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Sign in and Authy 
setup

GUIDE DOCUMENTATION

First time sign in and setting up the Authy 
authentication app
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Authy authentication app

It’s a good idea to download, install and register the 

‘Authy’ authentication app from your app store before 

you begin setting up your access.

i

Before you start

Authy is an mobile app you need to download and use 

every time you sign in and perform certain actions.  

It adds an extra layer of security to your access.



3Authy app registration

Users must download, install and register in the Authy app before using it in the customer portal.

Setup screens:

* CANNOT BE A 

LANDLINE NUMBER

*



4New user’s ‘Welcome’ email

1. New users of the customer portal will receive this email

The button contains a unique link 
that will take the user into the sign-

up process



5Routing page

2. Sign in routing page

Users will be taken to this page, 
where they need to select ‘Continue’.

It’s a good idea to bookmark this 
page for the futre.



6Create a Sage ID

3. Create Sage ID screen

If the user needs to create a Sage ID, 
they will be sent to this page where 

they just need to complete the details.

If the user  ALREADY HAS a Sage  ID, 
they will be asked to sign in with that.

Select the ‘I’m not a robot’ 
verification checkbox

Select register to continue



7Set up security questions

4. Sage security questions

User selects three questions 
they want to use for their 
security profile.

From time-to-time, on sign 
in, users will be asked to 
provide the answers.



8Enter the code sent to the user’s email address

5. Enter your code

Email from Sage to the user’s email address

Select continue to 
the next step

User enters the code from their 
email from Sage into the screen on 

the Customer portal



9‘Download Authy’ screen

6. Authy setup screen

Users may have already downloaded 
and registered Authy with their 

phone, if so, they can move on to the 
next step.

Continues to the next step



10Enter mobile number

Users need to enter their 
mobile number (not a landline)

they USED WHEN THEY 
REGISTERED IN THE AUTHY 
APP. This will trigger a 4-digit 
code to be sent to the user via 

SMS, proving they have the 
phone in their possession.

Continues to the next step

7. Enter the mobile number used to register with the Authy app



11Enter 4-digit code from SMS

8. An SMS with a 4-digit code will be sent to the user’s phone

User enters the 4-digit code they 
were sent via SMS

Continues to the next step

Sends a new code (users are asked to 
enter their number again incase they 
made a mistake)

Only 10 SMS codes will be sent in a 
24 hour period, for which the user 
will be locked out, and can’t try again 
until 24 hours has lapsed.



12Enter 7-digit code from Authy app

9. Enter 7-digit code. The 7-digit code in the Authy app’s main screen refreshes every 
20 seconds. User must enter and submit the 7-digit code in time before it refreshes

Authy app main screen:

User enters the 7-digit code from 
the Authy app’s main screen

Continues to the Customer Portal

Select if user doesn’t have Authy 
installed. Will be sent back to the 
first screen.

Users only have 5 attempts at 
entering this code. If entered 
incorrectly more than 5 times, the 
user is locked out for 24 hours.



13Sage sign in 1

10. Users will then be taken to sign in with their Sage ID, and will receive a push 
notification on their device to then be fully authenticated

Directs to Sage ID 
sign in  
(Sage’s screens)



14Customer portal

11. User will then be signed in to the Customer Portal:
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