w Self-Assess

How to log on

Quick-Start Guide — First time users

1. Navigate to https://selfassess.govt.nz/login.aspx.

« Self-Assess.
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2. Click on the “Reset your password” link. You will be taken to a screen like this:

w Self-Assess New Zealand Government

Forgotten password

If you have forgotten your password, we can send you a link to allow you to reset it.

‘We will send the link to the email address registerad with this site. If you do not see it in your inbox in the next few minutes, please check your Junk Mail folder. Please note you will only have
10 minutes to use the link.

Please fill in the details below.

First name

Last name

Please enter the 4 characters shown above in the space below

{Note: f you eznnot read the characters in the above image, dick here o zenerate 2 new one)

3. Enter your username (agency email address), first name, last name, and the “Captcha” text that appears on screen. Click
“Send Email”.

4. This will generate an email sent to the email address we hold for you. The email will contain a password reset token that
will be valid for only 10 minutes.

5. Check your mailbox (remember to check Junk Mail too) for an email like this:
Thu 18/03/2021 10:39 AM
SA Self-Assess Admin <noreply@selfassess.govt.nz>

Reset your password
To @ David Grice

Dear Test SME
You recently requested a password reset for your login. To complete the process, click the link below.

htips://selfassess.govt.nz/fprit=gy7vBSdW6KhUDZj0rGKIEJZN cdyfmWix3fanfilfxk

If you didn’t make this change or if you believe an unauthorized person has accessed your account, please contact the Self-Assess Team (Self-Assess Team(@dia.govt nz) immediately.

Self-Assess Team

6. Click on the token and you will be taken to the page to enter your new password. Behaviour may change between

browsers. In this (Chrome) screenshot, you would need to over-type the text already in “New Password” with your new
password.
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Change password

Use the form below to change your password.

Password must be at lzast 10 characters long and contsin at least one digit, one uppercase and one lowercase character

New Passwol
Confirm New Password

Change password

7. You cannot use any recently used password. Password restrictions require at least ten characters with a mix of upper-
case, lower-case and numeric as a minimum.

If you do enter a previously used password, you will receive the following message.
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Change password

Use the form below to change your passward.

Password must be at |east 10 characters long and contain at least one digit, one uppercase and one lowercase character.
Username TestSME

New Password
Confirm New Password

The password has already been used.

Change password

In which case, choose another password.

8. If successful, you will get the following message:
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Change password

Use the form below ta change your password.

Password must be at least 10 characters long and contain at least one digit, one uppercase and one lowercase character.
Username TestSME

New Password
Confirm New Password

g-\i‘] Your password has now been changed. Please click OK to continue.

9. When you click OK you will be taken back to the original screen shown at the start of this guide. Enter your username
and your new password.
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