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Approving or declining a pending request
Requests are submitted by people who wish

¢ to act on behalf of a business i.e. a “New” request; or

¢« extend an existing authorisation which is due to expire i.e. an “extension” request.

The request does not come into effect unless the request is approved.

To approve a new request or an extension to an existing authorisation to act on behalf of a
business, you must be set up as an administrator (i.e. “Service Administrator”) in order to
approve or decline requests. You can obtain administrator rights by submitting your own
request. Please be aware that you may be asked to provide proof that you are allowed to act
on behalf of the requested business. Once your request has been approved, you may then
approve or decline other requests.

You can also approve requests to extend an authorisation to act on your behalf.
Requests automatically expire after 30 days if they are not actioned.

NOTE: New requests cannot be submitted to act on behalf of another person.
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How to approve or decline a pending request
Sign into the WARAM. This will automatically start you at the “My dashboard” / “Welcome” page.

NOTE: Should you have a request pending, an indicator showing the number of requests
will display next to the “Pending request” menu, located to the top right side of the page,
and additionally be displayed as a link in the centre of the page.
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Click on either the “Pending requests” menu, located to the top right side of the page, or the
“Pending requests” link located in the centre of the page.
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You should now be able to see the “Review pending requests” page. Any pending requests will be
displayed towards the bottom of the page.

My dashboard ACCEpt or decline an invitation My authorisatons My représentatives w My entities ~ Pending requests e Event history
My dashhoatd 3 Review pending authorisation requests
Review pending requests
Entity or representative name Email ABM, ACN of IARN
R U
Al ¥ Sarvice by Pending
Apply  (IEEEY
Entity & Representative @ Email Sarvice @ Authorisation type @ Fequest type Date reque_ Action
@ Service Administrator New 08 Nov 2022 Reviaw
@ Service Administrater New 08 Nov 2022 Revlew
@ Service User Extension 08 Nov 2022 Review
0 -
Why am | seeing this name?

NOTE: This page will display the first 20 requests. To find the request you require, you can:
e enter further details into the search criteria and then click the “Apply” button; or
e scroll through the results using the arrows located at the bottom right side of the list.

To view an old request, change the Status dropdown (which is always defaulted to
“Pending”) to “All” and then click the “Apply” button.

If there are no pending requests the page will display “No results were found” and you
should skip to Step 22. If there are pending requests, go to Step 4.

Accessibility  Contact us

Accept or decline an invitation My autharisations My representatives v My en e Pending requests
sabiboard 3 Ruview pending authoriation ieguests

Review pending requests

Entity or representative name Emsail ABN, ACH or IARN

Al - Service - Pending

[ [

No results were found.
Suggestions:

+ Check your spelling and try agam,
= Be less specific with your search criteria 1o return a wider search result
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Once you have found the request, check the Request type heading to determine the nature of the

request and then click on the hyperlink titled “Review”, located to the right of the list of pending
request, underneath the Action heading.

* If the Request Type is “New”, go to Step 5; or

* If the Request Type is “Extension”, go to Step 14.

WA Relationship Authorisation Manager

Why am | seeing this name?

My dashboard Accept or decline an invitation My authorisations My representatives v My entities « Cending requests o Event history
My dashboard > Review pending authorisation requests
Review pending requests
Entity or representative name Email ‘ ABN, ACH or IARN
I
F Request type - Stahus
All | Senvice N Pending "
- J L
- [
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque...
@ Service Administrator New 08 Nov 2022
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review
age: 20 -
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Approving or declining an authorisation request

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

« Read through all details carefully.

 Read through the declaration located at the bottom of the page.

* |If you do not agree with the requested information, you can change the requested
Authorisation type, Start date and End date.

Accessibility

My authorisations My representatives

My vl > iy

5 3 Approvesdecline sutherisation request

Appfoﬁe or decline an authorisation request

Review and either approve or decline this request
Entity . Representative .
Current legal name Name Email

Ofter e < with tha sality
Autharisation detalls @

Servioe Authorisation type Start date End date
Service Administrator 08 Novembor 2022 25 Novernher 2022

Confirm these details are correct before approving the request

Change Aus -ty

Service Administraton

08 Mov 2022 o

25 Now 2022 B [ No end date

Declaration

| declare that:

= | have used my own account to access this service.
» | am creating a refationship between the entity and the representative named above.
= | am autherized 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 1o fransact on behalf of the entity named above with the service named above.
a all decisions and actions undertaken by the representative named above with the service named above will be treated as appeoved by the entity.
@ the entity named above will not be notified when the ive whom | have authorised chooses 1o transact on behalf of the entity with the service named above.
o he representative’s name and email address may be shared with the service named abaove.
» | have reviewed and, where appropriate amended, the request details and these comectly reflect my intent
= | understand that by creating this relationship:
o 1he representative named above will be able 1o 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 1o transact on behalfl of the emity named above with the service named above.

[ | understand and accept this declaration

Cancel Decline |m

Contect us
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Step 5. cont...

Some online services may require you to add or review information which is specific to the
online service. In this case the “Review additional information” will be visible. Selecting this
option will open a custom page in a separate tab.

WA Relationship Authorisation Manager -

Acceasdility Contact us

e M @ Pandhing [eguEsts
ENLANYES v My ENDDES w Fefdng requests o

iy dashibosrd > Review pending requesis > Approve/decling uthorisation sequest

Approve or decline an authorisation request

Review and either approve or decline this request

Entity . Representative .
Current legal name

Cothar Rl iksotiatid with the sntity

Authorisation details @
Service Authorisation type
ST

Review additional information

Confirm these details are correct before approving the request

Service User v
25 Jul 2024 B

Change end date E No end date

Declaration

| declare that:

| have used my own account 1o access this service,
| am creating a relationship between the entity and the representative named above.
| am authorised 1o create this relationship on behail of the entity named above.
| understand that by creating this refationship:
= the representative named above will be authorised to transact on behalf of the entity named above with the service named above
= all decisions and actions underiaken by the representative named above with the service named above will be treated as approved by the entity.
& the entily 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 defails and these comectly reflect my intent

* = & =

[ 1 understand and actept this declaration

Cancel Decline m

NOTE: At this stage you have three possible actions, these include:
1. approve the request, go to Step 6;
2. decline the request, go to Step 10; or

3. should you not agree with the Declaration or wish to exit this transaction, click on the
“Cancel” button and go to Step 22.
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Step 6.

Approve an authorisation request

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.

WA Relat onship Authorisation Manager
Accessibility Contoct us

VER
WESTERN AUSTRALLA

My dashboard Accept or dgline an Invitation My authorisations My representatives w My entities v Pending requests ° Event history

¥ Review pending authorigition requests 3 Approve/decline authorfsation request

Approve or d¢cline an authorisation request

Review and either apprave gf decline this request

Entity . Representative e
Current legal name Name

Other names asanciated with 1 » entity

Authorisation deta’ s @

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

Confirm thesejdetails are correct before approving the request

[ Ehange Autharisation typs

Service Administralo)

Charsge slat date

08 Nov 2022

25 Mov 202 jou] [0 No end date

have used my own account 1o access this service.
am creating a relationship between the entity and the representative named above.
| am authoriged 1o create this relationship on behalf of the entity named above,
| understand that by creating this relationship:
o he representative named above will be authorised to transact on behalfl 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 1o 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
o | 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.

O | understand and accept this declaration

Cancel ‘Decline

NOTE: Please ensure you read the declaration carefully. The declaration when approving a
service administrator is different to that when approving a service user.
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You should now be able to see the “Authorisation request approved” page. Click on the
“Continue” button located at the bottom of the page.

Accessibility  Contact ue

Accepl or dechine an mvitalion My authorisations My representatives My entities w Pending requests
rd 3 Authorisation request

thorisation request approved

onisation request has been approved and the person who made the request has been notified

jose this screen, or continue to the My dashboard page.

Continue

The requestor will be notified that their request has been approved by email and an authorisation
will now be present. Once approved, only the end date for the authorisation can be modified.
Please see the instructions titled “Managing authorisations” for details on how to edit or remove
an authorisation.

You will now be taken back to the “Review pending requests” page, which displays any remaining
pending requests.

i‘hn‘;':
Jgi WA Relationship Authorisation Manager

Accessibility  Contact us

My dashboard Accept or decline an invitation My authonsations My representatives My entities Pending requests o Event history
My disbibmaid 3 Review pending authorisation requests
Entity or representative name Email ABN, ACH or IARN
a - Status
Al - Service * Pending T
Apply Clear |
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque.. Action
@ Service Administrator New 0% Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extengion 08 Nov 2022 Review
Why am | seeing this name? ~
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Accept or decline an invitation My authorisations My representatives « My entities Pending requests o Event history
My ard ¥ Review pending authorisation requests
eview pending requests
T |
Entity or representative name Email ‘ ABN. ACN or IARN
| ||
Request type - = [ Status -
Al i Service - Pending "
[
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque... Action
@ Service Administrator New 08 Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review
] 1
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 tkﬂ at the top of the browser. \

@ WA Reanonship Aurmcrsation . X ‘

& W Rt e waram digital a gov i,
R

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

This completes the step-by-step instructions for the “Approve an authorisation request”.
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Decline an authorisation request

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

GOV T
WESTERN AUSTRALIA

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

hding satho

sts 3 Approve/decline authorisation request

Approve or decline an authorisation rgquest

Review and either approve or decline this request

Entity Representative e

Current legal name Name

Other names assnciatod with tha 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 Authorisation typs

Service Administrator A
I Change stat date 1
08 Nov 2022 al
[ Changs end date = -
25 Nov 2022 o) O No end date
Declaration
| declare that:

+ | have used my own account 1glccess this service.
» | am creating a relationship bffween the entity and the representative named above.
+ | am authoriged 1o create thii¥ relationship on behalf of the entity named above.,
« | understand that by creatig this relationship:
o the representative ngfned above will be authorised w transact on behall of the entity named above with the service named above.
o all decisions and ggtions undertaken by the representative named above with the service named above will be treated as approved by the entity.
o the entity named ghove 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 representatght's name and email address may be shared with the service named above.
o | have reviewed ancffvhere appropriate amended, the request details and these correctly reflect my intent
+ |understand that @ creating this relationship:
effative named above will be able to authorise other representatives to transact on behalf of the entity named above with the service named above
o | will not bffnotified when the representative named above authorises other representatives 10 transact on behalf of the entity named above with the service named above.

O | understand ang

Cancel m Approve

et this declaration

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

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

My dashboard > Authorisation request

Authorisation request declirfed

The authorisation request has been declge®and the person who made the request has been notified.

You can close this screen, ggginue to the My dashboard page.

You will now be taken back to the “Review pending requests” page, which displays any remaining
pending requests.

WA Relationship Authorisation Manager

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

My ! ¥ Review pending authorisation requests

Review pending requests

Entity or representative name Email ‘ ABN, ACH or IARN

F Request type [ Status
All - | Senvice N Pending "
|2 | |
- [
Entity @ Representative @ Email Service @ Autherisation type @ Request type Date reque... Action
@ Service Administrator New 08 Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review
o 20 -
Why am | seeing this name? -
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Accessibility  Contact us

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

M

d ¥ Review pending authorisation requests

Review pending requests

Entity or representative name Email | ABN, ACN or IARN

T [ Status -
Al i Service - Pending "
-
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque... Action
@ Service Administrator New 08 Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review
ge: 20 w
Why am | seeing thic 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 at the top of the browser.

Accept or decline an invitation My authorisations My representatives w

This completes the step-by-step instructions for the “Decline an authorisation request”.
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Approve or Decline a pending request for extension

You should now be able to see 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 you do not agree with the requested information, you can change the requested End date.

Accessibility  Conlact us

Accept or decline an invitation Ry

ithonsations

My entities Pending requests o Event

My dashbeard > Review pending authcrisation requests >  Approve/desline extention request

Approve or decline a request for extension

Review and either app or decline this request for ext

Entity b Representative b

Current legal name Name Email

Othes 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

Chamge v date

25 Dec 2022 ) [0 No end date
Declaration and consent

| declare that:

| have used my own account 10 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 relatienship:
o the representative named above will be authonsed 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 reated as approved by the entity.
o the entity named above will not be notified when the representative whom | have autherised chooses 1o trangact on behalf of the entity with the gervice 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 15;
2. decline the request, go to Step 19; or

3. should you not agree with the Declaration or wish to exit this transaction, click on the
“Cancel” button and go to Step 22.
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Approve a request for extension

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.

WA Rela' ionship Authorisation Manager

My representatives ~ My entities ~ Pending requests o Event history

> Approve/decline extension request

Approve or decline a request for extension

Review and either approv¥ or decline this request for extension

Entity © Representative ©

Current legal name - Name Email

Othver s yssocisted ( ith e entity
Authorisation d Aails ®

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

Confirm thgse details are correct before approving the request

Requested end gate
25 December 2§22

[ Change end date

25 Dec 2022 O No end date

authorised to extend this relationship on behalf of the entity named above.

derstand that by extending this relationship:

o the representative named above will be authorised to transact on behalf of the emity 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 detalls and these correctly reflect my intent.

[ 1 understand and accept this declaration

NOTE: Please ensure you read the declaration carefully.
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You should now be able to see the “Request for extension approved” page. Click on the “Continue”
button located at the bottom of the page.

Acccssibility

My dashboard Accept orgEcline an invitation My authorigations My representatives My entities w Fending requests

Request §Or extension approved

The request fogxtension has been approved and the person who made the request has been notified.

You can glgffe this screen, or continue to the My dashboard page.

Continue

The requestor will be notified that their request has been approved by email and the end date of the
authorisation will now be adjusted. Please see the instructions titled “Managing authorisations” for
details on how to edit or remove an authorisation.

Step 17.

You will now be taken back to the “Review pending requests” page, which displays any remaining
pending requests.

WA Relationship Authorisation Manager =

Acooselblity

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

My dashboard > Review pending authorisation requests

Review pending requests

Entity or representative name Email ‘ ABN, ACN or IARN
| ||
F Request type T [ Status
All - | Senvice N Pending "
| 17 | |
- [
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque... Action
@ Service Administrator New 08 Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review

ge: 200 -
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Accessibility  Contact us

d My authorisations My representatives ~ My entities Pending requests o Event history
My dashboard > Review pending authorisation requests
eview pending requests
|
Entity or representative name Email | ABN, ACN or IARN
sty - 97 9 [ Status -
Al i Service - Pending "
-
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque... Action
@ Service Administrator New 08 Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review
] 1
Why am | seeing thic 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 at the top of the browser.

—
@ WA Retionshia Auneraanon . X ‘

« . WA arAm ATl wa Qo a1

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

This completes the step-by-step instructions for the “Approve a request for extension”.
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Decline a request for extension

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

the page.

My dashboard

2 Review pe

d

[ Change

25 Dec 2022

Agcept or degline an invitation My authorisations

Approve or de¢line a request for extension

Pending requests o

My representatives ~

i 7 Approve/decline extension request

Review and either approve or glecline this request for extension
0 0 b 0 0
Confirm these defails are correct before approving the request
Requested end date
25 December 2022

[0 No end date

Declaration and cons

| declare that:

= | have used my o

nt

n account 10 access this service.

| am extending g
| am authorised
d th

| underst

existing relationship between the entity and the representative named above,
extend this relationship on behalf of the entity named above.

o the repres

by Jing this relationshi
htative named above will be authorised to transact on behalf of the entity named above with the service named above.

o all decisig
o the entity)

s and actions undertaken by the representative named above with the service named above will be treated as approved by the entity.
tamed above will not be notified when the representative whom | have autherised chooses to transact on behalf of the entity with the service named above.

lentative’s name and email address may be shared with the service named above.

-

The requestor will be notified that their request has been declined by email.
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You should now be able to see the “Request for extension declined” page. Click on the “Continue”
button located at the bottom left of the page.

WA Re/ ationship Authorisation Manager -

Accessibility Contoct us

Acglent or decline an invitation My authorisations My repregeniatives «

My entities w Pending requests

You will now be taken back to the “Review pending requests” page, which displays any remaining
pending requests.

WA Relationship Authorisation Manager

My dashboard Accept or decline an invitation My authorisations My representatives « My entities « Pending requests o Event history
My card ¥ Review pending authorisation requests
Review pending requests
Entity or representative name Email ‘ ABN, ACN or IARN
I
F Request type [ Status
All - | Senvice N Pending "
- J L
- [
Entity @ Representative @ Email Service @ Authorisation type @ Request type Date reque... Action
@ Service Administrator New 08 Nov 2022 Review
@ Service Administrator New 08 Nov 2022 Review
@ Service User Extension 08 Nov 2022 Review
o 20w
Why am | seeing thic name? -
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ard ¥ Review pending authorisation requests

Review pending requests

Entity or representative name

All N
o
Entity @ Representative @

Why am | seeing this name?

Accept or decline an invitation My authorisations

Email

Service

My representatives «

Service @

My entities Pending requests o

I Status -

Pending

Autherisation type @
Service Administrator
Service Administrator

Service User

| ABN. ACN or IARN

Request type
New
New

Extension

20 -

Event history

Date reque...

08 Nov 2022

08 Nov 2022

08 Nov 2022

Action
Review
Review

L

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 of decline an invitation

This completes the step-by-step instructions for the “Decline a request for extension”.

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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https://www.waram.digital.wa.gov.au/contact

