
  landgate.wa.gov.au 
 

 

User 
Representatives Guide – How to 
Modify Access for Users 
Add and Delete User Access 
14/03/2018  
Version: 4 



landgate.wa.gov.au 

 

 
 

Table of Contents 
 
1 Overview of the Process ........................................................................................................ 1 

1.1 Pre-Requites .................................................................................................................. 1 

2 Channels ............................................................................................................................... 1 

2.1 Business Channel .......................................................................................................... 1 

2.2 Conveyancing Channel .................................................................................................. 1 

2.3 Government Channel ..................................................................................................... 2 

2.4 Survey Channel .............................................................................................................. 2 

2.5 Sales Operation Channel ............................................................................................... 2 

2.6 Farm and Planning Channels ......................................................................................... 3 

2.7 Default Channels ............................................................................................................ 3 

3 Modify Access ....................................................................................................................... 4 

3.1 Changing Access for Other User Representatives .......................................................... 4 

3.2 Changing Access for users ............................................................................................. 4 

3.3 Add Access .................................................................................................................... 7 

3.3.1 Administrator has Denied Modification ............................................................ 10 

3.3.2 Administrator has Approved Modification ........................................................ 10 

3.4 Delete Access .............................................................................................................. 10 

3.4.1 Removing Entire Access for a User ................................................................. 13 

3.4.2 Administrator has Denied Modification ............................................................ 14 

3.4.3 Administrator has Approved Modification ........................................................ 14 



landgate.wa.gov.au  Page 1 of 14 

User Representatives Guide – How 
to Modify Access for Users 

1 Overview of the Process 
User Representatives manage their organisation’s access to billing accounts.  They are able to add, 
edit, and delete users.  They can also modify the access of other users. 
 
When a user is granted access to a billing account, they are set up with the Business Channel and 
applications associated with it. User Representatives can nominate and approve different channels for 
their users 
 

1.1 Pre-Requites 
In order for a User Representative to be able to modify access for a user, the user must have a 
username and password, and have been accepted as a user to the billing account. 
 

2 Channels 
Landgate has several channels available to customers. Each channel has different features and is 
designed to enable each industry group to use MyLandgate more intuitively. 
 

2.1 Business Channel 
The business channel is the default channel when setting up a MyLandgate account and creating 
users/User Representatives. It has features such as access to Land Enquiry, Map Viewer Plus, Latest 
News, and Notice Board information. 
 

 
 

2.2 Conveyancing Channel 
Conveyancers and settlement agents use the Conveyancing Channel.  It has features such as access 
to Land Enquiry, Property Reporting Online, Latest News, and Notice Board information. 
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2.3 Government Channel 
Government agencies use the Government Channel. It has features such as access to Land Enquiry, 
Map Viewer Plus, Latest News, and Notice Board information. 
 

 
 

2.4 Survey Channel 
The Survey Channel is used by surveyors. It has features such as access to Land Enquiry, National 
Land Registry - Plans, Geodetic Mark Search, and MyLandgate Map Viewer. 
 

 
 

2.5 Sales Operation Channel 
Landgate’s Customer Service team uses the Sales Operation channel. It has administrative functions, 
allowing the customer service team to investigate and assist customers with sales and enquiries.  
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2.6 Farm and Planning Channels 
Anyone with a MyLandgate account can access the Farm and Planning Channels.  You can find 
these channels in the drop-down menu along the top menu of the channel under the heading ‘Change 
Channel’.  
 

2.7 Default Channels 
When a user is attached to an account, they are automatically granted access to the default channel 
and its default applications. The default channel and its applications are as below: 
 

• Business Channel 
o Land Enquiry 
o Map Viewer Plus 

 
If a user needs to have access to other channels, it will require the User Representative to modify the 
users access. Adding additional channels will grant the user access to use that channel and their 
inherited applications.  
 
For government organisations, the Government channel can be added by the User Representative 
immediately. Users can set the desired channel as default in their user preferences screen.  
 
Adding any channel in addition will require further approval from an administrator group at Landgate. 
The channels and their applications requiring secondary approval are as below: 
 

• Conveyancing Channel 
o Land Enquiry 
o Map Viewer Plus 
o Electronic Advice of Sale (EAS2) / Property Reporting Online (PRO) 
o Regional Scheme Certificate Service (RSCS) 

 
• Survey Channel 

o Land Enquiry 
o Map Viewer Plus 
o MyLandgate Map Viewer 

 
• Sales Operations Channel (used by Landgate staff only) 

o Map Viewer Plus 
o MyLandgate Map Viewer 
o Land Enquiry as Sales Operations 
o Administer Request 

 
If you are unsure what access your users should have, you can discuss your options with Landgate’s 
customer service team. 
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Once a user has been assigned more than one channel, they can switch between them in the menu 
along the top of the screen.  
 

 
 
A user can alter the channel that is opened first when MyLandgate is logged into. This is known as 
setting the ‘default channel’. To change the channels settings, the user can do this within their My 
Profile settings.  
 

3 Modify Access 
User Representatives can modify the default Business Channel access granted to all users when a 
person is accepted onto the billing account.  
 

3.1 Changing Access for Other User Representatives 
To add User Representatives to an account or change their access, the MyLandgate Contact form 
must be completed by a current User Representative or director of the company, and submitted to 
Landgate’s Customer Service team at customerservice@landgate.wa.gov.au .  
 
To delete User Representatives on an account, a current User Representative follows the delete user 
instructions found in section 3.3.1 Removing Entire Access for a User. 
 

3.2 Changing Access for users 
To modify access for any user, you must use the interface in My Profile. Log into MyLandgate so that 
your own channel page is shown.  
 
Select ‘My Account’ and then ‘My Profile’.  
 

 
 
This will load the menu screen with the tile options. 
 

 
 
At the top left there is a menu icon. Click on this to drop down a menu. 
 

https://www0.landgate.wa.gov.au/?a=53186
mailto:customerservice@landgate.wa.gov.au
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The menu contains ‘My Tasks’, ‘Manage Access’, ‘My Profile’, and ‘MyLandgate’.  
 

 
 
 
Select ‘Manage Access’, which will drop down two more options. Select ‘Manage User Access’. 
 
 

 
 
Your screen will refresh to show you a list of all users connected to that billing account. It will show 
User Representatives as well as general users. Viewing user profiles within the window has a limit of 
ten (10). If you have more than ten (10) users, you will need to scroll through the windows to find the 
desired user. 
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If you have so many users that scrolling through the windows is time-consuming, you can select to 
search for a user by using the search bar. 
 

 
 
Type the whole name or just the beginning, and the application will provide you the results that match.  
 

 
 
TIP: If you want the entire list again, delete the text in the search bar and press ENTER. This will 
reset the search criteria and return all users.  
 
Once you have found the desired user, you must select them. To select the user, click on the icon 
next to the user’s name. This icon will turn green when successfully selected. 
 

           
 
You can modify multiple accounts at once if you select more than one user this way. The notification 
at the top and bottom of the page will alter from a single name, to a number instead. This will make it 
easier to know if more than one user has been selected, especially if you have many users that span 
multiple pages. 

              
 
Now that you have the users selected, you can modify their access. 
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3.3 Add Access 
One of the modifications available, is to add additional access for users.  
 
Once you have selected their name, select the ‘Manage Access’ bar along the top of the screen by 
clicking on it. When you move your mouse over the bar, it will turn green.  
 
 

 
 
It will take a moment for the application to assess the current status and access of the user. The 
screen will show ‘Loading Data’ and a wheel to indicate the loading process. 
 
 

 
 
When the Manage User Access screen loads, you will see a list of all applications and channels listed 
below the user’s name. To see all of the options, you will need to scroll up and down the screen. 
 

 
 
If you are unfamiliar with what access the user already has, it may be of benefit to check the ‘Remove 
Access’ option as this lets you view what they have currently assigned to them.  
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The ‘Remove Access’ screen shows what channels and applications the user has so that you can 
select what you want to remove. In this case, you would just use this screen to confirm what the user 
has, rather than altering anything from the screen. Once you have confirmed that the user does not 
have the channel or application you want to add, switch back to the ‘Add Access’ option. 
 

 
 
To add a channel or application, select the icon next to its name. It is important to note that if you add 
a channel, the inherited applications will also be added at the same time. If you’re not sure which 
channels add which applications, refer to 2.6 Default Channels in this guide. 
 
You will know it is selected, as the icon will go green. 
 

              
 
The ‘Add Access’ bar will note in numbers how many selections you have made so that you can keep 
track. 
 

 
 
Once you have finished selecting the channels and applications, select the ‘Review’ option at the top 
right.  
 

 
 
You will be presented with the summary screen. It will list all of the modifications you are making.  
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If you have included the wrong applications or channels to add, you can remove the selections before 
proceeding by clicking on the icon next to the channel or application name. This will remove the 
selection immediately.  
 

 
 
Once you are happy with the selections you have made, you can select the ‘Submit’ button at the 
bottom of the page. 
 

 
 
Your screen will process for a few moments, and then refresh back to your My Profile tiles. A note at 
the top left will indicate that the submission has been made. 
 

 
 
If you are adding a channel or application requiring further approval from an administrator, the user 
must wait until that approval is also granted before they have access.  
 
Users will receive an email to advise them that you have submitted a request for modification that 
requires further action from an administrator. This will help to communicate to your users how their 
access is progressing. 
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3.3.1 Administrator has Denied Modification 
Post review of the administrator, the results will be conveyed to you and the affected user via email. It 
will be addressed to the user, however as you were the submitting User Representative, it will also be 
sent to yourself like a carbon copy (cc’d). 
 
If the administrator has denied access, the name of the administrator and their comments will be 
displayed, allowing you and the user to investigate. The email will prompt the user to contact their 
User Representative. 
 

 
 
 

3.3.2 Administrator has Approved Modification 
Post review of the administrator, the results will be conveyed to you and the user via email. It will be 
addressed to the user, however as you were the submitting User Representative, it will also be sent to 
yourself like a carbon copy (cc’d). 
 

 
 
As the request was approved, the user will have access to the requested channel/applications within 
an hour of approval.  
 

3.4 Delete Access 
Another modification available, is to delete access from their profile if restriction to applications or 
channels is required.  
 
Once you have selected their name, select the ‘Manage Access’ bar along the top of the screen by 
clicking on it. When you move your mouse over the bar, it will turn green.  
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It will take a moment for the application to assess the current status and access of the user. The 
default screen will show the list of available channels and applications to add. When you want to 
delete access for the user, you will need to select the ‘Remove Access’ option along the top of the 
screen. When you click this, the screen will show ‘Loading Data’ and a wheel to indicate the loading 
process. 
 

 
 
When the Manage User Access screen loads, you will see a list of all applications and channels listed 
below the user’s name. To see all of the options, you will need to scroll up and down the screen. 
Unlike the ‘Add Access’ screens, each option listed down the page will have a cross in the icon next 
to the name of the application or channel. 
 

 
 
The ‘Remove Access’ screen shows what channels and applications the user has so that you can 
select what you want to remove.  
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To remove a channel or application, select the icon next to its name. It is important to note that if you 
remove a channel, the inherited applications will also be deleted at the same time. If you’re not sure 
which channels are associated with which applications, refer to 2.6 Default Channels in this guide. 
 
You will know it is selected, as the icon will go red. 
 

                     
 
The ‘Remove Access’ bar will note in numbers how many selections you have made so that you can 
keep track. 
 

  
 
Once you have finished selecting the channels and applications, select the ‘Review’ option at the top 
right.  
 

 
 
You will be presented with the summary screen. It will list all of the modifications you are making.  
 

 
 
If you have included the wrong applications or channels to add, you can remove the selections before 
proceeding by clicking on the icon next to the channel or application name. This will remove the 
selection immediately.  
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Once you are happy with the selections you have made, you can select the ‘Submit’ button at the 
bottom of the page. 
 

 
 
Your screen will process for a few moments, and then refresh back to your My Profile tiles. A note at 
the top left will indicate that the submission has been made. 
 

 
 
If you are deleting a channel or application requiring further approval from an Administrator, the user 
must wait until that approval is also granted before their access is removed.  
 
Users will receive an email to advise them that you have submitted a request for modification that 
requires further action from an administrator. This will help to communicate to your users how their 
access is progressing. 
 

 
 

3.4.1 Removing Entire Access for a User 
From time to time, users will no longer require access to your MyLandgate billing account. This could 
be for several reasons, such as the employee no longer working for your business. As a User 
Representative, it is important to ensure all active users on the account are still required. In this 
management application, you will need to delete the account connected to the user’s access, rather 
than the user ID itself. This will prevent the user from charging to that account via their user access.  
 
To delete the billing access, follow the same steps in section 3.2 Delete Access, ensuring that you 
select the billing account number instead of the channel or application.  
 
A user may have access to multiple billing accounts. If a billing account is deleted in error, the user 
must request access to it again as per the standard process.    
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Once you have selected the correct account/s, select ‘submit’. If this was the only account for the 
user, the channels and applications will automatically be removed.  
 
If the user requires access to an account again at a later date, they must go through the standard 
process for requesting access/approval required. 
 

3.4.2 Administrator has Denied Modification 
Post review of the administrator, the results will be conveyed to you and the affected user via email. It 
will be addressed to the user, however as you were the submitting User Representative, it will also be 
sent to yourself like a carbon copy (cc’d). 
 
If the administer has denied access, the name of the administrator and their comments will be 
displayed, allowing you and the user to investigate. The email will prompt the user to contact their 
User Representative. 
 

 
 

3.4.3 Administrator has Approved Modification 
Post review of the administrator, the results will be conveyed to you and the user via email. It will be 
addressed to the user, however as you were the submitting User Representative, it will also be sent to 
yourself like a carbon copy (cc’d). 
 

 
 
As the request was approved, the user’s access will be removed from channel/applications within an 
hour of approval.  
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