
 

 

Onboarding Instructions for Account Setup  
  Page 1 of 15 
Uncontrolled if printed 

Onboarding Instructions for Account Setup 

 

 

 

 

Contents 

New Account SIGNUP & Configuring Multi factor ............................................................ 2 

Authentication (MFA) Set up using Phone (Text Message) with 
Text / Call me ........................................................................................................................ 8 

Resetting your Password and Configuring Multi-Factor 
Authentication ...................................................................................................................... 11 

 

 

 
  



 

 

Onboarding Instructions for Account Setup  
  Page 2 of 15 
Uncontrolled if printed 

Onboarding Instructions for Account Setup 

New Account SIGNUP & Configuring Multi factor  

Set up new account. 

1. Go to https://appian.melair.com.au/suite/design 

2. Press on Sign up now. 

 

3. Enter your email address. 

4. Press Send verification code. 
  

https://appian.melair.com.au/suite/design
https://appian.melair.com.au/suite/design
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Check your email inbox for the verification code. Check your SPAM folder as well, if necessary. 

5. Enter the verification code. 

6. Press Verify Code. 

Create a strong password that you will remember. 

Password should be 8-16 characters, containing 3 out of 4 of the following: 

• Lowercase characters, 

• uppercase characters, 

• digits (0-9), and 

• one or more of the following symbols: @ # $ % ^ & * - _ + = [ ] { } | \ : ' , ? / ` ~ " ( ) ; . 
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7. Enter your new password in the "New Password" field 

8. Enter the password again in the "Confirm New Password" field.  

 

9. Enter the name you want displayed on your profile. 

10. Enter your given name. 

11. Enter your surname. 

12. Press Create. 
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13. Press on Continue to set up the Authenticator app. 
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14. Enter the generated code. 

15. Press Verify. 

You will now be able to login to the ASIC portal. 
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Authentication (MFA) Set up using Phone (Text Message) with Text / 

Call me 

Rather than using an Authenticator app you can set up to use your phone with text messages. 

1. Select Phone (Text message). 

2. Press Continue. 

 

3. Select Australia as the country code. 

4. Enter your phone number. 

5. Press Send Code. 
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You will receive a text message containing a verification code. It may take a few moments for the 
code to arrive. 

6. Enter the code you received via text message into the field labelled “Enter Code”. 

7. Press on Verify. 

If the code is correct, your phone number will be verified, and you will be able to log in. 

At step 5 above you can take an alternate method – after selecting the country code and entering your 
phone number. 

 

8. Press Call Me. 
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You will receive a phone call. 

9. Answer the call and listen. 

10. Press the # sign. 

11. End the call. 

You will now be able to login to the ASIC portal. 
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Resetting your Password and Configuring Multi-Factor 

Authentication 

To reset your password 

1. Press on Forgot your password on the login screen 

2. Enter your email address. 

3. Press Send verification code. 
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Check your email inbox for the verification code. Check your SPAM folder as well, if necessary. 

4. Enter the verification code. 

5. Press Verify Code. 

6. Press Continue. 
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Once your email address is successfully verified, you'll be prompted to reset your password. 

 

7. Enter your new password in the "New Password" field 

8. Enter the password again in the "Confirm Password" field.  

9. Click on 'Continue' to proceed. 

10. Press on Continue to set up the Authenticator app. 
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11. Enter the generated code. 

12. Press Verify. 

You will now be able to login to the ASIC portal. 

 


