HOW TO — ACCESS ARQIVA MYAPPS PAGE

Introduction: The below step by step guide walks through accessing Arqiva MyApps page to access multiple

Argiva applications such as ServiceNow, Meridian and Siterra.

There are slightly different steps depending on if your current organisation uses Microsoft 0365, the guide will

indicate if you can skip steps.

Password resets: If you need to change your password, please go to step 18

If you require further assistance at any stage, please call 0800 183 0048, or

email ITServiceDeskUK@arqiva.com

STEP BY STEP GUIDE
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Explanation

Enter
Myapps.microsoft.com
into your preferred
web browser, | have
used Chrome for this
guide

If your company does
not use 0365, please
skip to step 5

If your current
organisation uses
Microsoft 365 you may
be automatically
signed into your
employers “MyApps”
page,

Please click on your
User Icon on the top
right-hand corner



Please select “Sign in
with a different

account”
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provided by Arqiva.

For previous users of
xGate this will be the
same as your xGate
username, with
@arqiva.com on the
end, eg
bloggsj@argiva.com
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More information required

Your organisation needs more information to keep
your account secure

Use a different account

Learn more

Step 1: How should we contact you?

Authentication phone v
Urited Kingdom (+44) -

Method

@  send me a code by text message

O calime

arve.com

More information required

o needs more imfoemation to keep

Please enter your
password

This will be the same
password you have
used for xGate

Or for new users, your
password should have
been provided by your
Argiva contact or the IT
Service Desk.

Once you have
successfully
authenticated, You will
be asked to setup MFA
(mutli-factor
authentication) and
Self Service Password
Reset

Please click next

Please enter your
country code and your
mobile number and
click next

You can also use the
Microsoft
Authenticator app or
phone call

Now MFA is setup, you
will be asked to setup
Self Service Password
Reset

Click Next



don't lose access to your account!

To make sure that
your account mors

u can reset your

ecure. You'll need to set up st least 2 of the options below

A\ Office phone is set to -Ta Verify
FOT——— -

OAUt"ant\:atl:r’\ Email Address is not configured. Set it up now

Cancel

©2021 Microseft  Legal | Privacy

j, we need to collect some info so that we can verify who you are. We won't use

Asron Fisher@Argivacom | ?

this to spam you — we'll just use it to make

Your session will expire in 12:43
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don't lose access to your account!

To make sure that you can reset your pa

yeur account more re. You'll need to

=t least 2 of the options below

P

Office phone is set o -r; Change
A\ puthentication Phone is set to +.‘9. Verify

o Authentication Email Address is not configured. Set it up now

Cancel

©2021 Microsoft  Legal | Privacy

j, we need to collect some info so that we can verify who you are. We won't use

Asron Fisher@Argivacom | 2

his to spam you — we'll just use it to make

Your session will expire in 14:40
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don't lose access to your account!

Please verify your authentication email sddress below. Don't use your primary work or school email.

Authentication Email Address

We've sent an email message containing a verification code to your inbox,

Try again

©2021 Microsoft  Legal | Frivacy

AaronFisher@Argiva.com | 7

Your session will expire in 14:39

Only two of these
options need to be
completed, however
all 3 can be setup.

Please enter your
desired information

This is an example of
setting up email based
password recovery



B2 Microsoft Aaron Fisher@Argivacom

don't lose access to your account!

Thanks! We'll use the info below to recover your account if you forget your password. Click *finish” to close this page.

Office phone is set to +-?;‘ Change
Authentication Phone is set to +4L-§. Change
Authentication Email Address s-g"5@g\‘1& com. Change

©2021 Microseft  Legal | Privacy Your session will expire in 14:53
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Sign in with a different account
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Once you are happy
with the recovery
methods configured

Press “Finish”

Now you have fully
completed the setup,
you will get access to
all of the Apps provide
by Arqgiva

If you click on your
initials in top right-
hand corner, you will
now be able to switch
between your
company’s and Argiva
tenant

This should now be
saved in your web
browser and you will
be able to switch
between the two
accounts



The apps available will
be dependent upon
the access you are
approved for.

To access Siterra, click
on the Siterra icon in
the MyApps page.

This will take you to

n - "‘ the Siterra login page.

Once there, click on

Sitam
SSO Sign-in.
Please note that you
& C {d & argivasiterra.com/login/default/ do not need to enter a

Username and
Password. All you need
to do is click on the
SSO Sign-in and you

w‘ will be taken into

Siterra.
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17 Bl To access ServiceNow
At BT ' : (the Site Access
v S e Management portal),
click on the

n "‘ ServiceNow icon in the
pr— s MyApps page.
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Microsoft

18 Changing your password

. +

login.microsoftonline.com

B Microsoft
Sign in
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Q\ sign-in options

Next

Get back into your account

Wha ara vnt 1?
Who are you:
To recover your account, begin by entering your email address or username and the characters in the picture or audio below

Email or Username:

I

]

Example: user@contoso.onmicrosoft.com or user@

i

LY

Enter the characters in the picture or the words in the audio.

Your password should
be changed on first
use, and every 60 days.
If you forget the
password, you can also
change it yourself.

If you are already on
the second sign in page
when it informs you to
change your password,
please press the
browser back arrow to
return to the previous

page.

On the Sign in page,
click the “Can’t access
your account?” link. If
this link is not showing,
you may need to click
the “Use another
account” option to
display the same step
as the image here.

This will give show a
prompt for your
username
(bloggsi@argiva.com —
NOT your
personal/work email)
and a verification
image. Click Next.

You will then be
presented with the
options to reset your
password or just
unlock your account.

Choose the
appropriate option,
and follow the prompts
on screen to provide
the verification
required.

Finally, enter your new
password when
prompted. You should
then be able to return
to the sign-in screen.
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