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How do | add and manage users within my
existing multiple user account?

This task card describes how administrators of a multiple user account can:

1. Create a new user.

Accept and reject requests to join the multiple user account.

Activate and deactivate users.

Add and remove account administrators.

Transfer import permit applications between your registered BICON users.
Resend a link to a user who has not activated their account.

o kAN

1. Creating a new user in your multiple user account

BICON multiple user account administrators are able to create new users within the account.
Login to BICON, select My Account and then select Go to My Multiple User Account.
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1 My Account
Flease select from one of the options below to manage your account
B My Permit Workspace A My Followed Cases ¥ My Preferences
Your Penmil Workspace allows you o manage existing List all import cases which are currently being followed Allows you o change your defaull sellings. They include
drafl permit appiications, check on the status of submitted and allows you to remove cases from your followed list printing settings as well as providing answers 1o common
applications and also to view and manage issued import questions.
permits
Go o My Penmil Workspace G Go lo My Followed Cases &6 Co lo My Preferences £8
X5 My Details 18 My Contacts 2 My Multiple User Account
Allows you to managefedit your own defails. Please nole Contacts details are required o facililale the permil This option allows mulliple user account administrators o
changing your details does not automatically update application process. My Contacts allows you to create manage detalls of the organisation or brokerage
current permit applications or issued permits. new or edil existing contacl detalls. company. create NEw USErs of remove existing users.
Go to Create CxporterManufacturer 5
Go ate Imponer =
Go 10 Create Importer Contact &
G0 10 Manage Contacts 8
30 to Ky Details. = (G0 1o Detault Imporer Contacts & 30 bo Ky Multiple LISer Account %

From the My Multiple User Account page you are able to create new users. Select Create New User.
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A1 My Multiple User Account

Your multiple user account allows administratons 1o manage detaits of the organisation of brokerage ComMpany, Creéate of CONMIM NEW USErs oF remove existing users

Organisation Name: GET Py Lid
ABN ACN 33051TTE556 X5 Ean Munipie User Account Details
Cusloms Broker Licence 2795

Enter a Name Al Users = ano-

T = e

Showing 1 - 1 Results of 1 Results per page w -

In the Create New User page, complete the new user details and select .

Create New User

Ut Details
Hominge Licancs Humaer
= Linanine 38 pevises by e Acevaian Baresr Fama
Usernama

Please enler your emuil sddress which will be used a8 pour usemame for scosssing BICON

& Emnail Preferred method of contact Email
Personal Ditals
*Tide
Given Mambs) * Sumame
Wk Phang’ Home Frons’
Meaile Fax
Work Address

Must B @ physscal a0atess, PO BGues arg 0ot phimised

# Address line 1 # Suburt | Locality
Agcdress ling 2 # Stabe / Termory.
Aaress ling & ® Pt Coae [ 2ip Cade:
Country. Seigc

Shanges wel not be Saved Rt 1o |xr

The new user will now be notified via email to finalise their registration process. (The new user will need to activate
a link in the email they receive and then set up their own security questions and password)

Accepting and rejecting requests to join a multiple user account

As a BICON multiple user account administrator, if a new user submits a request to join your account via the BICON
“Join an existing multiple user account” option, you will receive an email notification with the request. The email will
contain a link to the BICON homepage. Login to BICON and select My Account and then select Go to My Multiple
User Account.
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1 My Account

Flease select from one of the options bekow to manage your account

B My Permit Workspace

Your Permit Workspace aBows you 1o manage existing
Araft permit applications, check an The Status of submitted
applications and 150 10 view and manage ssued import
permils.

G0 1o My FPermit Warkspace =5

5 My Detalls

Allows you 1o manage/edd your own details. Flease note
changing your defails does nol aulomatically updale
current permil applications or issued penmits.

Go o My Details =)

My Followed Cases

List all import cases which are currentty being folowed
and allows you to remave cases from your fallowed list

Go 1o My Followed Cases =5

1} My Contacts

Contacts detalls are required to facilitate the permit
application process, My Contacls allows you lo create
new of edil existing contact detas
30 1o Create ExponenManufaciurer =
150 b0 Create Imponer =
Go to Create Imparter Contact S8

X My Preferences
Allows you 1o change your default settings. They inciude

printing seftings as well a5 providing answers to comman
questions.

Go to Wy Preferences =

1 My Multiple User Account

This option allows muRipie uSer account administrators o
manage details of the organisalion or brokerage:
company, Creale New USers O remove existing users,

| Ga 10 My Multipie User Account (39

Use the drop down menu to filter on All Users and All and then select .

Select Confirm User to check the users details before deciding whether to confirm or reject a user.

A2 My Multiple User Account

Your multiple user account allows administrators to manage details of the organisation or brokerage company, create or confirm new users or remove existing users.
Qrganisation Name: Imports R US
ABN: 33051775556 %% Edit Multiple User Account Details
Customs Broker Licence:

Enter a Name Alusers = | (a1 -
Name Account Email Status Administrator AEPCOMM + Create New User
Enus, Anton AntonEnus@notreal.com Active Yes No
Sarah, Gemmell-Smith Jim@agriculture.gov.au Not Active No No Edit
Morrison, Jim Jim@email.com Not Active No No Edit
Doubtfire, Joyce Jjoyce@doubtfire.com Not Active No No Edit
Goncalves, Ricardo RicardoGoncalves@notreal. com Active Yes No Confirm User
Swift, Taylor taylor@email.com Not Active No No Edit
Swift, Taylor taylor@swift.com Not Active No No Edit
Swift, Taylor taylor@tmail.com Not Active No No Confirm User
Brown, Zac zac@brown.com Not Active No No Confirm User

Showing 1 - 9 Results of 9 Results per page: ‘ 0w - ‘

The Confirm New User screen displays and provides the new users details.

Confirm New User
Please provide confirmation that the following user should be granted access under the customs broker account that you administer.

*The customs broker details entered below are what the user has selected. these fields are for your information only. If these are different ta the actual customs broker details. they will be updated once you confirm this
user

Name: Jessica Rabbit
Email Address: rabbit@gmail.com
Nominee Licence Number 369852

Customs Broker Name: Fast Pats Pty Ltd
Customs Broker Licence Number:  MBN00001

Here you can either:
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1. accept the new user by selecting . The new user is sent an email advising them to finalise their
registration,
reject the new user by selecting REEE=VE:,

or return to your My Multiple User Account by selecting IRGEaM without accepting or rejecting the new
user.

3. Activating and Deactivating Users

There may be times when you need to deactivate a user to remove their access (temporarily or permanently). You
can easily deactivate or activate a user by selecting the appropriate choice on the My Multiple User Account page.

=

rher 8 Hame wues - | o - | [
Hame Accourt Emaill Status Administraton + Eronto New Usar
Expee, Mo BN TestMEagncuitune gov.ou At Mo
Dmadsen the I, Wandy HICONTasE3 1 E@agneuturs gov au Bty Yos
Rvins, Renae BICONTest 12 @agricuturs. gov au Activg Yos
Grover, Madeine BICONTestN@agnouture gov au Aty Yos
Jenas, Aliaon ECONTest M @agricuturs. gov au ) Ha
Sredth, Grace EICONTast 35 E@agreilire gov au Aty Yas
Summara, Winler BICONTesL I Gagriculure gov.au Arctie M
Rugers-Duyte, Fod BRCONTest 3T@agricuture gov. au At Mo
Mams, Stan BCONTest3agricuiturs. gov.au Active L
D, Waiter BUCONTest hiZagticulture gov.au Het Active Yeu

Shewing 1 - 10 Resulta of 16 o Wl o

& Preves

4, Adding and Removing Administrators

You can choose to give administrator access to any of your account users. Administrator access allows the user to
activate, deactivate, create and accept new users as well as edit your multiple user account details. To make an
account user an account administrator select Make Administrator. To remove administrator access for that account
user select Remove Administrator.

Name Account Email Status Administrator + Create New User
Broker, Third BICONTest38@agriculture.gov.au Active Yes Edit Deactivate Remove Administrator
Broker, Under BICONTest4 0@agriculture gov.au Active Yes Edit Deactivate Remove Administrator
Broker, Final Fabs FABS Braker.Final@Broker.gov Active No Edit Deactivate Make Administrator

Showing 1 - 4 Results of 4 Export Results  Results per page: 10 -
®© Previous

f . I . .
5. Transferring Applications

BICON allows you to transfer import permit applications between registered users within your multiple user account.
Select the Permits tab to locate your applications.
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From the Permits drop down menu, select Application and then select .
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Permits

Here you can create new permit applications, track and manage current applications, review archived permit applications, respond to correspondence or view your invoices.

Permit Type | Commodity Search Manage Permits Correspondence  Invoices o

Are you looking for a Permit, Application or Variation Request? Permit v

Identification Number: All Types Status: Al

Permit Type: Al | Application | Importer: All

Permit
Commodity: P M Importer Contact: All

Variation Request
Reset Al | ® Search I

The search results display applications associated with your multiple user account. Tick the box against the
application that you want to transfer to a different user. Use the Transfer To section to select the registered user
you want to transfer the application to. Select .

0 tion ID Created Importer Applicant tion T Status Permit Tvpels)
E 0000151572 26/05/2015 Importer, Other Second, Broker Mew Permit Submitted Select Registered User
Broker, Final Fabs
0000151575 26/05/2015 Importer, Other Second, Broker New Permit Draft - Complete Broker, Under
Broker, Under
E 0000151578 26/05/2015 Importer, Other Second, Broker New Permit Draft - Complete
Holmes,
B 0000151581 26/05/2015 Importer, Other Second, Broker New Permit Draft - Complete Second, Broker

Broker, Third

Please select an action  + Transfer Too | seject Registered User =
Showing 1 - 4 Results of 4 Export Results | | Results per page: 10 =

The transfer of the application will be confirmed with a message above the application list.

Applications transferred to Broker, Third.

[7] Application ID Created Importer Applicant
] 0000151572 26/05/2015 Importer, Other Second, Broker MNew Per

6. Resend a link to a user who has not activated their account

Occasionally, a user will want to join your multi user account, but will not activate the confirmation email in the
required time. The email expires after 24 hours.

When this happened have the user attempt to register again. They will receive a message that tell them they are
already registered with the system and offer them a link to resend the confirmation email.

Registration

= This user is already registered with the system
= If you have lost your confirmation email you can resend it 1o the registered email address.

Multiple User Account Details

Have them click the link in the email and they will be able to complete the registration and join the multi user
account.
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