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Please note: Only Super Administrators (Principal) can create a new user 

 

Creating a new user  
 
 
 
 
 
 

Step 1 – Select the Administration application from the left-hand menu, followed by Users under the 

Manage heading within Administration. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2 – Click the Create user button. 
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

 

 
Step 3 – Enter the details of the new user and then click the Continue button. 

 
 
 
 
 

Only 1 Office will 
be available 
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

 
Step 4 – Select the Offices to be assigned to the new user and then click the Continue button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 5 – Select the applications to be assigned to the user and then click the Continue button. 
 
Complete Steps 6 to 11 which will be displayed based on the applications chosen. 

 
Note: To establish a new principal as an Administrator please email: nsw_government_schools@westpac.com.au   
 

 
Accounts, Deposits            
& Receipts task should 
remain on the right 
side.  

    the left side. 
 

    
    Administration & Payments 
    task should remain on  
    the left side. 
 

mailto:nsw_government_schools@westpac.com
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

Step 6 – Select the authority level and features to be assigned to the user for Online Accounts then click 
the Continue button. 
 

 
 
 
 
 
 
 
 
 

 
Choose “Creator only‟ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7 – Select the Account groups to be assigned to the new user and then click the Continue button. 
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

 
Step 8 – Select the Billing statements to be assigned to the new user and then click the Continue button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9 – Select the features to be assigned to the user for Online Receipts then click the Continue button. 
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

 

Step 10 – Select the Receipt services to be assigned to the new user and then click the Continue button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11 – Select the authority level and features to be assigned to the user for Online Deposits then click the 
Continue button. 

 

 
 
 
 
 
 
 
 
 
 

Choose “Creator only‟ 
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

 

 
Step 12 – Review and confirm the new user’s access. Click in the box to agree to the Authorisation and 
acknowledgment terms for creating a new user, then click the Authorise now button. 
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Creating a new user (continued) 
A guide for Corporate Online Administrators 

 

 

 

Step 13 – The New user confirmation screen is displayed. Click the Go to Pending tasks button. 
 

 
 

The new user task is displayed with a status of “Pending Bank approval”. Once the new user has been 
established by Westpac, the Administrators involved in creating and authorising the new user will receive a 
confirmation message. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For any issues or enquiries, please call the Help Desk on 1300 134 291 (option 1, option 4) between 
the hours of 8:00 a.m. and 8:00 p.m (AEST). 


