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Inviting a person to act on your behalf

To act on your behalf, a person must have authorisation. You can invite anyone to act on
your behalf.

If you are a sole trader with an ABN or you require a person to act on behalf of your business
or volunteer organisation, please refer to the instructions titled, “Inviting a person to act on
behalf of a business”.

To invite another person (“a representative”) to represent you, you may, depending on the
online service, be required to sign in using an account against which you have already verified
your identity. This restriction is a protection against identity thief and fraud.

The person you are inviting to be a representative will be emailed an invitation with a code.
They will have 14 days to sign in and enter the code to accept the invitation.

Before starting, ensure you have the given name(s), family name and email address
associated with the person you are inviting. The name you supply on the invitation must
exactly match the name they have recorded against their account.
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How to invite another person to act on your behalf

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 decling an invitation My authorisations My representatives ~ My entities ~ Pending requests

Welcome

If you are a first time ar infrequent customer of the WA Relationship 4 ation Manager please read this
Accept or decline an My authorisations My representatives My entities
invitation Businesses or people you are Invite and manage the people or Adrminister the business entities you
Accept an Invitation 1o act on behalf currently authorised 1o act an behalf businesses who are authorised 1o act represent or request access toa
§ \ SIness
of a business or person. ot on your behalt. business
- - - -

Accessibility Conftact us

My dashboard Accept or decling an invitation My authorisatiNg My representatives ~ My entities ~ Pending requests

Welcome

If you are a first time ar infrequent custamer of th

tionship

n MariNger please read this

Accept or decline an My authorisations My representatives My entities
invitation Businesses or people you are Invite and manage the people or Adrminister the business entities you
currently authorised 1o act an behalf businesses whao are authonised 1o act represent of request access (o a

Accept an invitation 1o act on behalf
of a business or person of. on your behalf, business

- - - -
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https://www.wa.gov.au/node/13216/

WA Rel:tionship Authorisation
LV ELET

Accessibility Contact us

My dashboard Accept ofidecline an invitation My authorisations My representatives v My entities v Pending requests

My represenfatives

Send and manage invitationsfand manage authorisations that allow people or businesses to act on your behalf

Things | can do

Send an invitation View invitations Manage authorisations
Invite a person or business to act on your Resend or withdraw invitations for a View, edit, rernove or temporarily disable
behall. They must accept the invitation in person to act on your behall. authorisations for a person to act on

order to be authorised. your behalf.

- - =

You should now be able to see the “Send an invitation” page.

Your name and email address will be displayed in the “name” and “email” fields. Before proceeding,
check to ensure these details are correct.

Accesshility  Contact us

My dashboard decline an invitation My authos

My dashbosrd > My

© 3 Send an imitation

Send an invitation

] B, o o
Enter entity detalls Enter repregfhtative details Enter authorisation details Send invitation
Before you get started, take a moment to check your pergi#r details are correct:
@

If these details are comrect, click Next. If you need to update your details go to Manage my account
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Step 4. cont..

If your name and email address are correct, click on the “Next” button, located at the bottom of the
page to the left side.

Pending requests

Accept or decline an invitation

My authorisations

My da

Se

haard 3 My repee:

d an invitation

(3] 4]

Eentative details Enter authorisation details Send invitation

/]

Enter entity details Enter re

Before you get started, take a moment to check your ggfSonal details are comrect:

B

If these details are cofi@@gclick Next. If you need 1o update your details go 1o Manage my account.

Accessibility  Contoct us

My dashboard Accept or decline an invitation My authonsations My fForesentatives w My entities v Pending requests Event history

Mydashboard 3 My representatives > Send an invitation

Send an invitation

e L] 3] 4]

Enter entity details Enter representativgfietails Enter authorisation details Send invitation

Fill in the details of the representative. An invitation code will be sent g the email provided below. The rep ive will need to sign in to their account and enter the invitation code to
accept the invitation.

= The name entered below must match the name on the repregfniative’s aceount.
» If the representative is known by one name, use the family gfme field
» Use an email anly the representative has access 1. Do e a shared emall address

[ No given name(s)

e -
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Step 5. cont..

Once you have filled out the representative details, click on the “Next” button, located at the bottom
of the page to the left side.

Accessibility  Contoct us

My dashboard Accept or dechine an invitation My authonsations My representatives v Ty gflities ~ Pending requests Event history

Mydashboard 3 My representatives > Send an invitation

Send an invitation

e L] 3] 4]

Enter entity details Enter representative details Enter authorisation details Send invitation

Fill in the details of the representative. An invitation code will be sent to the email p ed below. The representative will need 1o sign in to their account and enter the invitation code to
accept the invitation.

= The name entered below must match the name on the representative’s unt.
» If the representative is known by one name, use the family name fiel
» Use an email anly the representative has access 10. Do not use a sigired emall address.

Given name(s) / [0 No given name{s)

WARAM User Guide - Inviting a person to act on your behalf



Next enter the authorisation details for the invitation.

Enter the required details into the boxes on the page for:

* Authorisation type: Please select “Service User” for now.

please supply today’s date.

» End date: The date you want the authorisation to end. Supply an end date if there is a fixed term to

the authorisation. You can select “No end date” if relevant.
4

Service: The online service the representative will be accessing on your behalf. This may be prefilled.

Start date: The date you want the authorisation to start at. This can also be a future date. If unsure,

Accessibilty  Contact us

Select a service and an authorisation type that applies 1o it

Service

Authorisation type

b What is an authorisation type?

Start date o]

End date ca] [] Mo end date

Cancel Back m

rep VEs My entities + Pending requests Event hist
. . -
Send an invitation
o ) ]
Enter entity details Enter represgfiative details Enter authorisation details

(4]

Send invitation
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Step 6. cont..

Click on the “Next” button located to the bottom left of the page.

WA Re ationship Authorisation Manager = )

Accessibility  Contact us

My dashbaard Al

ACINS AN INVITATON

My aurhorisations My represeniatives « My antitias ~ Panding requasts Event history

My dashboard > My representathes Sered an invitation

Send an invithtion

] @ /] 4]

Enter entity details Enter raprasentative details Enter authorisation details Send invitation

Select a service and an auth@isation type that applies 1oL

r Banvice

Resources Online

[ Ausmarmanan type

Service User

- Gran sy —

24 Jul 2024 g J

End date No end date

EE - |
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Step 7.

Confirm the details of the invitation and complete the Declaration and Consent.

Read and review your invitation details located in the charcoal coloured information box, titled
“Review and confirm invitation details”.

Accessibility  Contact us

+  Send an invitation

Send an invitation

My dashboard 3 My representatives

© (-]

Enter authorisation details Send invitation

Enter entity details Enter representative details

Review and confirm invitation details

Representative

Name

Authorisation details ©

Service Aurhorisation type Start date End date
Service Administrator 25 July 2024 None

| o An invitation code will be sent to at @ The representative will need to sign in to thelr account and enter the invitation code to accept the invitaticn

Declaration and consent

| declare that:

» | have used my own account to access this service.
+ | am the person identified as the entity.
+ | am creating a relationship between myself and the representative named above.
= | understand that by creating this relationship:
o the representative named above will be autharised 10 ransact on my behalfl with the service | have selected
o all decisions and actions undertaken by the representative named above with the service named above will be treated as approved by me.
o | will not be notified when the representative whom | have authorised chooses to transact on my behalf with the service named above,
o the representative’s name and email address may be shared with the service named above,
« [ have reviewed the invitation detaile and these correctly reflect my intent.

O 1 understand and accept this declaration

I consent to:

= The sharing of my personal information, including my full name, date of birth and email address. with the service named above in accordance with the privacy statement
when the representative is transacting on my behalf.

LI Tunderstand and consent to the sharing of my personal intormation

cancel || Back |
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Step 7. cont..

Some services require additional information in order to complete the invitation and you will be
shown the “Continue” button in place of the “Send” button.

My dashboatd

Send an invi

Select an entity

Review and ¢

sibility  Contact us

Event h

an invitation

tion

Enter representative details

Enter authorisation details

Send invitation

nfirm invitation details

Entity ©
Current legal name

COther names associated with

Authorisation detai

Service

BondsOnline

Representative e

Name

= ontity

;@

End date
None

An invitation ¢

e will be sent to The fepresen

e will need to sign in 1o their account and enter the Invitation code o accept the invitation

Declaration

| declare that:

» | have used my o
| am creating a rd
1 am authorised 1
I understand that
o the represer|
o all decisiong
e the entity naj
o the represern|
| have reviewed t
1 understand that
o the represen
= | will not be
above.

n account 1o access this service,

ptionship between the entity and the représentative named above.

create this relationship on behalf of the entity named above.

by creating this relationship:

btive named above will be authorised to transact on behalf of the entity named above with the service | have selected.

pnd actions undertaken by the representative named above with regards to the service named above will be treated as approved by the entity.

ed above will not be notified when the representative whom | have authorised cheoses to transact on behalf of the entity with the service named above.
ptive’s name and email address may be shared with the service named above.

invitation details and these correctly reflect my intent.

by creating this relationship:

btive named above will be able to authorise other representatives to transact on behalf of the entity named above with the service named above.
ptified when the representative named above authorises other representatives 1o transact on behalf of the entity named above with the service named

[ | understand and acceVs declaration
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Step 7. cont..

NOTE: Some services require you sign in using an account against which you have already
verified your identity. For these services, you will not be permitted to continue and will be
taken to a page with instructions on how to proceed.

= Accessibility  Comtact us
WESTERN AUSTRALIA : Sl

My dashboard Accept or ne an invitation My authorisations My entities + Pending requests Event history

My dashboard > My representatives > Send an invitation

Send an invitation

© © ® @

Enter entity details Enter representati i Emter autherisation details Send invitation

Review and confirm invitation d

Entity = Representative -

Name Name

Authorisation details @

Service uthorisation type Start date End date
Service Administrator 25 July 2024 None

© pLeasereAD
In arder to transact with , you must sign in using an accaunt where you have praven your digital identity.

This means you must sign in using Digital Identity (such as myGeoviD).

Use the same account when signing Into both the WA A B and zzz Service - Level 2 Identity Proofing.

Please:
1. Read the following steps carefully before camying them out.
2. Sign out and close all browsers,
3. Sign in again to the WA Relationship Authorisation Manager,
4. On the Sign in page, select "Sign in using another account”,
5. In the WA |dentity Exchange, choose from Digltal Identity (such as myGoviD),

Altermnatively please contacl us for assistance,

Cancel Back m
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If you are able to proceed and you agree with the Declaration, click the checkbox titled “l understand
and accept this declaration”, located near the bottom of the page underneath the “| declare that”.

If you agree with the Consent, select the checkbox titled “I understand and consent to the sharing of
my personal information”, located near the bottom of the page underneath the “I consent to”.

Once both checkboxes are set, click on the “Send” or “Continue” button.

Send an invitation

] @

Enter entity details Enter representative details

] @

Enter aullonisation details Send invitation

Review and confirm invitation details

Entity ©

HNama

Authorisation details ©
Service Authorisation type

Soreies Administrtor

o An ivviation code will be sent 1o t @

The representative will need 1o sign in 10 their account and enter the INVitaTion code 10 accept the Imvita

Declaration and consent

1 declare that:

= | have used my own account 1o access this 5
= 1 am the person identified as the entiry

o the representative named above wilfbe authorised to transact on my behalf wish the service | have selected.
o all decizions and actions undertajin by the reprezentative named above with the zervice named above will be treated ag approved by me.
e | will not be natified when the whom | have chooses to ransact on my behall with the service named above.
o the representative’s name and gihail address may be shared with the service named above.

» | have reviewed the invitation detailf and these correctly reflect my intent

O tunderstand and accept this declarat

| consent to:

» The sharing of my perso

infarmation, including my full name, date of birth and email address, with the service named abave in accordance with the privacy statement
when the representati

ransacting on my hehalf

L 1 understand and consent to the sharing of my personal infarmation

B -

NOTE: At this stage in the process you also have several other choices available:

¢ Should you not agree with the Declaration or the Consent, click on the “Cancel” button
and go to Step 11.

« If any of details on this page are incorrect, click on the “Back” button, located at the

bottom of the page, to navigate back to the page (or pages) required to amend any
errors or make changes.

Should you wish to cancel this invitation and start again, click on the “Cancel” button
located at the bottom of the page and go to Step 11.
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If you have selected the:

* “Send” button, you should now be able to see the “Invitation sent” page, confirming that your
invitation has been sent. Go to Step 10.

« “Continue” button, you will be advised that additional information is required.

Accessibility  Contact us

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

rd > More detail required 1o complete invitation

More detail required to complete invitation

o In order to complete the invitation, BondsOnline requires additional details. Click ‘Continue’ to procead to BondsOnline which is hosted by Department of Energy, Mines, Industry Regulation and Safety

o

Click “Continue”. The selected online service will display a page (or pages) requesting the required
additional information. Complete the pages and click the “Submit” (or equivalent) button located at
the bottom of the page.

* Should you wish to cancel this invitation and start again, click on the “Cancel” button located at the
bottom of the page. You will be shown the “Send invitation cancelled” page and the invitation will
not be retained. Click “Continue” and go to Step 11.

WA Relationship Authorisation Manager

Accesgibility Contact us

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

My dathbosrd 3 Send Invitation cancelied

Send invitation cancelled

The required additional details have not been supplied. The invitation will not be sent.

Continue
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WA Rel: tionship Authorisation
Manager

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

My dashhoard 3 Invitation sej

Invitation/sent

The invitation hasfpeen sent to

at @
What hapyens next?

+ The reprgEentative will receive an email with an invitation code which can be used to accept the invitation.
+ They myfst accepl the invitation in order lo be properly authorised 1o act on your behalf.
+ The inftation code will expire after 14 days.

Continue

NOTE: As described under the heading “What happens next” on the “Invitation sent”
page, your nominated representative will be sent an email invitation code for accepting the
invitation. Once accepted, the representative may act on behalf of yourself. This invitation
code will expire after 14 days.

After clicking on the “Continue” button from the previous page, you will either be taken to the:
* online service itself; or

« “My dashboard” / “Welcome” page.

iR
0|

Lo |

WA Relationship Authorisation Manager =

Accessibifity  Conlact us

By dashboard Accept or decline an invitation My authorisations My representatives w My entities Derc-ng requests
If you are a first time or infrequent customer of the WA Relationship Authorisation Manager pl

Accept or decline an My authorisations My representatives My entities
In\lltatlon Businesses or people you are Invite and manage the people or Administer the business entities you
Accept an invitation 1o act on behalf currently authorised o act on behalf businesses who are autherised to act represent or request accessloa
of a business or person of on your behalf business.
N N e N
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Step 11. cont...

NOTE: If completed, the invitation will be visible from the “View invitations” section tab
which can be found under the “My representatives” dropdown menu item or section tab on
the “My dashboard” / “Welcome” page. From this area, you can view details of previously
sent invitations, resend an invitation or withdraw an invitation.

WA Relationship Authorisation Manager =

Accessibility

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

Welcome

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

Accept or decline an My authorisations My representatives My entities
irwitation Businesses or people you are Invite and manage the people or Administer the business entities you
currently authorised to act on behalf businesses who are authorised 1o act represent of request access (o a

Accept an invitation 1o act on behalf

of, n your behall. business
of a business or person. ik pabinia

- - - -

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.

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

This completes the step-by-step instructions.

Need further assistance?

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

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

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

WARAM User Guide - Inviting a person to act on your behalf

8¢L6 ¢ INrSyINGa


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

