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Managing authorisations to act on behalf of
a business

Once authorised a representative can act on behalf of a business. If the representative is an
administrator (“a service administrator”) then the representative can also administer the
business in the WARAM.

A business can be a public or private company, partnership, trust, superannuation fund, sole
trader, incorporated association, strata title, co-operative, diplomatic/consulate body or high
commission, syndicate (who has an ABN), local government jurisdiction or a state, territory or
commonwealth agency or any other type of non-person entity.

The authorisation will remain in place until it is removed or it expires. An authorisation expires
if it has an end date.

Using the WARAM, any administrator for the business can:
¢ view the details of the authorisation or of a pending request;

¢ amend the authorisation end date or approval or decline a pending request either to
extend or shorten the time the authorisation will remain in place;

¢ remove the authorisation; or

« temporarily disable an authorisation. This function is used when an administrator wants
to prevent a representative from acting on behalf of the business but does not want to
permanently remove their permission. A disabled authorisation can be re-enabled at
any time.

If you are not an administrator and require administrator rights you will need to submit a
request and wait until your request has been approved. Please be aware that you may be
asked to provide proof that you are allowed to act on behalf of the requested business.

If you wish to manage the authorisations for another person to act on behalf of yourself, please
refer to the instructions titled “Managing authorisations for a person to act on your behalf”.
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STEP 1.

How to manage authorisations for a person to act on behalf of an entity

Sign into the WARAM. This will automatically start you at the “My dashboard” / “Welcome” page.

WA Relationship Authorisation Manager

Contact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

Welcome

If you are a first time or infrequent customer of the WA Relationship Authorisation Manager please read this

Accept or decline an
invitation

My authorisations My representatives My entities

Businesses or people you are Invite and manage the people or

Accept an invitation to act on behalf
of a business or person.

-

currently authorised to act on behalf
of

-

businesses who are authorised 1o act
on your behalf.

-

Administer the business entities you
represent or request access to a
business

-

STEP 2.

Click on the “My entities” section tab.

WA Relationship Authorisation Manager

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

Welcome

If you are a first time or infrequent customer of the WA Relationship Authorisation Manager please read this

Accept or decline an
invitation

My authorisations My representatives My entities

Businesses or people you are
currently authorised to act on behalf

Invite and manage the people or Administer the business entities you
businesses who are authorised to act represent or request accessto a

on your behalf. business.

Accept an invitation to act on behalf
of a business or person. of

— > - -
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STEP 3S.

Click on the “Manage authorisations” section tab.

My dashboard Accept or decline an invitation My authorisations My representatives v My enties v Pending requests

My dashboard > My entities

My entities

Request access 1o a business or volunteer organisation and administer the entities you represent

Things | can do
Request authorisation Send an invitation View invitations Manage
Request permission to act on behalf Invite a person or business to act on Resend or withdraw invitations for a authorisations
of a business or volunteer behalf of an entity you administer. person to act on of an entity you View, edit, remove or temporarily
organisation. They must accept the invitation in administer. disal;le ainthnrisatimns for a person
order to be authorised. to act on behalf of an entity you
- - - adsBnister

NOTE: If the “Manage authorisations” section tab is not visible on this page then you have
not been authorised to administer any entities. If you require administrator rights, you will
need to submit a request and wait until the request is approved.

STEP 4.

You should now be able to see the “Manage authorisations” page.

WA Relationship Authorisation Manager

Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests e Event history

My dashboard > Myentities > Manage authorisations

Manage authorisations

Search by representative @ Search by entity @

Search by using a combination of any of the fields below:

Name ABN, ACN, or IARN Email
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STEP 4. cont..

NOTE: The “Manage authorisations” page displays two tabs, “Search by representative”
and “Search by entity”. The selected tab is identified with a bold orange underscore.
When opening this page, “Search by representative” is the default selected tab.

(_Z:i WA Relationship Authorisation Manao~.

-'-‘—‘—!d'-—"—‘— Accessibility Contact us
GOVERNMENT OF B ey
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My autyg#Bations My representatives v My entities v Pending requests ° Event history

My dashboard > Myenlities > Manage authorisations

Manage authorisgtions

Search by representative @ Search by entity @

Search by using a combination of any of the fields below:

Name ABN, ACN, or IARN Email

NOTE: At this stage you have two possible actions, these include:

1. search for a representative and view the businesses and people they are authorised to act
on behalf of, go to Step 5; or

2. search for a business or person (an “entity”) and view the people who are authorised to
represent the entity, go to Step 18.

Search by representative

If not already visible, select the “Search by representative” tab. Enter the relevant search criteria in
any single, or combined, field and click the “Search” button.

G

F_ngs WA Relationship Authorisation Manager =

GOVERNMENT OF
WESTERN AUSTRALIA

Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations Lgfepresentatives My entities ~ Pending requests o Event history

My dashboard > Myentities > Manage authorisations

Manage authorisations

Search by representative @ Searchgfentity @

Search by using a combinaMhe fields below:
Name
{ can / ABN, ACN, or IARN Email

Show 2 records found.

Entity Email ABN ACN IARN Action
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STEP 5. cont..

NOTE: This page will display the first 20 representatives. To find the representative you require,
you can:

¢ enter further details into the search criteria and then click the “Search” button; or

¢ scroll through the results using the arrows located at the bottom right side of the list.

If there are no matching results, the page will display “No results were found”. Click the “Clear”
button to reset the page and amend your search criteria.

WA Relationshi] Authorisation Manager

Accessibility  Contact us

WESTERN AUSTRALIA

My dashboard Accept or decline an inyllation My authorisations My representatives v My entities ~ Pending requests ° Event history
My dashboard > My entities > Manage authorisatio
Search by representative @ Searcliby entity @
Search by using a combination of any of ffe fields below:
Name ABN, ACN, or IARN Email

No results were found.

Suggestions:

« Check your spelling and try again.
« Be less specific with your search criteria to return a wider search result.

STEP 6.

Click on the “Representative” hyperlink in the list to view the authorisations and pending requests
associated with the representative.

le i WA Relationship Authorisation Manage:. & ’

Accessibility  Contact us

My dashboard Accept or decline an invitation My authorisations My representatives My entities Pending requests o Event history

My dashboard > Myentities > Manage authorisations

Manage authorisations

Search by representative @ Search by entity @

Search by using a combination of any of the ﬁeldsty/
Name
Ls\ / ‘ ABN, ACN, or IARN ‘

Email
Show 2 records found.
Entity Email ABN ACN IARN Action
AL
A0} @
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STEP 7

You should now be able to see the “Authorisations by representative” page.

WA Relationship Authorisation Manager

Accessibility Confact us

WERN F
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

My dashboard > Manage authorisations > isations by rep i - Options

Authorisations by representative

( @

Authorisations Pending requests

is authorised to act on behalf of the following entities.

B Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action

Hi FuelWatch Service Administrater 16 Dec 2021 None Active Yes

X Associations, Co-operati Service Administrator 19 Nov 2021 None Active Yes :
erpage: 20 ~

Why am | seeing this name?

NOTE: “Authorisations by representative” page displays two tabs, “Authorisations” and
“Pending requests”. The selected tab is identified with a bold orange underscore. When

opening this page, “Authorisations” is the default selected tab.

WA Relationship Authorisatio”~. Manager
Accesshiity  Contact us

Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

lions by representative m

by representative

My dashboard

My dashboard > Manage authorisations > Authag®s

Authorisatigif®

Authorisations Pending requests

is authorised 1o act on behalf of the following entities.

B Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action
Hi FuelWatch Service Administrator 16 Dec 2021 None Active Yes
X Associations, Co-operati Service Administrator 19 Nov 2021 None Active Yes

page: 20 ~

Why am | seeing this name?

NOTE: At this stage you have two possible actions, these include:

1. view authorisations associated with the representative, go to Step 8; or

2. view pending requests associated with the representative, go to Step 11.
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STEP 8

Authorisations by representative: view, edit, remove, disable or enable an authorisation

If not already visible, select the “Authorisations” tab. Any active or disabled authorisations will
displayed towards the bottom of this page.

WA Relationship Authorisation Manager

:ﬁ?c_@ﬁsmi[lw Confact us

F
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisations My representativell v My entities v Pending requests

My dashboard > Manage authorisations > isations by rep i - Options

Authorisations by representative

{ (@ )

Authorisations Pending requests

is authorised to act on behalf of the following entities.

B Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action
Hi Fuelwatch Service Administrator 16 Dec 2021 None Active Yes :
X Associations, Co-operati..  Service Administrator 19 Nov 2021 None Active Yes :
tems per page: 20 ~
Why am | seeing this name? 93

NOTE: This page will display the first 20 authorisations. To find the authorisation you require,
you can scroll through the results using the arrows located at the bottom right side of the list.

If there are no active or disabled authorisations the page will display “There are no active
authorisations”.

Accessibility  Contactus

My authorisations

My dsshbosrd > Manage authorisations > augffisatons by epresentative m

Authorisations/by representative

My representatives v My entities v Pending requests

Authorisations Pegliing requests

Bthorised to act on behalf of the following entities

W Display expired’and removed authorisations

There are no active authorisations I
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STEP 8. cont..

To see the expired or removed authorisations, click on the toggle for “Display expired and removed

authorisations”, located underneath the selection tabs.

Accessibility

My entities v Pending requests

Accept or decline an invitation

My dashboard

My dashboard > Manage authorisations > thori:

nsh

Authorisatio

Pending requests

is authorised to act on behalf of the following entities.

B Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action
Hi FuelWatch Service Administrator 16 Dec 2021 None Active Yes
X Associations, Co-operati..  Service Administrator 19 Nov 2021 None Active Yes
tems per page: 20
v

Why am | seeing this name?

When selected, this toggle will turn orange in colour, if you have expired or removed authorisations
they will be displayed underneath the toggle.

v

J‘ ,Zg* WA Relationship Authorisatiz1 Manager -

Accessibility

GOVERNMENT OF
WESTERN AUSTRALIA

My entities v Pending requests

My representatives v

Accept or decline an invitation My authorisations

s by representatve m

My dashboard

Mydashboard > Manage suthorisations > Authorl

is authorised to act on behalf of the following entities.

@ Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action
HA FuelWatch Service Administrator 16 Dec 2021 None Active Yes
XE Associations, Co-operati... Service Administrator 19 Nov 2021 None Active Yes

Items per page: 20 ~ 30of3

Why am | seeing this name?

If there are no expired or removed authorisations the page will display “There are no authorisa-
tions” and you should skip to Step 10. If there are authorisations, go to Step 9.
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STEP 9

Find the authorisation you require in the list of authorisations now displayed. Once you have found
the authorisation, click on the three dots located on the far right side under the Action heading.

WA Relationship Authorisation Manager

Accessibility Contact us
GOVERNMENT OF
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

My dashboard > Manage authorisations > by i m

Authorisations by representative

@

Authorisations Pending requests

is authorised to act on behalf of the following entities.

B Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verifi Action

)I(II Associations, Co-operati Service Administrator 22 Feb 2022 None Active

o 20 - Edit

Remove

Disable

Why am | seeing this name?

Alternatively the “Options” button found near the right top of the page allows you to “Remove all”,
“Disable all” or “Enable all” authorisations displayed in the list. These actions behave in the same
manner as the remove, disable and enable functions except they apply to all active and disabled au-
thorisations on the page. You can also send an invitation to the selected representative.

L]
V)
-

WA Relationship Authorisation Manager

Accessibility Contact us
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

My dashboard > Manage authorisations > Authorisations by representative

Send invitation

Authorisations by representative
( @ ) Remove all
Enable all

Authorisations Pending requests Disable all

is authorised to act on behalf of the following entities.

@ Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action
HA FuelWatch Service Administrator 16 Dec 2021 None Active Yes
XE Associations, Co-operati..  Service Administrator 19 Nov 2021 None Active Yes H

Items per page: 20 ~ 1-30f3

Why am | seeing this name? "
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STEP 9. cont..

If you select “View”, the details of the selected authorisation will be displayed. Click the “Close” but-
ton located to the bottom left to hide the authorisation details. You can view details for removed
and expired authorisations.

Active authorisation details

Entity @

Name This entity is also known as

ABN

Representative @
Name Email

Authorisation details @

Service Authorisation type
Associations, Co-operatives and Charities WA Service Administrator
Start date End date

19 November 2021 None

Verified

Yes

Close

If you select “Edit”, the details of the selected authorisation will be displayed, allowing you to
amend the end date. Click the “Save” button to retain any changes or the “Cancel” button to hide
the authorisation details.

Active authorisation details

Entity @

Name This entity is also known as

ABN

Representative @
Name Email

=)

Authorisation details @

Service Authorisation type
Associations, Co-operatives and Charities WA Service Administrator
Start date End date

22 February 2022 None

Verified

Yes

Review authorisation details

i Noenddate

The representative will receive an email advising them that the authorisation end date has
been changed.
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STEP 9. cont..

If you select “Remove”, you will be asked to confirm if you want to remove the authorisation.
Click Yes to continue or No to retain the authorisation. Remove is limited to active and disabled
authorisations. Once removed an authorisation is finalised. To reinstate the authorisation you will
need to send a new invitation.

You are removing the authorisation for to act for when using the service Geophysical Survey Index
(MAGIX). Any associated pending requests for extension will be withdrawn.

This action cannot be undone. Do you want to continue?

-

Once the authorisation is removed, it will no longer appear among the active or disabled
authorisations on the “Authorisations by representative” page. The representative will receive an
email advising them that the authorisation has been removed.

To see the removed authorisation, click on the toggle for “Display expired and removed
authorisations”, located underneath the selection tabs.

If you select “Disable”, you will be asked to confirm if you want to disable the authorisation.
Click Yes to continue or No to leave the authorisation as is. Disable is limited to active
authorisations. Once an authorisation is disabled, the representative cannot act on behalf of
the business until the authorisation is re-enabled.

You are disabling the autherisation for 10 act on behalf of when using the service . This autherisation will need to be
enabled again before they can access the related services.

Do you want to continue?

-

If you select “Enable”, you will be asked to confirm if you want to enable the authorisation.

Click Yes to continue or No to leave the authorisation disabled. Enable is limited to disabled
authorisations. Once an authorisation is enabled, the representative is authorised to act on behalf
of the business again.

You are enabling the authorisation for ito act on behalf of | when using the service.

& -

Do you want to continue?
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STEP 10

To continue using the WARAM, click on the “My dashboard” tab located at the top of the page.

WA Relationship Authorisation Manager

ikccessminty Confact us

WESTERN AUSTRA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests
My dashboard » Manage authorisations > horisati by rep i

Authorisations by representative

( @

Authorisations Pending requests

is authorised to act on behalf of the following entities.

B Display expired and removed authorisations

Entity @ Service @ Authorisation type @ Start date End date Status Verified Action
Hi Fuelwatch Service Administrator 16 Dec 2021 None Active Yes :
X Associations, Co-operati.. ~ Service Administrator 19 Nov 2021 None Active Yes :
tems per page: 20 ~
Why am | seeing this name? 93

Alternatively you can sign out by selecting your name at the top of the page and clicking on the
“Sign out” button or close the service via the x at the top of the browser. \

—~

i WA Relations!
« (¢ //wwwrwaram.digital.wa.gov.au/external
Apps R Ra Drames et al Crline Nowels Closed Captions Miseelianaus Other Work Boskm... T 22 Wind B Backup snd Rest »

My dashboard Accept or decline an invitation My authorisations My representatives ~ My entities ~

This completes the step-by-step instructions for the “Authorisations by representative: view,
edit, remove, disable or enable an authorisation”.
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STEP 11

Authorisations by representative: approve or decline a pending request.

If not already visible, select the “Pending requests” tab. Any pending requests will be displayed
towards the bottom of this page.

Pending requests are either a new authorisation request or a request for an extension to an
existing authorisation. Refer to the Request type heading to determine the type of request.
Example screenshots in this section are for a request for extension.

EV

v

WA Relationship Authorirs ation ManagerD

Accessibility Contact us
VER " seemneatnae
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests o Event history

My dashboard » Manage authorisations >

Authorisations by répresentative

Authorisations Pending requests

has the following pending requests from representatives who want to act on their behalf.
Showing 1 of 1 requests
Entity @ Service @ Authorisation type @ Start date End date Request ty... Date requested Action

Service User 08 Nov 2022 25Dec 2022 Extension 08 Nov 2022 Review

Why am | seeing this name?

NOTE: This page will display the first 20 requests. To find the request you require, you can
scroll through the results using the arrows located at the bottom right side of the list.

If there are no pending requests the page will display “There are no pending requests.” and you
should skip to Step 17. If there are pending requests, go to Step 12.

Lo WA Relationship Authorisation Manager =
ﬁmﬁ' Accessibility  Contact us

;c?'ﬂ"%.

My dashboard Accept or decline an invitation My authorisations My representatives v My entities Pending requests

My dashboard > Manage authorisations > Authorisations by representative

Authorisations by representative

Authorisations Pending requests

There are no pending requests.
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STEP 12

Find the request you require in the list of pending requests now displayed. You can approve or
decline a request via the “Review” hyperlink on the far right side under the Action heading.

WA Relationship Authorisation Managerm

Accessibility Jontact us

My dashboard Accept or decline an invitation My authorisations My representatives My entities Pending requests o Event history

My dashboard » Manage authorisations > isations by

Authorisations by representative

( @ )

Authorisations Pending requests

has the following pending requests from representatives who want to act on their behalf.

Showing 1 of 1 requests

Entity @ Service @ Authorisation type @ Start date End date Request ty... Date requested Action
Service User 08 Nov 2022 25 Dec 2022 Extension 08 Nov 2022 Review

ltems perpage: 20 ~ 1 of

Why am | seeing this name? v

STEP 13.

You should now be able to see either the “Approve or decline an authorisation request” page or the
“Approve or decline a request for extension” page.

¢ Read through all details carefully.
¢ Read through the declaration located at the bottom of the page.
« If present, read through the consent located at the bottom of the page.

* |If the request is for a new authorisation and you do not agree with the requested information,
you can change the requested Authorisation type, Start date and End date.

e If the request is for an extension to an existing authorisation and you do not agree with the
requested information, you can change the Requested end date.
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STEP 13 cont..

WA Relationship Authorisation Manager
Accessibility Contact us

WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests o Event history

My dashboard » Manage authorisations > Authorisations by representative > decli ion request

Approve or decline a request for extension

Review and either approve or decline this request for extension

Entity @ Representative @
Current legal name Name

Other names associated with the entity

Authorisation details ©

Service Authorisation type Start date End date
Service User 08 November 2022 31 March 2023

Confirm these details are correct before approving the request

Requested end date
25 December 2022

Change end date

25 Dec 2022 ol [ No end date

Declaration and consent

I declare that:

+ | have used my own account to access this service.
+ | am extending an existing relationship between the entity and the representative named above.
+ | am authorised to extend this relationship on behalf of the entity named above.
+ | understand that by extending this relationship:
o the representative named above will be authorised to transact on behalf of the entity named above with the service named above
o all decisions and actions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o the entity named above will not be notified when the representative whom | have authorised chooses to transact on behalf of the entity with the service named above.
o the representative’s name and email address may be shared with the service named above
+ | have reviewed and, where appropriate amended, the request details and these correctly reflect my intent

[ I understand and accept this declaration

NOTE: At this stage you have three possible actions, these include:
1. approve the request, go to Step 14;
2. decline the request, go to Step 15; or

3. Should you not agree with the Declaration or Consent or you wish to exit this transaction,
click on the “Cancel” button and go to Step 17.
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STEP 14

If the details on this page are correct, you agree with the Declaration and you wish to approve the
request, click on the “l understand and accept this declaration” checkbox and then click on the
“Approve” button. If present, you must also select the “I understand and consent to the sharing of
my personal information” checkbox.

[ ]
- 34

V/A Relationship Authorisation Manager

Accessibility Contact us
RNMENT e A e
WESTERN AUSTRALIA

My dashboard ccept or decline an invitation My authorisations My representatives v My entities v Pending requests o Event history

My dashboard » Manage afihorisations > Authorisations by representative > decli ion request

Approve adr decline a request for extension

Review and either appove or decline this request for extension

Confirm these ddtails are correct before approving the request

Requested end date
25 December 2022

- Change end date

25 Dec 2022 [ No end date

Declaration and consen|

1 declare that:

+ | have used my own adgount to access this service.
« | am extending an exisfing relationship between the entity and the representative named above.
« | am authorised to extqhd this relationship on behalf of the entity named above.
« | understand that by exflending this relationship:
o the representativiinamed above will be authorised to transact on behalf of the entity named above with the service named above.
o all decisions and §tions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o the entity named #bove will not be notified when the representative whom | have authorised chooses to transact on behalf of the entity with the service named above.
o the representativelg name and email address may be shared with the service named above.
« | have reviewed and, wiere appropriate amended, the request details and these correctly reflect my intent.

O lunderstand and accepglis declaration

NOTE: Please ensure you read the declaration and, if present, the consent carefully. The
declaration will change according to the nature of the request.
The requestor will be notified that their request has been approved by email.

If the request is for a new authorisation then the authorisation will now be present. Once approved,
only the end date for the authorisation can be modified.

If the request is for an extension then the authorisation will remain in place.
Instructions on how to edit or remove an authorisation can be found in this guide.

After clicking the “Approve” button, go to Step 16.

WARAM User Guide - Managing authorisations to act on behalf of a business




STEP 15

Should you wish to decline this request, click on the “Decline” button, located at the bottom left of
the page.

v

Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests o Event history

My dashboard > Mallage authorisations > Authori by i > App decli request

Approve or decline a request for extension

Review and eith@r approve or decline this request for extension

Entity - Representative ¢

Current legal 1ame Name

Other names asso  ated with the entity

Authorisatic n details ©

Service Authorisation type Start date End date
Service User 08 November 2022 31 March 2023

Confirm these details are correct before approving the request

Requested end da
25 December 202

- Change end date -

25 Dec 2022 @) O No end date

Declaration and flonsent

1 declare thil:

+ | have used g own account to access this service.
+ | am extendinffl an existing relationship between the entity and the representative named above.
+ | am authoris@ to extend this relationship on behalf of the entity named above.
« | understand fat by extending this relationship:
o the reprekentative named above will be authorised 1o transact on behalf of the entity named above with the service named above.
o all decis@ns and actions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o the entitfinamed above will not be notified when the representative whom | have authorised chooses 1o transact on behalf of the entity with the service named above.
o the repreientative’s name and email address may be shared with the service named above.
+ | have reviewdll and, where appropriate amended, the request details and these correctly reflect my intent.

O I understand ccept this declaration

The requestor will be notified that their request has been declined by email.
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STEP 16

You will now be taken to the “Request approved” or “Request declined” page. The page will con-
firm that the request has either been accepted or declined. Click on the “Continue” button located
at the bottom of this page.

WA Relationship Authorisation Manager

Accessibility Contact us

Vi dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests o Event history

My dafboard > Authorisation request

Réquest for extension approved

The rijquest for extension has been approved and the person who made the request has been notified.

You close this screen, or continue 1o the My dashboard page.

STEP 17.

To continue using the WARAM, click on the “My dashboard” tab located at the top of the page.

EV [ .,
-

! h WA Relationship Authorisation Managern

=) - Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations My representatives My entities Pending requests o Event history

My dashboard » Manage authorisations > isations by

Authorisations by representative

Authorisations Pending requests

has the following pending requests from representatives who want to act on their behalf.

Showing 1 of 1 requests

Entity @ Service @ Authorisation type @ Start date End date Request ty... Date requested Action

Service User 08 Nov 2022 25Dec 2022 Extension 08 Nov 2022 REV\EW

Alternatively you can sign out by selecting your name at the top of the page and clicking on the
“Sign out” button or close the service via the x in the top of the browser. I

,x+</¢

/fwwow.waram.digital wa.gov.au/external

i - Wate Work Links Dramas et Cinline Novels TV Shows and Mov Closed Captions Miscellsnaus Other Work Boskm.. Trip

My dashboard Accept or decline an invitation My authorisations My represematives v My entities

This completes the step-by-step instructions for the “Authorisations by representative: approve
or decline a pending request”.
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STEP 18

Search by entity

Step 18: If not already visible, select the “Search by entity” tab. Enter the relevant search criteria in
any single, or combined, field and click the “Search” button.

~

Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

Manage authorisations

Search by representative @ Search by entity @

Search by using a combination of any of the fields below:

Name ABN, ACN or IARN

NOTE: This page will display the first 20 businesses and people. To find the entity you require,
you can:

* enter further details into the search criteria and then click the “Search” button; or

» scroll through the results using arrows located at the bottom right side of the list.

If there are no matching results, the page will display “No results were found”. Click the “Clear” but-
ton to reset the page and amend your search criteria.

Accessibility Contact us

Pending requests

My entities v

My representatives v

My dashboard cept or decline an invitation My authorisations

My dashboard > Manage autfp

Manage agthorisations

Search by representatige @ Search by entity @

Search by using a combirfgtion of any of the fields below:

Hame

= -y

No results were found.

ABN, ACN or IARN

Suggestions:

= Check your spelling and try again.
« Be less specific with your search criteria to return a wider search result.
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STEP 19

Click on the “Entity name” hyperlink in the list to view the authorisations and pending requests
associated with the business.

Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations My representatives w My entities Pending requests o

anage authorisations

Fearch by representative @ Search by entity @

ABN, ACN or IARN

ABN ACN IARN Action

DEP: View other ..

Why am | seeing this name? w

STEP 20.

You should now be able to see the “Authorisations by entity” page.

WA Relationship Authorisation Manager

Accessibility Contact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

My dashboard > Manage authorisations > Authorisations by entity
. - .
Authorisations by entity
(A )

(ABN:

Authorisations Pending requests

has authorised the following representatives to act on their behalf.

B Display expired and removed authorisations.

Showing 2 records found

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
Ca Associations, Co-operatives ... Service Administrator 19 Nov 2021 None Active Yes
Ma Associations, Co-operatives ... Service Administrator 22 Feb 2022 None Active Yes H
temsperpage: 20 ~ 1-20f2
Why am | seeing this name? v
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STEP 20 cont..

NOTE: The “Authorisations by entity” page displays two tabs, “Authorisations” and “Pending re-
quests”. The selected tab is identified with a bold orange underscore. When opening this page,

“Authorisations” is the default selected tab.

v

WA Relationship Authorisation Manager
Accessibility Contact us

Pending requests

My entities v

My authorisations My representatives v

My dashbjard Accept or decline an invitation

Manage authorisations » isations by entity m

risations by entity

My dashboard

Auth

(ABN

Authorisations Pending requests

has authorised the following representatives to act on their behalf.

B Display expired and removed authorisations

Showing 1 record found

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
[ Associations, Co-operatives .. Service Administrator 19 Nov 2021 None Active Yes
ems pel e 20 «

Why am | seeing this name?

NOTE: At this stage you have two possible actions, these include:
1. view authorisations associated with the entity, go to Step 21; or

2. view pending requests associated with the entity, go to Step 24.
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STEP 21

Authorisations by entity: view, edit, remove, disable or enable an authorisation.

If not already visible, select the “Authorisations” tab. Any active or disabled authorisations will be
displayed towards the bottom of this page.

fe .
rj.?i WA Relationship Authorisatio 1 Manager = :

S Accessibility Contact us
GOVERNMENT OF
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My authorisatgns My representatives v My entities + Pending requests
- . -
Authorisations by entity
(ABN! )

Authorisations Pending requests

has authorised the following representatives to act on their behalf.

B Display expired and removed authorisations

Showing 1 record found '

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
c: Associations, Co-operatives Service Administrator 19 Nov 2021 Nane Active Yes
page: 20 -~

Why am | seeing this name?

NOTE: This page will display the first 20 authorisations. To find the authorisation you require,
you can scroll through the results using the arrows located at the bottom right side of the list.

You will always be able to see your own authorisation i.e. the authorisation which gives you
authority to act on behalf of the entity.

To see any expired or removed authorisations, click on the toggle for “Display expired and removed
authorisations”, located underneath the selection tabs.

Accessibility ~ Contactus

iy dashboard Accept or decline an invitation

My authorisations My representatives v My entities v Pending requests

Alithorisations by entity

(ABN:

Althorisations Pending requests

as authorised the following representatives to act on their behalf.

M Display expired and removed authorisations

Showing 1 record found

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
c Associations, Co-operatives .. Service Administrator 19 Nov 2021 None Active Yes
€20

Why am | seeing this name?
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STEP 21 cont..

When selected, this toggle will turn orange in colour, if you have expired or removed authorisations
they will be displayed underneath the toggle.

y dashboard Accept or decline an invitation My authorisations My representatives v My entities v

Pending requests

(ABN:

ithorisations Pending requests

has authorised the following representatives to act on their behalf.

@ Display expired and removed authorisations.

Showing 5 records found

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
Ca Associations, Co-operatives .. Service Administrator 19 Nov 2021 None Active Yes
M Associations, Co-operatives ... Service User 25 Jan 2022 27 Jan 2022 Removed Yes H
Ma Associations, Co-operatives .. Service Administrator 28 Jan 2022 None Removed Yes H
Ki Associations, Co-operatives ... Service User 28 Jan 2022 29 Jan 2022 Removed Yes H
Ma Associations, Co-operatives .. Service Administrator 22 Feb 2022 None Active Yes H
e 20 - 5of5
Why am | seeing this name? ~

STEP 22.

Find the authorisation you require in the list of authorisations now displayed. Once you have found
the authorisation, click on the three dots located on the far right side under the Action heading.

WA Relationship Authorisation Manager

Accessibl Contact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities ~ Pending requests

My dashboard > Menage authorisations > Authorisations by entity

- Options
Authorisations by entity
(ABN )
Authorisations Pending requests
has authorised the following representatives to act on their behalf.
@ Display expired and removed authorisations.
Showing 2 records found
Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
Qg Associations, Co-operatives Service Administrator 19 Nov 2021 None Active Yes
Ma Associations, Co-operatives ... Service Administrator 22 Feb 2022 None Active Yes
e e e 20 - 20f2

Why am | seeing this name?
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STEP 22 cont..

Alternatively the “Options” button found near the right top of the page allows you to “Remove all”,
“Disable all” or “Enable all” authorisations displayed in the list. These actions behave in the same
manner as the remove, disable and enable functions except they apply to all active and disabled au-
thorisations on the page.

WA Relationship Authorisation Manager

Accessibility Ct itact us

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests
My dashboard > Manage authorisations > isations by entity ==« Options
Authorisations by entity el
(ABN: ) Enable all
Disable all
Authorisations Pending requests

has authorised the following representatives to act on their behalf.

B Display expired and removed authorisations

Showing 2 records found

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
Ca Associations, Co-operatives .. Service Administrator 19 Nov 2021 None Active Yes H
Ma Associations, Co-operatives .. Service Administrator 22Feb2022  None Active Yes :
e 20
Why am | seeing this name? v

If you select “View”, the details of the selected authorisation will be displayed. Click the
“Close” button located to the bottom left to hide the authorisation details. You can view details
for removed and expired authorisations.

Active authorisation details

Entity @
Name This entity is also known as

There are no other names associated with this entity.
ABN

Representative @

Name Email

@
Authorisation details @
Service Authorisation type
Associations, Co-operatives and Charities WA Service Administrator
Start date End date
19 November 2021 None
Verified
Yes
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STEP 22 cont..

If you select “Edit”, the details of the selected authorisation will be displayed, allowing you to
amend the end date. Click the “Save” button to retain any changes or the “Cancel” button to hide
the authorisation details.

Active authorisation details

Entity @

Name This entity is also known as
There are no other names associated with this entity.

ABN

Representative @
Name Email

®

Authorisation details @

Service Authorisation type
Assoclations, Co-operatives and Charities WA Service Administrator
Start date End date

22 February 2022 None

Verified
Yes

Review authorisation details

SRS
- =

The representative will receive an email advising them that the authorisation end date has
been changed.

If you select “Remove”, you will be asked to confirm if you want to remove the authorisation.
Click Yes to continue or No to retain the authorisation. Remove is limited to active and disabled
authorisations. Once removed an authorisation is finalised. To reinstate the authorisation you will
need to send a new invitation.

You are removing the authorisation for to act for when using the service Geophysical Survey Index
(MAGIX). Any associated pending requests for extension will be withdrawn.

This action cannot be undone. Do you want to continue?

B -

Once the authorisation is removed, it will no longer appear amongst the authorisations on the
“Authorisations by entity” page. The representative will receive an email advising them that the
authorisation has been removed.

To see the removed authorisation, click on the toggle for “Display expired and removed
authorisations”, located underneath the selection tabs.

If you select “Disable”, you will be asked to confirm if you want to disable the authorisation. Click
Yes to continue or No to leave the authorisation as is. Disable is limited to active authorisations.
Once an authorisation is disabled, the representative cannot act on behalf of the business until the
authorisation is re-enabled.

‘You are disabling the autherisation for to act for when using the service . The authorisation will need to be enabled again before they
can access the related services.

Do you want to continue?

& -
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STEP 22 cont..

If you select “Enable”, you will be asked to confirm if you want to enable the authorisation.
Click Yes to continue or No to leave the authorisation disabled. Enable is limited to disabled
authorisations. Once an authorisation is enabled, the representative is authorised to act on behalf

of the business again.

You are enabling the authorisation for to act for when using the service

& -

Do you want to continue?

STEP 23.

To continue using the WARAM, click on the “My dashboard” tab located at the top of the page.

WA Relationship Authorisation Manager

Accessibility Contact us

g llgshboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests

My doshioad > Monage auhorsaions > Autiaisallons by eny

Authorisations by entity

(ABN: )

Authorisations Pending requests

has authorised the following representatives to act on their behalf.

I Display expired and removed authorisations.

Showing 1 record found

Family name Given name(s) Service Authorisation type Start Date End Date Status Verified Action
C: Associations, Co-operatives Service Administrator 19 Nov 2021 None Active Yes
ltems per page: 20 ~

Why am | seeing this name?

Alternatively you can sign out by selecting your name at the top of the page and clicking on the
“Sign out” button or close the service via the x in the top of the browser. I

L 2 @ @ nitps//wwwowaram digital.wa.gov.au/external

825 Apps R Raicuten Viki - Watc Wark Links Dramas et 8l Crnline Novels TV Shows and Mov Clozed Captions Miszellancus Other Work Bockm... Tig §3 Windows 10 Updat.. (2 Business Ansiyst [ Backup and Restore..

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v

This completes the step-by-step instructions for the “Authorisations by entity: view, edit, remove,
disable or enable an authorisation”.
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STEP 24

If not already visible, select the “Pending requests” tab. Any pending requests will be displayed
towards the bottom of this page.

W/ Relationship Authorisation Manager

Accessibility Contact us

My dashboard Adept or decline an invitation My authorisations My representatives v My entities v Pending requests ° Event history

My dashboard > Manage authdlisations > Authorisations by entity

Authorisatjons by entity

(ACN )

Authorisations Pending requests

1 has the following pending requests from representatives who want to act on their behalf.

Showing 2 of 2 requests

Representative @ Email Service @ Authorisa... Startd.. End date Requestt... Date requ... Action
Service Adm.. 08Nov20.. 25Nov2022 New 08 Nov 2022 Review
Service Adm.. 08 Nov20.. None New 08 Nov 2022 Review
20 ~
Why am | seeing this name? v

NOTE: This page will display the first 20 requests. To find the request you require, you can
scroll through the results using the arrows located at the bottom right side of the list.

If there are no pending requests the page will display “There are no pending requests.” and you
should skip to Step 30. If there are pending requests, go to Step 25.

WA Relationship Authorisation Manager

Accessibilty  Contact us

My dashillard Accept or dacling an invitation My authorisations My representatives ~ My entities Pending reguests

My dashboard Manage authorisations > Autherisations by entity

Authgrisations by entity

(ABN

hs Pending requests

IThere are no pending requests. I
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STEP 25

Find the request you require in the list of pending requests now displayed. You can approve or
decline a request via the “Review” hyperlink on the far right side under the Action heading.

. v
. . . . -
WA Relationship Authorisation Manager
Accessibility | ontactus
My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests o Event history
My dashboard » Manage authorisations > i by entity
Authorisations by entity
(ACN )
Authorisations Pending requests
+has the following pending requests from representatives who want to act on their behalf.

Showing 2 of 2 requests v

Representative @ Email Service @ Authorisa... Startd... End date Requestt... Date requ... Action
Service Adm..  08Nov20..  25Nov2022 New 08 Nov 2022 Review
Service Adm.. 08 Nov20.. None New 08 Nov 2022 Review

Why am | seeing this name?

STEP 26.

You should now be able to see the “Approve or decline an authorisation request” page or the
“Approve or decline a request for extension” page.

* Read through all details carefully.
* Read through the declaration located at the bottom of the page.
« |If present, read through the consent located at the bottom of the page.

e If the request is for a new authorisation and you do not agree with the requested information,
you can change the requested Authorisation type, Start date and End date.

e If the request is for an extension to an existing authorisation and you do not agree with the
requested information, you can change the requested End date.
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STEP 26. cont..

* ébt WA Relationship Authorisation Manager

e Accessibility Contact us
GOVERNMENT OF
WESTERN AUSTRALIA

My dashboard Accept or decline an invitation My autherisations My representatives v My entities v Pending requests o Event history

My dashboard > Manage authorisations > Authorisations by entity > Approve/decii i request

Approve or decline an authorisation request

Review and either approve or decline this request

(] (]

Representative

Entity

Current legal name Name

Other names associated with the entity

Authorisation details @

Service Authorisation type Start date End date
Service Administrator 08 November 2022 25 November 2022

Confirm these details are correct before approving the request

[ Change Authar

tion type

Service Administrator

[ Change start date
08 Nov 2022 ]
[ Change end date
25 Now 2022 al [ No end date
&
Declaration

| declare that:

| have used my own account to access this service.
| am creating a relationship between the entity and the representative named above.
| am authorised to create this relationship on behalf of the entity named above.
| understand that by creating this relationship:
o the representative named above will be authorised to transact on behalf of the entity named above with the service named above.
o all decisions and actions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o the entity named above will not be notified when the representative whom | have authorised chooses to transact on behalf of the entity with the service named above.
o the representative’s name and email address may be shared with the service named above.
| have reviewed and, where appropriate amended, the request details and these correctly reflect my intent.
| understand that by creating this relationship:
o the representative named above will be able to authorise other representatives to transact on behalf of the entity named above with the service named above.
o 1 will not be notified when the representative named above autharises other representatives to transact on behalf of the entity named above with the service named above

-

[ I understand and accept this declaration

NOTE: At this stage you have three possible actions, these include:
1. approve the request, go to Step 27;

2. decline the request, go to Step 28; or

3. Should you not agree with the Declaration or Consent or you wish to exit this transaction,
click on the “Cancel” button and go to Step 30.

- WARAM User Guide - Managing authorisations to act on behalf of a business




STEP 27.

If the details on this page are correct, you agree with the Declaration and you wish to approve the
request, click on the “l understand and accept this declaration” checkbox and then click on the
“Approve” button. If present, you must also select the “l understand and consent to the sharing of
my personal information” checkbox.

t W, \ Relationship Authorisation Manager

Accessibility Contact us
G ENT OF
WESTERN AUSTRALIA

My dashboard ccept or decline an invitation My authorisations My representatives v My entities v Pending requests ° Event history

My dashboard > Manage fiithorisations > Authorisations by entity > Approve/decline authorisation request

Approve pr decline an authorisation request

Review and either §pprove or decline this request

Entity ° Representative L

Current legal r :me Name

Other names asso ated with the entity

Authorisati n details ®

Service Authorisation type Start date End date
Service Administrator 08 November 2022 25 November 2022

Confirm tfjese details are correct before approving the request

[ Change Authorisatiih type

Service Admirgstrator -
[ Change start datj

08 Nov 2023 [l
[ Change end dfll ——————————————

25 Nov 20! ] O No end date

Decliration

| geclare that:

| have used my own account to access this service.
| am creating a relationship between the entity and the representative named above.
| am authorised to create this relationship on behalf of the entity named above.
| understand that by creating this relationship:
o the representative named above will be authorised to transact on behalf of the entity named above with the service named above.
o all decisions and actions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o the entity named above will not be notified when the representative whom | have authorised chooses to transact on behalf of the entity with the service named above.
o the representative’s name and email address may be shared with the service named above.
| have reviewed and, where appropriate amended, the request details and these correctly reflect my intent.
I understand that by creating this relationship:
o the representative named above will be able to authorise other representatives to transact on behalf of the entity named above with the service named above.
& | will not be notified when the representative named above authorises other representatives to transact on behalf of the entity named above with the service named above

.

.

| understand and accept this declaration

NOTE: Please ensure you read the declaration and, if present, the consent carefully.
The declaration will change according to the nature of the request.

The requestor will be notified that their request has been approved by email. If the request is for
a new authorisation then an authorisation will now be present. Once approved, only the end date
for the authorisation can be modified. If the request is for an extension then the authorisation will
remain in place. Instructions on how to edit or remove an authorisation can be found in this guide.
After clicking the “Approve” button, go to Step 29.
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STEP 28.

Should you wish to decline this request, click on the “Decline” button, located at the bottom left of

the page.

e i\ WA R« lationship Authorisation Manager
— Accessibility Contact us

My dashboard Accepfpr decline an invitation My autherisations My representatives v My entities v Pending requests e Event history

My dashboard > Manage authorisaflbns > Authorisations by entity > Approvere request

Approve or decline an authorisation request

Review and either approvd or decline this request

Confirm these dptails are correct before approving the request

[ Change Autharisation type

Service Administrator

[ Change start date

08 Nov 2022 ]

il [ No end date

[ Change end date

25Nov 2022

Declaratiol

| declare fhat:

« | have usefl my own account to access this service.
« | am creafing a relationship between the entity and the representative named above.
« | am authfiirised to create this relationship on behalf of the entity named above.

« | understghd that by creating this relationship:
o the fepresentative named above will be authorised to transact on behalf of the entity named above with the service named above.

o all gecisions and actions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o thefentity named above will not be notified when the representative whom | have authorised chooses to transact on behalf of the entity with the service named above.

o thy
» | have rg

« | underfand that by creating this relationship:
o thffrepresentative named above will be able to authorise other representatives to transact on behalf of the entity named above with the service named above.

o | Il not be notified when the representative named above autharises other representatives to transact on behalf of the entity named above with the service named above

epresentative’s name and email address may be shared with the service named above.
hiewed and, where appropriate amended, the request details and these correctly reflect my intent.

[ | understan d accept this declaration

The requestor will be notified that their request has been declined by email.

- WARAM User Guide - Managing authorisations to act on behalf of a business



STEP 29.

You will now be taken to the “Request approved” or “Request declined” page. The page will con-
firm that the request has either been accepted or declined. Click on the “Continue” button located
at the bottom of this page.

* v

i‘ Zgji WA Relationship Authorisation Manager i

R

Ll WL -
Accessibility Contact us
GOVI INMENT OF b S st
WESTE N AUSTRALIA

\i@dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests
My das@board > Authorisation request

Authorisation request approved

The afthorisation request has been approved and the person who made the request has been notified

You'\dificlose this screen, or continue to the My dashboard page.

STEP 30.

To continue using the WARAM, click on the “My dashboard” tab located at the top of the page.

i‘ l_ct li WA Relationship Authorisation Manager = v

;..L__‘ ¢ . .3 Accessibility Contact us
BOVERNI F i el
WESTERN A RALLA

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v Pending requests ° Event history

My dashboard » Manage authorisations > Authorisations by entity

Authorisations by entity

(ACN )

Authorisations Pending requests

1 has the following pending requests from representatives who want to act on their behalf.

Showing 2 of 2 requests

Representative @ Email Service @ Authorisa... Startd.. End date Requestt.. Date requ... Action
Service Adm.. 08Nov20.. 25Nov2022 New 08 Nov 2022 Review
Service Adm.. 08Nov20.. None New 08 Nov 2022 Review

= 20 -

Alternatively you can sign out by selecting your name at the top of the page and clicking on the
“Sign out” button or close the service via the x at the top of the browser.

My dashboard Accept or decline an invitation My authorisations My representatives v My entities v
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This completes the step-by-step instructions for the “Authorisations by entity: approve or de-
cline a pending request”.

Need further assistance?

Contact the government agency which supports the service you are trying to access.
Contact details are available:

1. the “Contact us” link found in the WARAM header; or

2. the “Need assistance?” section in the WARAM footer.
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