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Introduction 
This document provides instructions for initial portal access for participating organisations 
and managing profile credentials. It also provides guidance on multi-factor authentication 
(MFA) and portal login. 

Initial login and password management 
The initial touch point for participating organisations starts via an email directing them to 
access the participating organisation portal. Once the link is clicked, it will redirect them 
to the portal via any web browser of their choosing. 
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For first-time access to the portal, participating organisations should reset their password 
by clicking the “Forgot Password?” link below the sign-in button. 

 

Participating organisations will be redirected to the forgot password page, where they 
must enter their registered email and click the reset password button. 
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An email will be sent to the designated address so participating organisations can reset 
their password and log back into the portal. 
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After resetting their password, participating organisations can return to the login page to 
access the portal and manage their credentials. 

 

Once portal access is successful, participating organisations have the ability to change 
their passwords within the portal from the dashboard view. 
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To change the login password, the participating organisation must enter their old 
password and their new password twice, then click save. 
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Multi-factor Authentication (MFA) 
For multi-factor authentication (MFA), a code will be sent to the registered email address 
for participating organisations. They must submit the code to access the portal. 
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Participating organisations must copy the code provided in the email and submit it in the 
portal to access the portal. 

 



 

 
Welcome Pack - Portal Access and Management.docx 
23 July 2026 Page 9 of 9 

If the MFA code is not submitted within the allotted time, the code will expire and the 
participating organisation will not be able to log into the portal. They can click the 
“resend” button to receive a new code and repeat the step above. 
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