
© Australian Securities and Investments Commission December 2018	 Page 1 of 20 

User guide

Company Officeholder  
How to log in/forgotten user name and password resets 

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.

How to log in/
forgotten user 
name and 
password resets

•	 Follow this guide when: 

•	 you have forgotten your user name or password, or 

•	 you want to log in to your online account to enable you to:

•	 read forms sent to your inbox

•	 submit forms

•	 view your company details

•	 update your contact details.
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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.

How to log in - 
getting started

Before you begin using this guide you 
must:

•	 be a registered user

•	 have your user name and password

•	 have your ACN/ABN.

Visit the ASIC website at www.asic.gov.
au.

1.	 Select companies from the drop-
down list on the right hand side of 
the screen.

2.	 Select Log in 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.

How to log in - 
enter your details

1.	 Enter your company ACN/ABN.

2.	 Select Next to continue. 1

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.

How to log in - 
enter your details

1.	 Enter your user name and password 
into the security browser window.

2.	 Select OK to continue.

Note: If you have already logged on 
today, you may not be required to enter 
your user name and password.  You may 
automatically be directed to your inbox.

If you have forgotten your password, 
got to page 7.

If you have forgotten your user name, 
go to page 16.
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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.

How to log in - 
complete

You are now logged in and your inbox 
will display.
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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.

Forgotten 
password - 
getting started

Visit the ASIC website at www.asic.gov.
au.

1.	 Select companies from the drop-
down list on the right hand side of 
the screen.

2.	 Select Log in to continue.

1
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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.

Forgotten 
password - 
getting started

1.	 Select forgotten password in the left 
hand menu.

1
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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.

Forgotten 
password - enter 
your details

1.	 Enter your ABN/ACN.

2.	 Enter your User name.

3.	 Select Next to continue.

Note: user names are case sensitive.

1
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.

Forgotten 
password - 
answer security 
question

1.	 Answer your Security question.

Note: security questions responses are 
case sensitive.

2.	 Select Next to continue.

Note: if you do not know the answer to 
your security question, you will need to 
contact ASIC.

1
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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.

Forgotten 
password - 
confirmation

1.	 Record your newly generated 
password.

2.	 Select Click here to change your 
password.

1
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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.

Forgotten 
password - 
enter randomly 
selected 
password

1.	 Enter your user name, and the 
randomly generated password.

2.	 Select OK to continue.

1
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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.

Forgotten 
password - 
change your 
password

1.	 Enter the randomly generated 
password.

2.	 Select Yes to Do you wish to change 
your current password?

3.	 Enter your new password of your 
choice that meets the criteria listed. 
Your password may not contain 
special characters outside of the 
criteria listed. 

4.	 Re-enter your new password.

5.	 Select Next to continue.

1
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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.

Forgotten 
password - 
review contact 
details

To confirm your new password you must:

1.	 Review the contact details.

2.	 If the  details are correct, select Next 
to continue.

1
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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.

Forgotten 
password - 
finalise

1.	 Enter your user name and new 
password that you elected in the 
security browser window.

2.	 Select OK to continue.

Note: Your password has been changed 
and the system will take you to your 
inbox.
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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.

Forgotten user 
name - getting 
started

Visit the ASIC website at www.asic.gov.
au.

1.	 Select companies from the drop-
down list on the right hand side of 
the screen.

2.	 Select Log in 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.

Forgotten user 
name - getting 
started

1.	 Select Forgotten user name in the 
left hand menu. 1
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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.

Forgotten user 
name - request to 
receive your user 
name

1.	 Select as a company officeholder 
(director, secretary or alternate 
director) as the basis on which you 
are applying.

2.	 Select Next to continue.
1
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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.

Forgotten user 
name - enter 
your details

1.	 Enter your ACN/ABN.

2.	 Enter the Email address you 
supplied at registration.

Note: if you do not have either one of 
these details, you will need to contact 
ASIC.

3.	 Select Next to continue.

1
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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.

Confirmation of 
request

This screen confirms your request was 
submitted to ASIC.

An email will be sent to your nominated 
email address providing your current 
user name.

1.	 Select Next to continue. 1
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