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How to use this document

Important information  
will look like this.!

i

Useful info will look like this.  

Key messages

Key messages will look like this.

We recommend using the zoom function to view the details on the platform screens in this guide.
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How to authorise a new user

To start, from your home page go to the  
left hand  side options and select the  
‘View more apps’.

Select the app ’Work tracker’.

Work tracker authorisations

You’ll see a table with a list of new users that 
need authorising. 

Under the action column select ’Authorise’ next 
to the user you wish to authorise.

You cannot authorise your own 
work. If one user creates the new 
user, then another user will need 
to authorise it. 

!
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User details

All user details that were entered when the 
new user was created will be displayed. 

Scroll through the information provided at the 
set up stage and make sure you’re happy with 
the details entered. 
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Key message

You cannot edit any of the details 
entered. The information is view only. 
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Select ‘Next step’ to continue.
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User account access

Review the access levels being granted for this 
new user. 

Select ’Next step’ to continue.

You cannot edit any of the  
details entered. The information  
is view only. !
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Review and submit

Please select ’Authorise’ to validate the new 
user set up. 

If you’re not happy with any of the details 
entered, then select ’Reject’. 

If you select reject, then the user 
will not be created and will need 
to be re-entered using the “how to 
set up a new user guide”. 

!
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Please take note of the user ID 
as the new user will need this  
to log in.!

Once authorised, the new user will be 
successfully created. 

Select ‘Exit’ to finish.	
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