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1.

Adding new contacts

Select ‘My Account’ on the retailer

portal dashboard.

Then select ‘New'.
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Updating contacts and using Multi-factor Authentication

2. New Contact

Entering new contact details o * = Required Information
Enter the details of the new user you thame Emal @

would like to add. None— =

At the bottom of the screen select =

Middle Name

‘Standard User’ to allow the new contact -
to perform all operations in the portal
such as uploading quotes and claiming ke

Suffix

payments. o
Only select ‘Admin User’ if the new oommeime.

. . B Solar Retailer W
contact will be required to make changes ) o
to the business’ ABN, financial details
and add and remove contacts.

After all details are entered select ‘Active’
in access status and ‘Invited’ in status
then save.

The new contact will be sent an invitation
email to register as a retailer. More | e soese [
information can be found here.
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https://www.solar.vic.gov.au/sites/default/files/2019-07/Registering%20as%20a%20retailer%20user%20guide.pdf

3. 42 Solar
<%0 Victoria

Using MFA Logfl

Multi-factor Authentication Setup

Please select one of the following two options

Use your existing User name and
Password to log in to the portal, and the
MFA screen will appear.

Select either: @

e 'SMS Codes’ option
e 'Authenticator’ option
(Salesforce Authenticator App)

Then login again to set up
Authentication Type.

SMS one-time codes Authenticator App

Easy to set up and use Highest Security
Accessible Convenience
Simple User-friendly
Time Limited Accessible Everywhere
‘Wide availability Specific App

G D@ G D
~——

Multi-factor authentication keeps your details more secure,
for more information visit:

Enabling multi-factor authentication | Solar Victoria

®

© 2025 www.solar.vic.gov.au, All rights reserved.
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Updating contacts and using Multi-factor Authentication

4.
SMS code option

If you selected the SMS code option,
enter your phone details.

You will then be texted a six-digit
code.

Enter the six-digit code and select
‘Verify' to access the retailer portal.
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Solar
Victoria

Register Your Mobile Phone

Make it easy to verify your identity when you log in to
industry. Any time we have to verify it's you, we can text

a code to your registered phone

Country/Territary
[Australia (+61) v

Mohbile Phone Numbes

0400000000

Cancel Register

Message and Data Rates May Apply

Solar
Victoria

Enter Verification Code

To wverify your phone number, enter the code we texted
to +61 0400000000

Verification Code
N

Verify

Register a Differpnt Maobile Phone Mumber

11 il = -
< SolarVic

Use( 123456 tg verify
solar-retaiter@solar.vic.

gov.au using Chrome on
Windows 10

m Text Message




Updating contacts and using Multi-factor Authentication

50 O Salesforce Authenticator a Close Connect Your Account

Setting up Salesforce Authenticator For These Accounts

app option

If you selected the Salesforce » Q
Authenticator app option, you must #h
have the app already installed on @ Q J =R
your mobile phone. a

On your computer, enter this two-word

. . phrase when prompted €
To set up your Solar Victoria account Let's Get Started

in the app select ‘Add an Account’ to - q civic sanction D
view the code. Add an Account

——

Learn More in Help

Restore from Backup

To connect other accounts, scan
a QR code.

Scan a QR Code
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6.

Setting up Salesforce
Authenticator app option

Connect Salesforce Authenticator

Enter the two-word code into the

retailer portal on your computer For securty reasons,you have o connect Saesforce
, ’ Authenticator to your account. The app sends a
O n d S e | e Ct Co n n ect . notification when we need to verify your identity, and

you verify with just a tap. You can also enable location
services to have the app verify you automatically from
trusted locations. The app provides codes to use as an
alternate verification method.

1. Install Salesforce Authenticator on your mobile
device from the App Store or Google Play.

2. Open Salesforce Authenticator and add your
account.

3. The app shows a two-word phrase. Enter the phrase
here.

Two-Word Phrase

civic sanction ‘

Choose Another Verification Method
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Updating contacts and using Multi-factor Authentication

salesforce
7. :

Connect Account Service

We tell you when someone's trying to access your @ Salesforce

Setting up Salesforce Authenticator . -
qa p p (o) ptio n verify the activity. But if something’s not right, you

can block it.

Action

Open the Salesforce Authentication 2 @ & LogInto industy
app on your phone. soin Account Added

@ Salesforce

Client

82 Edge 137 on Windows 10

You can now use Salesforce Authenticator

to authenticate activities associated with To use automations, approve requests from this location a

Se|ect ICOnneCt’ to Conﬁ rm your Salesforce. few more times.
request.

Select ‘Approve’ in the app to
access the portal.

Deny ‘ Approve ’

Cance' @
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Updating contacts and using Multi-factor Authentication

8.

. . . Solar
Using the Salesforce Authentication Victoria
app Check Your Mobile Device
After SetUng up your Occount you Use SalesforceAutrjgi:iloi;?uztp:.rove the request to

will be asked to check the app on
your phone.

The app will display the login &
request.

Log [n to Salesforce

Once approved on the app, you
will be automatically taken to the
retailer portal home page.
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