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User Representatives Guide – How 
to Manage Requests for New Users 
 

1 Overview of the Process 
Organisations with MyLandgate billing accounts have the ability to nominate User Representatives.  
These representatives can add, edit and delete users associated with a billing account.  They can 
also modify access. Generally, there are four steps to a person in an organisation (not the User 
Representative) gaining access to a MyLandgate. 
  

Step 1 – register 
Step 2 – request access from the User Representatives 
Step 3 – wait for approval from the User Representative 
Step 4 – gain access to billing account 

 
If a User Representative denies access to the applicant, they will be notified via email. 
 

1.1 Exception to the 4-Step Process 
If you have previously used MyLandgate with a username in the format ‘ruXXX99’ then you will not be 
required to follow steps 2 and 3 in the way they are set out in this guide. This older username is 
known as a ‘Legacy ID’ and will require you to link your new username created during Step 1 to the 
legacy ID. Refer to Step 3.1 Legacy Login for instructions specific to this situation. 
 

1.2 Responsibilities of the User Representatives 
User Representatives can now control access to their organisation’s accounts.  They can:  
 

• accept or decline requests from new users to be added to their billing account 
• delete users 
• update application access for users 
• complete and submit forms to add or remove other User Representatives. 

 

2 User Representative Review 
If an organisation needs to make changes to its User Representatives, new forms will need to be 
submitted.  All User Representatives need a username and password, including access to 
MyLandgate before being completing the forms. 
 

2.1 Logging into MyLandgate 
 
Open the MyLandgate login page, and add your own username and password into the respective 
fields. The password is case sensitive. Then click the Login button or press ENTER on your keyboard. 
 

https://sso.es.landgate.wa.gov.au/idp/startSSO.ping?PartnerSpId=migrator
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If you have forgotten your password, you can reset this by clicking the “reset your password” link at 
the bottom left of the screen.  
 

 
 
Once logged in, you will be presented with your default channel page for MyLandgate. 
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2.2 Receiving Requests for Action 
 
You will be alerted in two ways if you need to review a request – an email, and an alert within the My 
Profile portal. 
 

2.2.1 Email Alert 
An email will be sent at the time of the person submitting their request for access. The email is sent to 
all User Representatives so that any one of them can action this. 
 

 
 
The email has the contact details of the person submitting the request. It also allows you to 
understand who that person may be to ensure that you are approving the correct people for account 
access. 
 
It is important as a User Representative that you understand the implications of approving user 
requests for access or change. As outlined in the email your billing account will be responsible for any 
charges or fees accrued by the approved user. As the approving User Representative for this request 
you will need to ensure that the person you are approving:  

• works for your organisation and is authorised to use this application  
• is aware of the charges and fees that apply for using this application. 

 
It is possible that users can request access to an account by accident as a result of miss-typing the 
account number. Diligence during the approval process will ensure your billing account is protected 
from unauthorised personnel. 
 
To action the request, you will also note that the email contains the note to Approve or Deny the 
request. To open the management portal, click on the green link in the email.  
 
This will open the Approval Item screen so that you can review that specific submission for approval. 
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You can also get to these screens through the MyLandgate application. 
 

2.2.2 My Profile Alert 
Although you get to your approvals through the links in your email, it may not always be convenient. 
You can also access the approvals through the MyLandgate application, so that you can view all 
alerts through the My Profile section.  
 
To see this, log into MyLandgate so that your default channel appears. 
 

 
 
Select “My Account” and then “My Profile”.  
 

 
 
This will load the menu screen with the tile options. 
 

 
 
At the top right hand side next to your name, there is an bell icon – this is the alert feature.  
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When there are unreviewed submissions, this icon will have a number on it, indicating the number of 
alerts. To view the alerts, click on the icon and a drop down menu will appear. 
 
To view the alerts for ‘Approvals’, ‘Forms’, ‘Violations’, and ‘Others’, select the appropriate item from 
the list. If you’re checking for unreviewed submissions for user access, these will be found in the 
‘Approvals’ section. 
 

 
 
This will open the Manager Work Item screen so that you can review the submissions for approval. 
 

2.3 Review Request 
 
User Representatives can now review requests for their account, and make decisions about who can 
have access.  This is done by either denying or approving requests from users for access. These 
actions take place in the Manage Work Item screen.  
 

 
 
Each request is noted in a list with their details. At a glance, you can see the name of the user 
requesting access (‘Requestor’), who the request is for (‘Owner Approval – Account’), and when it 
was created (‘Created’). 
 
To open a request, double click on the item. 
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If you have opened the wrong request, you can navigate back to the Manage Work Items screen by 
using the back icon at the top left. 
 

 
 
This will not change the status of the approval, but simply navigate you back to the previous screen. 
 
On the Approval screen, you are able to review details of the user requesting access. There are 
‘Approval Details’ and ‘Details’. 
 

 
 
‘Approval Details’ will note the details of the user. This will help you to determine who the user is and 
contact details should you need to clarify anything prior to action. The title on this pop-up is ‘Details’. 
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The ‘Details’ option will open a pop-up called ‘Approval Item Details’ and note the details of the 
specific action.  
 

 
 
Next to each Detail button is a comment button. 
 

 
 
This button allows the you to add comments into the request prior to sending information to the user. 
 

 
 
Once a comment has been added, the comment button will turn green. 
 

 
 
This is a good practice to initiate prior to denying requests. By adding a comment, the user will 
understand why their request has been denied and will give you an opportunity to provide instructions 
or notes for further investigation. These comments are included in the email back to the user post 
review. 
 
Comments need to be included before you select the approve or deny buttons. 
 

2.3.1 Result – Deny the Request 
You may choose to deny the access request for a user. This could be for many valid reasons. To 
deny a request, have the approval screen open for the request you are working on. At the bottom left 
is the ‘Approve’ and ‘Deny’ buttons. They have the corresponding thumbs up for approvals and 
thumbs down for denials. 
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Choose the “Deny” button. 
 

 
 
The application will prompt you to confirm your decision. 
 

 
 
Before completing a Deny of an application, it is good practice to include a comment to provide the 
user some guidance. Section 2.3 Review Request has instructions of how to use the comment field. 
 
The user will receive an email notification to advise them of the status of their request. As you have 
denied their access, they will receive an email to advise of such.  
 

 
 
Notice how the comments are included in the email, along with your name as the User 
Representative. This is so that the user can investigate further if they believe access is still required. 
 
If you have chosen to deny access for a user, there is no further administrative tasks for you to 
complete. 
 

2.3.2 Result – Approve the Request 
More often than not, you will be approving the access request for a user. To approve a request, have 
the approval screen open for the request you are working on. At the bottom left is the ‘Approve’ and 
‘Deny’ buttons. 
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Choose the ‘Approve’ button. 
 

 
 
The application will prompt you to confirm your decision. There is no need to include comments in an 
approval. Select ‘Complete’ to finish. 
 

 
 
The user will receive an email notification to advise them of the status of their request. As you have 
approved their access, they will receive an email to advise of such.  
 

 
 
If you have chosen to approve access for a user, there is no further administrative tasks for you to 
complete. 
 
 

3 User Access is Now Complete 
User access is now complete. If you have approved access for a user, their username is now linked 
with the billing account you manage. They can now log into MyLandgate using their created email 
username and password. The email confirmation they receive also has a link to the Landgate website 
for them to follow. 
 
The first time they log in, they will be redirected to the terms and conditions screen.  
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Scroll down on the screen to view all of the information. At the bottom of the screen is a ‘yes’ or ‘no’ 
option. To continue through to MyLandgate services, the user must select ‘yes’, agreeing with the 
terms and conditions of MyLandgate use. 
 
 

 
 
 
Once the user has read and acknowledged these terms and conditions, they will continue through to 
the MyLandgate portal. The channels and applications the user has access to, will be as defaulted or 
dictated by the User Representative’s approval process. 
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