
A  G U I D E  T O
C O N T R A C T O R
P O R T A L
C H A N G E S



UPDATING YOUR PORTAL PASSWORD

On your MY ACCOUNT page, a new
SECURITY tab is now available for

you to update your portal password

 Enter your CURRENT PASSWORD
 Followed by your NEW
PASSWORD
 Then repeat this to CONFIRM NEW
PASSWORD

To update your password;
1.
2.

3.

Note: Your new password must be 6 or
more characters



UPDATING YOUR PORTAL EMAIL ADDRESS

The email address that will
receive AJG purchase orders
Your username when logging
into the portal

Updating your portal email address
will also update the following;

1.

2.

Once you save the email address
change, a pop up will appear to

confirm these changes. 
Click YES to proceed and NO to

update your email address without
updating your username or the

recipient email for purchase orders



FORGOTTEN PORTAL PASSWORD

On the LOG IN page, click the
FORGOTTEN PASSWORD button

Then tick the CONTRACTOR tick
box

Enter the email address listed on
your MY ACCOUNT page and your

business ABN
Press SUBMIT



FORGOTTEN PORTAL PASSWORD

An email will be sent with a link to
update your portal password

Enter your NEW PASSWORD
Confirm your NEW PASSWORD
Press the UPDATE PASSWORD
button

Click the link and you will be
redirected to your portal

1.
2.
3.


