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1 Background and overview of the Assessor Portal 

1.1 Purpose of the Guide 

This user guide (Administrator User Guide) outlines how Residential Assessment Funding 
Administrators interact with the My Aged Care Assessor Portal (the Assessor Portal). 

The User Guide provides an overview of the portal and describes the functions that an individual 
with the Organisation Administrator role in the Assessor Portal can perform. 

1.2 What this guide does not cover 

The User Guide does not cover: 

¶ Detailed instructions on how to set up organisations in the Relationship Authorisation 
Manager, the Australian government digital user authentication tool, can be found on the 
RAM website. 

¶ Detailed instructions on functions that residential funding assessors perform. Those 
activities are described in the dedicated AN-ACC app user guide.  

1.3 Privacy requirements 

Assessment organisations are required to comply with the legislative requirements under the 
Privacy Act 1988 (Privacy Act), including the Australian Privacy Principles when using the My Aged 
Care Assessor Portal. The Privacy Act regulates personal information about individuals, including the 
collection, use, storage and disclosure of personal information, and access to and correction of that 
information. 

1.4 Document Key 

 

 This symbol is used to highlight important information that should be followed to ensure a 
smooth progression through system functionality. 

https://info.authorisationmanager.gov.au/
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2 Introduction to using the Assessor Portal 

The Assessor Portal is used by: 

1. Administrators to:  

¶ Create and manage staff records, and  

¶ Assign staff to residential funding assessment outlets. 
2. Residential Funding Assessors to: 

¶ Activate the AN-ACC app1  

¶ View their current work (assigned) and recent work  
3. Residential Funding Team Leaders to: 

¶ Manage and assign referrals for residential funding assessments 

¶ View the progress of Residential Funding Assessments, and 

¶ Generate reports about Quality Assurance and Training Assessments 

2.1 Portal set-up and management overview 

The following steps are required to set up an organisation in My Aged Care: 

Steps Activity Responsibility Document 
Reference 

1.  Create the residential funding assessment 
organisation in the National Approved Provider 
System (NAPS) and My Aged Care based on the 
approved application 

Department of 
Health 

N/A 

2.  Nominate an Administrator including completion 
of Org Admin Access form 

Funding 
Assessment 
organisation 

2.2 

3.  Instruct residential funding assessors and team 
leads to create a myGovID ŀŎŎƻǳƴǘ όƛŦ ǘƘŜȅ ŘƻƴΩǘ 
already have one) and provide it to the 
Organisation RAM administrator. 

Funding 
Assessment 
organisation 

3 

4.  Link staff myGovID to organisation RAM Funding 
Assessment 
organisation 

3.2 

5.  Create and link the Administrator to the 
Assessment Management Organisation 

Department of 
Health 

N/A 

6.  Provide the Organisation Structure to the 
Department of Health; i.e. name of all residential 
funding assessment outlet(s), key contact(s), 
address  

Funding 
Assessment 
organisation 

N/A ς off 
system 
process 

7.  Create residential funding assessment outlets in 
My Aged Care 

Department of 
Health 

N/A 

8.  Create residential  funding team leads and 
assessors (restricted and unrestricted) in the 
Assessor Portal 

Funding 
Assessment 
organisation 

5 

9.  Assign staff to outlet(s) Funding 
Assessment 
organisation 

5.2 

2.2 Nominating an Administrator 

 
1 Refer to the AN-ACC app user guide https://www.health.gov.au/resources/publications/an-acc-assessor-
application-user-guide 
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To gain access to the Assessor Portal, your organisation will first need to nominate an Organisation 
Administrator. The Administrator is the initial user to gain access to the portal for your organisation. 
The Department is responsible for setting up the initial administrator for your organisation. 

To nominate the first Administrator for your organisation, you will need to complete and submit an 
Administrator Registration Form. This form is emailed to the Key Personnel (listed on your contract) 
when your organisation is added to the My Aged Care system. 

The Administrator is responsible for setting up the organisation's structure by creating staff user 
accounts, and assigning them to the residential funding assessment outlets. The Administrator can 
also create any additional organisation administrators for your organisation as required.  
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3 Access Security Requirements 

MyGovID is the primary login option for any user to securely access and use the My Aged Care 
portals. 

Accessing the Assessor Portal, staff must have an individual myGovID, and be authorised to act on 
behalf of their organisation through the Relationship Authorisation Manager service. For further 
information refer to 3.2 How do I set up a new authorisation?  

¢ƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ Principle authority (business owner or listed associate on the Australian Business 
Register) must have a Standard myGovID to set up RAM. The Principle authority is responsible for 
setting up authorised users and RAM authorisation administrators. More information on this is 
provided in section 3.2 How do I set up a new authorisation? 

Before you can authorise a user to act on behalf of your organisation, they must have an active 
myGovID. 

 

 VANguard Federated Authentication Service (VANguard FAS) is an alternative login option 
for organisations with a corporate network structure that includes a Single-Sign-On System (e.g. 
Active Directory Federation Service). 

Further information on accessing My Aged Care using VANguard FAS is available on the 
5ŜǇŀǊǘƳŜƴǘΩǎ website. 

 

3.1 What are myGovID and RAM? 

myGovID is a secure login that allows individuals to prove their identity when interacting with 
eligible online government services on behalf of an organisation. 

Each user downloads the myGovID app to a compatible device and registers for a myGovID digital 
identity. The app is compatible with most smart devices running: 

¶ iOS 10 or later on Apple devices; or 

¶ Android 7.0 (Nougat) or later. 

The app is used only to authenticate with the My Aged Care Assessor Portal, and users can continue 
to use their preferred device to undertake their business activities. 

RAM lets organisations manage their authorised contacts in one place and control who can act on 
their behalf across eligible government online services. The myGovID and RAM services are free and 
used by many organisations to interact with other online government services. 

¢ƘŜ tǊƛƴŎƛǇƭŜ ŀǳǘƘƻǊƛǘȅ όƻǊ ŀ w!a ŀǳǘƘƻǊƛǎŀǘƛƻƴ ŀŘƳƛƴƛǎǘǊŀǘƻǊύ ƭƛƴƪǎ ŀ ǳǎŜǊΩǎ ŘƛƎƛǘŀƭ ƛŘŜƴǘƛǘȅ ǘƻ ǘƘŜƛǊ 
ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ !ǳǎǘǊŀƭƛŀƴ .ǳǎƛƴŜǎǎ bǳƳōŜǊ (ABN) in RAM and grants access to selected government 
services. 

 Each digital identity can only be linked to an ABN once and linked to a single My Aged Care 
portal account. Some staff members may require access to both the My Aged Care assessor and 
service provider portals. Organisations can refer to Dual portal access to My Aged Care for 
information about their staff members' options. 

After an organisation is set up in RAM, an unlimited number of digital identities can be linked to 
their ABN. Each person who requires access to participating online government services on behalf of 
a business must have a separate myGovID. 

https://info.authorisationmanager.gov.au/principal-authority
https://agedcare.health.gov.au/programs/my-aged-care/vanguard-federated-authentication-service-fact-sheet
https://www.health.gov.au/resources/publications/logging-in-to-the-my-aged-care-portals-using-vanguard-fas
https://abr.gov.au/AUSkey/Where-you-can-use-AUSkey
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The myGovID identity strengths available to users are outlined below: 

 

Identity Strength Requirements 

Standard myGovID ¶ Install myGovID app on a compatible device 

¶ A unique email address that only the user has access to 

¶ ¢ƘŜ ǳǎŜǊΩǎ Ŧǳƭƭ ƭŜƎŀƭ ƴŀƳŜ 

¶ 100 point check by verifying at least two supported Australian 
identity documents 

Basic myGovID 
(must be re-authorised 
every 12 months) 

¶ Install myGovID app on a compatible device 

¶ A unique email address that only the user has access to 

¶ ¢ƘŜ ǳǎŜǊΩǎ Ŧǳƭƭ ƭŜƎŀƭ ƴŀƳŜ 

 

The primary roles in the Relationship Authorisation Manager are outlined below: 

Role Functions 

Principle authority ¶ Sets up the organisation in RAM 

¶ Creates and manages authorisations for others, including 
customising access to online government services 

RAM authorisation 
administrator 

¶ Creates and manages authorisations for others, including 
customising access to online government services 

Authorised user ¶ Can work on behalf of an organisation 
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3.2 How do I set up a new authorisation? 

 To use the Relationship Authorisation Manager (RAM) you will need to use a compatible 
browser. The following browsers are compatible with RAM: 

¶ Internet Explorer version 9.0+ 

¶ Google Chrome version 39+ 

¶ Mozilla Firefox version 30+ 

¶ Safari version 5+ 

To set up a new authorisation in RAM, a Principle authority or RAM authorisation administrator must 
follow the steps below: 

¶ Log in to RAM 

¶ Select View or manage authorisations, machine credentials and cloud software 
notifications 

¶ Select the business you would like to add an authorisation to 

¶ Click Add new user 

¶ Select the representative type ς Standard or Basic user (this is based on the identity strength 
the user can achieve) and then Continue 

¶ Complete the following information: 
o Representative details ς ƛƴŎƭǳŘƛƴƎ ǘƘŜ ǳǎŜǊΩǎ Ŧǳƭƭ ƴŀƳŜ ŀƴŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ 
o Authorisation details ς select Yes ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƘŜ ǳǎŜǊ ǘƻ ōŜŎƻƳŜ ŀƴ ŀǳǘƘƻǊƛǎŀǘƛƻƴ 

administrator (enter a start date and end date if applicable) or select No ƛŦ ȅƻǳ ŘƻƴΩǘ 
want the user to be an authorisation administrator 

o Agency access ς ƭƻŎŀǘŜ ά59t!w¢a9b¢ hC I9![¢Iέ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ƭŜǾŜƭ ƻŦ ŀŎŎŜǎǎ όCǳƭƭΣ 
Custom or None) for the user 

o Summary ς review details and accept the Declaration 
o Customise access (for Standard users only) ς if custom access is selected, you will be 
ǊŜŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ !ǳǎǘǊŀƭƛŀƴ ¢ŀȄŀǘƛƻƴ hŦŦƛŎŜΩǎ Access Manager to set permissions. 

An authorisation request with an authorisation code will be emailed to the new user. The user must 
accept or decline the authorisation request within seven days, or the code will expire, and a new 
request will need to be sent. To resend a code (for Pending authorisations): 

¶ Log in to RAM 

¶ Select View or manage authorisations, machine credentials and cloud software 
notifications 

¶ Select the business name associated with the user 

¶ Click View ƴŜȄǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ƴŀƳŜ 

¶ Click Re-issue a code under Authorisation code details 

¶ Confirm the code re-issue by selecting Continue in the confirmation modal. 

  

https://info.authorisationmanager.gov.au/
https://info.authorisationmanager.gov.au/
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3.3 How do I manage authorisations? 

To edit or remove an existing authorisation, a Principle authority or RAM authorisation administrator 
can follow the steps below. 

¶ Log in to RAM 

¶ Select Manage authorisations 

¶ Select the business name associated with the user 

¶ Click Edit or Remove όǘƻ ǇŜǊƳŀƴŜƴǘƭȅ ŜƴŘ ǘƘŜ ǳǎŜǊΩǎ ŀǳǘƘƻǊƛǎŀǘƛƻƴύΦ 

The edits you can make to ŀƴ ά!uthorisationέ will depend on the ά!uthorisation {ǘŀǘǳǎέ. 

 

Authorisation status What can be edited 

Pending ¶ !ǳǘƘƻǊƛǎŜŘ ǳǎŜǊΩǎ ƴŀƳŜ ŀƴŘ ŜƳŀƛƭ address 

¶ Authorisation start and finish dates 

¶ Authorisation administrator status 

¶ Agency access level 

Accepted or Active ¶ Authorisation start and finish dates 

¶ Authorisation administrator status 

¶ Agency access level 

Inactive ¶ No action can be taken 

 

3.4 Users with Multiple Roles or from different Organisations 

 

¶ All staff must have an individual myGovID linked to their organisation via RAM. 

¶ If a staff member requires access to multiple organisations in the portal ŜΦƎΦ ŘƛŦŦŜǊŜƴǘ !.bΩǎ, 
they will need a separate staff portal account for each of the organsiations. They however 
only need ONE myGovID 

3.4.1 myGovID Access Principals 

¶ Organisation Relationship Authorisation Manager (RAM): Only one myGovID can be created 
for each ABN. 

¶ myGovID: Each user requires to have only one myGovID. 
o It is recommended that a personal email address is used for this purpose. 
o myGovID can be used outside of Business context. 

¶ myGovID can be linked to multiple Organisation RAMs. 
o If a person is going to represent multiple organisations, it is recommended that they 

use a unique email address for their myGovID. This enables multiple organisations to 
authorise the individual to act on their behalf. 

3.4.2 My Aged Care Access Principals: 

¶ Each user should have an authorised myGovID, linked to their Organisation RAM to access 
MyAgedCare portals. MyAgedCare portals are: 

¶ Assessor portal; 

¶ Service Provider Portal; 

¶ Hospital Portal; and 

¶ Client portal. 

¶ Staff accounts, for each portal, are created by using a unique Email address. 

https://info.authorisationmanager.gov.au/
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If a user requires access to both Assessor and Service Provider portals, they will need to 

have two email addresses. 

The email that is used to create MyAgedCare staff account, does not, need to match the 

email that was used for creation of their myGovID. 

¶ If a user works for multiple organisations, they will need to have multiple accounts within 
MyAgedCare to act on behalf of each of these organisations. They also need to be 
authorised by all those organisations. 

3.5 Where can I go for more information on myGovID? 

¶ For information about these services, visit the myGovID and RAM websites. 

¶ For technical support relating to these services, first, visit FAQs at  
o myGovID ς Need help? or 
o Relationship Authorisation Manager - Help 

¶ LŦ ȅƻǳΩǊŜ ǳƴŀōƭŜ ǘƻ ŦƛƴŘ ǿƘŀǘ ȅƻǳΩǊŜ ƭƻƻƪƛƴƎ ŦƻǊ ƻƴ ǘƘŜ ƳȅDovID or RAM websites, you can 
email the Australian Taxation Office (ATO) technical helpdesk at technical.help@ato.gov.au. 

  

https://www.mygovid.gov.au/
https://info.authorisationmanager.gov.au/
https://www.mygovid.gov.au/need-help
https://info.authorisationmanager.gov.au/help
mailto:technical.help@ato.gov.auailto?subject=AUSkey%20technical%20help%20request
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4 Organisation structure in the Assessor Portal 

Users with the Organisation Administrator role in the Assessor Portal, are responsible for ensuring 
that the information about their organisation's assessment services are accurate. 

4.1 Overview 

As the Administrator, you are responsible for creating the outlet structure for your organisation and 
informing the Department of Health so that this can be created in My Aged Care in line with the 
funding regions you have been contracted to deliver services in. Figure 1 is one example of an 
organisation structure in My Aged Care. 

 

FIGURE 1: SAMPLE ORGANISATION STRUCTURE A 

[ŜǘΩǎ ŀǎǎǳƳŜ ǘƘŜ ŀōƻǾŜ ǎǘǊǳŎǘǳǊŜ ōŜƭƻƴƎǎ ǘƻ ŀ ǊŜǎƛŘŜƴǘƛŀƭ ŦǳƴŘƛƴƎ ŀǎǎŜǎǎƳŜƴǘ ƻǊƎŀƴƛǎŀǘƛƻƴ ŎŀƭƭŜŘ 
ABC Ltd. that operates within two states and have offices in Mount Isa, Daly Waters and Townsville. 

In Figure 1, the organisation is structured around states and offices within each town. In Figure 2, 
the organisation is structured around the geographic location of offices and towns. 

 

FIGURE 2: SAMPLE ORGANISATION STRUCTURE B 

Funding 
Region

Outlet Level

Organisation 
Level

ABC Ltd

Queensland

Townsville Mount Isa

Northern 
Territory

Daly Waters

Funding 
Region

Outlet Level

Organisation 
Level

ABC Ltd

Westside

Daly 
Waters

Mount Isa

Eastside

Townsville
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As part of the initial setup, Departmental staff will create the organisation and outlet structure 
(based on your Registration form) for you. As the Administrator, you will then be responsible for 
assigning administrative and assessment staff to your outlets.  

 The Department of Health will create and manage outlets on behalf of the Residential Funding 
Assessment Organisations. The following sections are for your information. 

It is recommended that for any changes to your organisation structure, you contact the Department. 

 

4.2 Creating outlets 

Step 1: CǊƻƳ ǘƘŜ ƘƻƳŜǇŀƎŜΣ ǎŜƭŜŎǘ ΨhǊƎŀƴƛǎŀǘƛƻƴ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΩΦ 

 

Step 2: Add a new outlet. 

In this view, any existing outlets, their status, contact details and roles within each outlet will be 
listed. 

 

¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ƻǳǘƭŜǘΣ ŎƭƛŎƪ ƻƴ ά!ŘŘ ŀ ƴŜǿ ƻǳǘƭŜǘέ 
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In the first part of the screen, you will need to fill in the outlet details. These include: 

¶ Outlet name 

¶ Contact Details of the person in charge of that outlet 

¶ Outlet address 

 

Please note that fields marked with a red asterisk * are mandatory information. 

When adding the address, note that it is an interactive field and keeps updating based on the 
provided information. 

 

Once the address is entered, you need to validate it. .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ά±ŀƭƛŘŀǘŜ ǘƘƛǎ !ŘŘǊŜǎǎέ ŀ ƭƛǎǘ ƻŦ 
available addresses based on your entry will be shown. 
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You should be able to find your address in the suggested list. If not, use the last available option: 
άbƻǘ ŦƻǳƴŘΧέ ŀƴŘ ŎƭƛŎƪ ƻƴ ά{ŀǾŜ !ŘŘǊŜǎǎέΦ 

4.3 Adding Service Items (Funding Regions) 

Step 1: Entering the Service Details. 

¢ƻ ŀŘŘ ǘƘŜ ά{ŜǊǾƛŎŜ LǘŜƳέ ȅƻǳ ƴŜŜŘ ǘƻ ōŜ ƛƴ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ creating an outlet (section above) or 
editing an outlet. The Service Details section is located at the bottom of the outlet screen. 
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¢ƘŜ ǎŜǊǾƛŎŜ ǘȅǇŜ ǎƘƻǳƭŘ ōŜ ǎŜǘ ǘƻΥ άwŜǎƛŘŜƴǘƛŀƭ CǳƴŘƛƴƎ !ǎǎŜǎǎƳŜƴǘέ 

 

The next step is to assign the funding region. 

hƴŎŜ ǘƘŜ άwŜǎƛŘŜƴǘƛŀƭ CǳƴŘƛƴƎ !ǎǎŜǎǎƳŜƴǘέ ƛǎ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ ƻƴ άDƻέΦ A list of all the available 
funding regions within your contract will be displayed. 

 

 You may like to use the available filters to reduce the number of available funding regions and 
make the process of allocation easier. 

You need to select at least one funding region. You also can select as many funding region as you 
want to allocate to your outlet. In this example three funding regions have been selected. Once all 
the funding regionǎ ŀǊŜ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ hǳǘƭŜǘέΦ 

Notes: 

¶ In the case of any issues preventing the creation of an outlet a system error will be returned. 

 

¶    
¶ Each outlet needs at least one funding region. 

¶ Each funding region can only be associated to one outlet. However, each outlet can have 
many funding regions. 



Feb 2022 

17 
 

At this stage your outlet will be Inactive. 

 

4.4 Activating outlets 

You will need to have at least one service item (residential funding assessment) linked to an outlet 
before you can activate the outlet. Once activated, Residential Funding Assessment referrals can be 
issued to the outlet. 

The steps to activate an outlet are outlined below. 

Step 1: CǊƻƳ ǘƘŜ ƘƻƳŜǇŀƎŜΣ ǎŜƭŜŎǘ ΨhǊƎŀƴƛǎŀǘƛƻƴ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΩΦ 

 

 

 

Step 2: You will see that your outlet is inactive. To activate an outlet, select the name of the outlet 
ƻƴ ǘƘŜ ΨhǳǘƭŜǘ ŎŀǊŘΩΦ /ƭƛŎƪ ƻƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƻǳǘƭŜǘΦ 
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Step 3: Activate outlet.  

 

Select Activate Outlet and then confirm the outlet activation. 

 

If the outlet is created successfully, you will be taken back to the Outlets screen with the below 
success prompt displayed: 

 

 

Step 4:  Your outlet is now active. This can be seen on the Ψ±ƛŜǿ ƻǳǘƭŜǘΩ ǇŀƎŜΣ ŀƴŘ ǘƘŜ ΨhǳǘƭŜǘ 
ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΩ ǇŀƎŜΦ ¸ƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ǎŜǊǾƛŎŜ ŦƛƴŘŜǊ for Departmental staff 
who will be issuing residential funding referral to your outlet(s). 
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5 Setting up Assessor Portal access for a new user 

5.1 Administrator homepage 

People assigned an Administrator role can view and manage information for the entire organisation. 

As an Administrator, you will see the following tiles on your home page:  

¶ Organisation administration; 

¶ Reports and documents; 

¶ Tasks and notifications; and 

¶ My Aged Care interactions 

 

You may be provided with an extra role to review the progress of Residential Funding Assessments. 
In this case, you will have a few additional tiles available to you. 
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5.2 Create new staff accounts, assign roles and outlets 

The steps to create a new staff account are outlined below: 

Step 1: Navigate to the ϥhǊƎŀƴƛǎŀǘƛƻƴ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΩ tab. 

 

Step 2: CǊƻƳ ǘƘŜ Ψ{ǘŀŦŦΩ ǘŀōΣ ǎŜƭŜŎǘ ϥ!ŘŘ ƴŜǿ ǎǘŀŦŦϥΦ 

 

 

Step 3: Enter staff details (First name, last name, unique email address and a contact number) and 
select whether they are accredited. 

 

 

Step 4: assign role(s) to staff. 
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Step 5: Assign to staff outlet(s) and Save Roles. Note that you can only assign staff to Active Outlets. 

 

Note: 

¶ Either ǘƘŜ άResidential Funding Assessorέ ƻǊ άResidential Funding Assessor (Restricted)έ 
role can be selected for each staff i.e. they cannot be assigned both roles. 

¶ A άResidential Funding Assessorέ ƻǊ άResidential Funding Assessor (Restricted)έ can also be 
ŀ άResidential Funding Team Leadέ 

¶ LŦ ǘƘŜ ŀǎǎƛƎƴŜŘ ǊƻƭŜ ƛǎ άwŜǎƛŘŜƴǘƛŀƭ FǳƴŘƛƴƎ !ǎǎŜǎǎƻǊέ ƻǊ άwŜǎƛŘŜƴǘƛŀƭ CǳƴŘƛƴƎ !ǎǎŜǎǎƻǊ 
όwŜǎǘǊƛŎǘŜŘύέΣ ǘƘŜ !ǳǎǘǊŀƭƛŀƴ IŜŀƭǘƘ tǊŀŎǘƛǘƛƻƴŜǊ wŜƎǳƭŀǘƛƻƴ !ƎŜƴŎȅ ό!Itw!ύ L5 ŀƴŘ ǘƘŜ 
Discipline of the Assessor needs to be recorded. 

 

Note: 

¶ Staff can also take the role of an Administrator which will allow them to update outlet 
information and manage staff against outlets for which they are the administrator for. To do 
so select ά!ŘƳƛƴƛǎǘǊŀǘƻǊέ ƛƴ ǘƘŜ aŀƴŀƎŜ ǊƻƭŜǎ ŀƴŘ ŎƭƛŎƪ bŜȄǘΦ 

R
e
d 
c
a
l
l
o
u
t 
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¶ Indicate whether the person is going to take the responsibility for one or more selected 
outlets. 

 

¶ Save the role. 
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5.3 Edit a staff account 

The steps to edit a staff account are outlined below. This can also be completed by Organisation and 
Outlet administrators.  

Step 1: CǊƻƳ ǘƘŜ ϥ{ǘŀŦŦΩ ǘŀō ƻŦ ǘƘŜ ΨhǊƎŀƴƛǎŀǘƛƻƴ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴϥ ǇŀƎŜΣ ǎŜƭŜŎǘ ǘƘŜ staff member's 
name on the 'Staff card' that you want to edit. 

 

 

Step 2: CǊƻƳ ǘƘŜ Ψ±ƛŜǿ ǎǘŀŦŦ ƳŜƳōŜǊΩ ǇŀƎŜΣ ǎŜƭŜŎǘ ϥ9Řƛǘ ǎǘŀŦŦ ŘŜǘŀƛƭǎϥΦ 

 

 

Step 3: Staff roles can be updated at any timeΦ ¢ƻ Řƻ ǎƻ ǎŜƭŜŎǘ άaŀƴŀƎŜ wƻƭŜǎέ ŀƴŘ ǊŜǾƛǎŜ ǎǘŀŦŦ ǊƻƭŜǎΦ 




































