administrators) 
The screens and data pictured in this guide are examples only.  Actual screens can have minor differences in text and layout.



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Managing your 
account access

To gain access to the portal you will need to submit an 
application together with your nominated administrators. You 
will then be sent an email with the administrators usernames, 
passwords and a link to the government access portal.

• The User Administration Portal enables you to 
manage your account access to the Government 
search portal and Government access portal.

• You can change your password and add 
a secret question and answer.

• You may also view you account profile and make changes.

• You can create and manage users for your account.

• If you need help please contact access.request@asic.gov.au.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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1

Log in
Government search portal

1. Enter your username (email address).

2. Enter your password.

3. Select Log in.

You can also choose to Log in with 
AUSkey.

2

3
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Log in
Government search portal

To access the user administration portal, 
select User Administration at the 
bottom right of the screen.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Log in
Government access portal

1. Enter your username (email address).

2. Enter your password.

3. Select Log in.

1

2

3

Note: This service is only relevant to 
agencies that provide updates for 
associations and cooperatives in their 
state or territory.  

Note: The remainder of this guide 
focuses on the User Administration 
Portal. 
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Log in
Government access portal

To access the user administration portal, 
select User Administration at the top 
right of the screen.

Note: This service is only relevant to 
agencies that provide updates for 
associations and cooperatives in their 
state or territory.  

Note: The remainder of this guide 
focuses on the User Administration 
Portal. 
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Screen layout
User Administration Portal

Side menu

- My Account

- Users

- Help

Main screen

- Account profile

- Change password

- Secret Q & A
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Create users
This section shows how to create users



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Create users

1. Select Users in the left hand column.

2. Select Create.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Create users

1. Enter the new user details.

2. Select Create User to add the user to 
your account.

3. Select Cancel to remove the details 
entered and return to the homepage

You must enter the user’s email address 
in the User ID field. This will then be used 
as the username to log into the system.

Note: Once the account is created, 
the user will need to activate their 
account via an automatic email. 

Note: If the new user needs to be 
appointed as an administrator, the 
current administrator should email 
access.requests@asic.gov.au with new 
administrator details. 

Note: When an administrator creates 
a new user account, they will need to 
email the password to the new user. 
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Manage users
This section shows how to manage user details



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Manage users

1. Select Users in the left hand column.

2. Select Manage.

User Administration Portal - Administrators
© Australian Securities and Investments Commission November 2013 Page 12 of 28 

1

2



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Manage users

You will need to search for the users  
you would like to manage by selecting 
criteria from the drop-down boxes.

You can use an asterisk  (*)  in any field as 
a wildcard when searching.

To display all users select Search User 
with no criteria entered.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Manage users

You will need to search for the users  
you would like to manage by selecting 
criteria from the drop-down boxes.

1. Select search criteria from the drop 
down boxes.

2. Enter the criteria in the field next to 
the criteria.

3. Click on Search User.

4. Select Clear to remove any entered 
search criteria.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Manage users

1. Tick the box next to the user in the 
Enable column to enable access. 

2. Tick the box next to the user in the 
Disable column to disable access

3. Tick the box next to the user in the 
Unlock column to unlock access.

4. Select the user ID to display further 
information and change user details.
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Delete function 
not available at 
this time



Change user details
This section shows how to change  
details for individual users



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Change user 
details

1. Select Edit to change the user details. 
 
Note: Do not edit the User ID. 

2. Select Disable to disable access for 
the user.

3. Select Change Password to change 
the password for the individual user.

Note: If the user resets their password, 
they will be notified by email of the 
new password.  
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Change administrator password
This section shows how to change a password



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Change 
password

Select Change Password under the 
Manage Your Account options.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Change 
password

1. Enter your old password.

2. Enter a new password.

3. Confirm your new password.

4. Select Save to finalise the password 
change.
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View the password policy to ensure 
your password meets our guidelines



Account Profile
This section shows how to view or change your account profile



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Account profile

Select Account Profile under the 
Manage Your Account options.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Account profile

1. Your current account details will be 
displayed.

2. Select Modify Account Profile to 
make any changes.

2
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.

Connect

Account profile
Modify account profile

1. Enter changes in the corresponding 
fields.

2. Select Save Profile to record any 
changes.

3. Select Cancel to return to your 
account profile without making 
changes.

2 3
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Secret question and answer
This section shows how to add or change  
your secret question and answer



The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Secret question 
and answer

Select Secret Q&A under the Manage 
Your Account options.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Secret question 
and answer
Select Secret Question

1. Select the box next to the question 
you would like as your secret 
question.

2. Click Select to continue.
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The screens and data pictured in this guide are 
examples only.  Actual screens can have minor 
differences in text and layout.
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Secret question 
and answer
Provide Secret Answer

1. Enter the answer to your secret 
question.

2. Select Save to record your secret 
question and answer.

3. Select Exit to return to the 
homepage.

4. Select Back to choose another 
question.
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