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1. Before you start using the Online Portal Declarations
Register

MIMPORTANT NOTE:

If you are a TINSW employee go directly to the application
at _https://sep-live.transport.nsw.gov.au/gbr
Use your Novell Username and Password to access the system.

If you are an employee of:
RMS
STA
Sydney Trains
NSW Trains
TINSW — but not on the Novell TINSW network

you need to register via the NSW Portal at https://appln.transport.nsw.gov.au/portal
before you can start using the system. Please refer to Section 2 for details on User
Registration.

1.1 Supported browsers

Please note that not all browsers and devices are supported. This means that, if you do not
use a supported browser and/or device the application may not work correctly and some
functionality may not work at all. Please ensure you use one of the following:

Devices:
a) Desktop computer
b) Laptop

Browsers:

a) Chrome - 41.0+
b) Internet Explorer 9, 10 and 11

All other devices (mobiles and tablets) and other browsers are not supported.
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2. User Registration

w NOTE:

Please register only once before you use the system for the first time. Do not
register each time you want to access the system.

DO NOT register if you are a TINSW employee on the Novell
network. You can access the system directly.

To register:
1. Log in using the following address: _
https://appln.transport.nsw.gov.au/portal/

2. Click the ‘REQUEST AN ACCOUNT link.

AWk
NSW

Transport for NSW Services Portal

Your Account

Transport
for NSW Portal

£ LOGIN >

|| REQUEST AN ACCOUNT >

| FORGOT MY PASSWORD s Select'REQUESTAN -
ACCOUNT

| FORGOT MY USERNAME >

Your Services

[T] REGISTRATION GUIDE (PDF) >
./ FREQUENTLY ASKED QUESTIONS >
7 CONTACT US >
Please note that usage of Transport for NSW Services is subject to Copyright and Terms of Use. Transport for NSW gives no assurance or warranty nor makes any representation as to the accuracy or completeness or legitimacy of its

content or that any information or data is free frox mputer virus or other defect or contamination. Also, Transport for N

accessing this site are responsible for assessing its relevance and accuracy or otherwise verifying the content of information accessed

is not responsible for the accuracy or legitimacy of information linked to or from this site. Al persons
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3. Click the ‘1 WORK FOR TFNSW (INCLUDING RMS, STA, SYDNEY
TRAINS, NSW TRAINS’ link.

Transport

for NSW Portal

NSW

GovemeeNT

Request Access

The Transport for NSW Portal offers a number of different services. Please choose from the options below as to what best describes you. If more than one applies to you then please choose one and continue

with the process.

You only need to create an account once. Once you've created an account you can request access to more programs or to act on behalf of another company/school/operator.

Your options

% | WORKFOR A SCHOOL

2. | WORK FOR A TRANSPORT OPERATOR

& | WORK FOR TFNSW (INCLUDING RMS, STA, SYDNEY TRAINS, NSW TRAINS) . /.
|
4. | ALREADY HAVE A SCHOOL OR TRANSPORT OPERATOR ACCOUNT \ Selectthel VYQRK FOR >
} TFNSW' link
4 CANCEL, DO NOT APPLY >
4. Fill out the following online form.
Request New User Account
Agency Details
Please enter you agency details below.
Schose Select the Agency
kil ou are from
Account Details RMS Y
STA
Please enter your personal detz Sydney Trains
NSW Trains
First Name « Jane
Type your first name
Last Name « Employee
Type your last name
Email Address # j’aneAemﬁlgy?e@transponnsw‘gov‘au
Must be valid and active (we'll send a confirmation email) Ensure you enter your correct email address. It
Phone Number & 88365757 1 will be validated and all future emails will be sent
to this address.
Username « janee

Choose your own username, minimum 9 characters (alphanumeric, - or "_")

Password & | esesesenee

Confirm Password & | ssessseese

Type the password again

Access Details

Please specify the Agency and the access you need below. Click @ for more information.

= will be ticked by
. ; default
Please your and You will need them to log into the syste.

Click on 'Submit’ when
NSW Government finished Privacy @ Transport for NSW 2012

Access Requested (¥ Senior Service Declarations Register @ f
This

a) Agency Name — select the Agency you are from.
b) First Name — your first name.

c) Last Name — your last name.
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d) Email Address — enter your work email address. This will be validated by
the system for correctness. Ensure you enter the correct address as all
further correspondence from the system will be sent to this address.

e) Phone Number — your work phone number.

f) Username — select an easy to remember username you would like to
use. Username must be at least 9 characters long. The username
may contain a dash ‘-* or an underscore ‘. It must not contain any
other special characters.

g) Password — select a password you would like to use. Password must
be between 6 — 20 characters and must contain a number.

h) Confirm Password — retype the selected password.

i) Access Requested — Senior Service Declaration Register will be ticked.

5. When finished click ‘Submit’.

6. The ‘Verify Email’ screen will display. An email will be sent to the
specified email address.

7. Click the ‘Return Home’ button to return to the home page.

Portal Home

it |
;‘!“!’ | Transport ‘
NSW | for NsW Portal

Thank you for your request to access Transport for NSW services. An email has been sent to your inbox. Please follow the instructions in the email to proceed with your registration.

Return Home

NSW Government = Accessibility Copyright and Disclaimer  Privacy © Transport for NSW 2012

8. In your Inbox you will find an email from Transport for NSW. Click on
the included link to verify your email.

[TEST] [Transport for NSW] Verify Email Address
no-reply@transport.nsw.gov.au

Wed 26/10/2016 12:59 PM
Dear Jane,
You have received this email because a request for a new account was submitted with your email address under the username ‘janeemploye.
To confirm your email address and proceed with your request, please click the link below and follow the instructions provided.
Important Note: Remember the username and password you nominated. You will need these details to login to your new account once it has been activated. Please keep these details secure and do not share them.

Link for further instructions:

http://infatst/portal/requests/account/verify/1455/D3KCcazv6QswOoy Click on this link to verify your
email address

Thank you,

Transport for NSW
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9. Once your email is verified you are able to login into the system. Click on
‘Return Home’ to get back to the Portal or access the system directly via the
URL.

Hibs,
Ak Transport
NSW | for NsW

Email Verified

Thank you for your request to access Transport for NSW services.
Your request will be approved shortly.
When your request is approved you will receive one or more emails with further instructions on how to access the services you have requested.

Important Note: To access your account, login with the userame and password you nominated for this account. Please keep these details secure and do not share them.

Return Home

10. You will receive an email informing you that access has been granted. You do
not have to wait for this email to start using the system.

3. Logging into and out of the Online Portal Declarations

Register
When you have registered you can start using the system.

w NOTE:

If you are logging in for the first time and you are not a TINSW employee please
see Section 2 for details on how to register.

There are two ways of accessing the Online Portal Declarations Register.

a) Viathe Portal
b) Directly via a URL
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a) Accessing the system via the Portal:

The URL is: https://appln.transport.nsw.gov.au/portal/

1. Click on ‘LOGIN'’.
AL
NSW

GovEmeenT

Transport for NSW Services Portal

Your Account

(L) LoGIN >
Click on
|| REQUEST AN ACCOUNT 'Login' s

Transport
for NSW Portal

A | FORGOT MY PASSWORD >

J. | FORGOT MY USERNAME >
Your Services

[T] REGISTRATION GUIDE (PDF) >

./ FREQUENTLY ASKED QUESTIONS >

/' CONTACT US >

2. Enter your Username and Password you created and click on ‘Login’.

Username janeemployee
password oonononon-l
| Forgot my Password | Forgot my Username
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3. The Portal home page will display. Select ‘SENIOR SERVICE
DECLARATION REGISTER'.

Transport for NSW Services Portal

Your Services

[T] SENIOR SERVICE DECLARATIONS REGISTER

A VIEWMESSROES Click on "SENIOR SERVICE

DECLARATION REGISTER'
./ FREQUENTLY ASKED QUESTIONS

7 CONTACTUS

Your Account

4. CHANGE PROFILE

pe

&, CHANGE PASSWORD
REQUEST MORE ACCESS

_, LocouTt

Ll

You will be taken to the Home page of the system.

To Log Out:

1. Click on the ‘User’ icon in the top right hand corner
2. Select ‘Portal’ (this will take you back to the Portal).

Home # Home

Gifls and Benets

Welcome to the Online Portal for Registering Gifts and Benefits. Conflicts of Interest Declarations and Private Interests
Conficts of Interest

Instructions for Submitting Gifts and Benefits or Conflicts of interest Declarations Ganibe Sorvi-e Dadiaralion

 Select the appropriate form from the menu on the kef
« Complete all required detals and clck “Submit® e
* You will receive an automates emall once your manager has taken action e

P N
10 order 10 view Ihe oulcome you will nieed 10 fog back Into the system 1o view the action taken by your manager | You will be taken
« If the Gt and Benefit declaration has not been approved. you wil need to ed the déclwation and re-submit { back to the Portal

Instructions for Submitting Declarations of Private Interests

@ Portal

3. Use any of the Logout buttons to exit the Portal.

Logged in as janeemploye

"
‘M’ Transport

vty | for NSW Portal

Transport for NSW Services Portal

Your Services

[T] SENIOR SERVICE DECLARATIONS REGISTER
| VIEN MESSAGES

/' FREQUENTLY ASKED QUESTIONS

7 CONTACT US

Your Account

A, CHANGE PROFILE

L. CHANGE PASSWORD
Use the 'Logout’
functionality to exit
the Portal

|wi REQUEST MORE ACCESS

\J, LosouT
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b) Accessing the Online Portal Declarations Register directly:

1. In the address of your browser enter the following
URL: https://sep-live.transport.nsw.gov.au/gbr

2. Enter your Username and Password (Novell credentials) and click on ‘Sign In’.

m Transport

Gifts and Benefits/Conflicts of Interest Declaration
NSW | for NSW Portal

Rorenter me

Welcome to the Online Portal for Registering Gifts and Benefits and Conflicts of Interest Declarations

Note: Senior Service staff who need to complets a deciaration of private interests should continue to use the current paper form and process.
To log-in, please use your standard Novell log-in details, e.g. your computer name and password

For techrical assistance, please contact the IT Service Desk on 8837 0005 (7:30am-5:30pm Mon-Fri)

You will be taken to the Home page of the system.

To Log Out:

1. Click on the ‘User’ icon in the top right hand corner
2. Click on Log Out. This takes you out of the system.

Home

Weicome to the Oniine Portal for Registering Gifts and Benefits, Conflicts of Interest Declarations and Private Interests

Instructions for Submitting Gifts and Benafits or Conflicts of Interest Declarations

Click on 'Log Out’ |

Instructions for Submitting Declarations of Priva
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4. Submitting Senior Service Declarations

When you log in the Home Page of the system will display.

Home

Employees and Managers

Weilcome to the Online Portal for Registering Gifts and Benefits, Conflicts of Interest Declarations and Private Interests

Instructions for Submitting Gifts and Benefits or Confiicts of interest Declarations

e e ment on the kel

il A0ViSing that You Nave 3 KM 10 3pgrove. Gechoe of 300 & MAN3gemees plan (€ requie

Tk “Subma

. s A0 MAnspement sirategies, Ihen Cock Subme

- Siteisann he Indistor of the request and INe form ONCe Spproved / assessed. wil Ihen B hek in & secore databise.
Status Glossary

+ Gifts anc Benetes ana Confiics of Interest Dectarations

« Pending - jou

+ Not approved

+ Deciined - yc

N approved ana accepled

To enter a declaration:

1. Click on ‘Senior Service Declaration’.

Home

Home

Employees and Managers

Welcome to the Online Porte

Gifts and Benefits

Instructions for Submitting Gifts anc

Conflicts of Interest .
» Select the appropriate form from the ir

» You will receive an automated email ot

Click on 'Senior Service iew the outcome you will n
Declaration’ d Benefit declaration has r

or Submitting Declarat
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d NOTE:

If you are a TINSW employee you will see options of ‘Gifts and Benefits’ and ‘Conflicts of
Interest’ as well as ‘Senior Service Declaration’ in the menu.
Employees of other Agencies will only see the ‘Senior Service Declaration’ option.

Home

Employees and Managers A

Senior Service Declaration

2. Alist of your declarations will display.

d NOTE:

You will only be able to see declarations that you have entered (that are yours).
Managers will see their own declarations as well as declarations for which they are
the Assessing Manager and which they need to action.

|
ﬁﬁw‘ | Transport Gifts and Benefiis/Confiicts of Interest Declaration

e | fOr NSW Ponal

i Rt N Dotn Cruased Ermgployee Oivision [ Assessing Uanager Suon v
Ao oy R
pasianc
~
. ‘ . . ,
3. Click on the ‘Register Private Interest’ button.
(s) -
\_
Ref.Number v DoweCrested v Employee v Divislon v Branch ,ng"li':;:’;:‘:m ¥, sous
Interest’ button
3 26-10-2016 Tinsw Testuser Peopie ana Corporate Servikes  Group information Technology Pencing
4 < 1 » M 0 v gems pef page 1-10f 17ems

© To view a recuest hiahliant and doubie cikk
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4. Fill out the following form.

d NOTE:

Fields marked with * are mandatory and must be completed.
All fields will undergo validation. When a green tick appears at the end of the field
the system has validated that field. A red cross means the system cannot
validate what you have entered into that field.

Role Title: * IT Manager V2 A validated field
Employee Number: * | | % 9 Not validated
-
This is a required field
You will not be able to save the declaration before all fields are completed
and validated.
Declaration of Privete Interests
Instructions
SUPI 16 COMPIAtE 5 2eLiamtian
Brivacy M
Employee Demalls
First Name:
i A green tick means
Last Name: = B - the field has been
i validated |
Rale Title: S > A
Employee Number: 1234 ] i e e
Contact Number: * v
Caontact Email: * T L RSy Override
Agency:
Division: v
Branch: "
Location: Pamamatta 7
Manager Nome: T >
Managay Thix: t INAFLETS 1 » A red cross means the the fleld
has not been validated.
g
Manages Email Address: 0e0ion STRN@Iranspon. hiw Qov.aL « '© Ensure manager Oetats are BCCUTAE fOf GeLiaralion BSseSsmE

® | F3V8 NG SUCH [ITVIte BILETESES b SeciaTe
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a. First Name — your first name. This will default to your name.
b. Last Name — your last name. This will default to your name.
c. Role Title — your role.

d. Employee Number — your employee number. You can use Transport
Equip to look up your employee number.

e. Contact Number — your work phone number.

f. Email Address — this will default to the email address associated with
your username. You can override it and enter a different email
address by clicking on the ‘Override’ box. If you enter a new email
address it will be validated by the system.

g. Agency — use the drop down list to select your agency. This will
default to your Agency.

h. Division — use the drop down list to select your division. The list of
divisions will depend on the Agency you selected.

i. Branch — use the drop down list to select your branch. The list of
branches will depend on the Division you selected.

j. Location — your office location.
k. Manager Name — the name of your manager.
I.  Manager Title — the title of your manager.

m. Manager Email Address — the email address of your manager. This
cannot be the same as your email (the email that is entered on the
screen).

4.1 No private interests to declare

If you have no private interests to declare place a dot in the ‘I have no
private interest to declare’ radio button.

5. Click on ‘Submit’.

6. Confirm your submission by clicking on ‘OK’.

A Submit Senior Service Declaration

Do you wish to submit this declaration

OK % Cancel
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4.1.1 What happens next

a) An email will be sent to you confirming your entered declaration.

b) As there is no further action that needs to be taken the manager will not
receive any emails but will be able to see your declaration when they log
into the system.

c) The declaration will be given a status of ‘Assessed’ as no further

approvals are required. You will no longer be able to edit this
declaration.

4.2 Private interests to declare
If you have private interests to declare place a dot in the ‘I have private interest

to declare’ radio button. This will present additional fields that need to be
completed.

* Lhave priyate interests 1o declare
1 have no such private Interests 10 declare Fiace adot hers o declare private '"“"“”J

Private Interests Declaration

Financial Private loterwsts:

Atleast one of the

Business Private bnterests: — Interest
declarations must

be compieted

Personal Privane tnterests:

Othar Private latermats

Management Action Plan

S1afl Member's proposal:

Review Frequency

[ & suome [
1. Enter at least one private interest — financial, business, personal or other.
2. Staff Member’s Proposal — enter your proposal for dealing with the interest.
3. Review Frequency — enter a time period for review. A minimum of 6 months
is required.
4. Click on the ‘Submit’ button.
5. Confirm your submission by clicking on ‘OK’.

A Submit Senior Service Declaration

Do you wish to submit this declaration

OK % Cancel
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4.2.1 What happens next

a) An email will be sent to you confirming your entered declaration.

b) An emall is sent to the nominated assessing manager informing them
that a declaration has been entered and needs to be assessed.

c) The status of the declaration will be ‘Pending’ as it is awaiting further
approval. While the declaration is in the status of ‘Pending’ you are able
to change/update it.

4.3 Editing declarations

You are able to update/change your declarations.

d NOTE:

You will only be able to edit declarations that you have entered (that are yours).The
declaration must also be in a ‘Pending’ state i.e. it has not been assessed by a
manager yet.

(# Action Private Interests (# Edit Private Interests © Register Private Interests

~  Assessing Manager v | Status v

in Technology The status must : Pending

be 'Pending’
1-10f 1items

Once your declaration has been assessed you will no longer be able to edit it. The
‘Edit Private Interest’ button will not be available.

To edit a declaration:

1. Highlight the declaration to be edited.
2. Click on the ‘Edit Private Interest’ button.

@-

Ref. Numbor Date Crestnd Employoo Division Beanch Click on the ‘Edk Status
Private Interest’
button
3% 26-10-2016 ™ Testuser Peopie and Corporate Services Group Information Texhndicgy A Pending
« 1> v ftems per page 1-10f1 fems

3. Change/update any of the details as required.
4. Click on the ‘Submit’ button.
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5. Assessing Declarations — Assessing Managers Only

As an assessing manager you will receive system generated emails advising you
of a new declaration needing to be assessed.

To assess a declaration:

1. Log into the system.
2. Select ‘Senior Service Declaration’ from the menu.
3. Highlight the declaration to be actioned.

WNOTE:

You are able to change any details of the declaration before formally
assessing by clicking on the ‘Edit Private Interest’ button.

4. Click on the ‘Action Private Interest’ button. This button will be available
only when the declaration is in the status of ‘Pending’ and you are the
assessing manager (i.e. the declaration is not yours).

-)

Highlight the declaration to ~

be assessed and click on the
‘Action Private interest’ Assessing Manager Status

Ref. Number Date Crested Employee Division
button J

5. Read the declaration.

W NOTE:

Fields will be in grey meaning you cannot edit them.
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Employes Danaiis

TRIVE B0 SCH VAL VB STS 18 OhCLINS

Priwata Imaresis Declasation

bemsmacial Vsl st
Dusirs. Privats intaress:
Frrnonal P inswars
o Pars s
MaA3 gEEnY Betinn Plan

What 1 T pimpCsed 35500 Pl WS [k 1D PaNagE the SO of IheopsT

Sll ember's proposal: |

Mangen's commet:

w= Enler your comanents regarding tis
dechation J

mamer be reewes (o kst § monms )

v Fasijisstviy: *

LR G R T AL S AR AL

Manage cAsraton

Roamcrt bot deciaice

ey Piace  dotinthe
‘Assenved” 1adio button

6. Manager’'s comments — enter your comments regarding this declaration.

7. Place a dot in the ‘Assessed’ radio button to indicate that it has been assessed.
8. Click on the ‘Submit’ button.

9. Confirm the submission by clicking on OK.

A ASSESS declaration

Do you wish to ASSESS the declaration ?

= OK X Cancel
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5.1 What happens next

a) The status of the declaration will change to ‘Assessed’.
b) An email will be sent to the declaration author advising them that
their declaration has been assessed.

6. Submitting Conflict of Interest Declarations

When you log in the Home Page of the system will display.

Home

Weicome to the Online Portal for Registering Gifts and Benefits, Conflicts of Interest Declarations and Private Interests

fts and Benefits or Confiicts of Interest Declarations

manager

To enter a declaration:

1. Click on ‘Conflicts of Interest’.

Home

rome
Welcome to the Oniine Porta

Gifts and Benefits Interest Declarations and Pri
Click on ‘Conflicts of

Conflicts of Interest Interest’

ns for Submitting Gifts anc

Senior Service Declarations « Select the appropriate form from the m
« Complete all required details and click '
= You will receive an automated email on
« In order to view the outcome you will ne
« [fthe Gift and Benefit declaration has n

Instructions for Submitting Declarati
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2. Alist of your declarations will display.

w NOTE:

You will only be able to see declarations that you have entered (that are yours).
Managers will see their own declarations as well as declarations for which they are
the Assessing Manager and which they need to action.

Gifts and Benefits, Conflicts of Interest & Private

Interests Declaration Portal

Home / Conflicts of Interest @ -

Home

Ref. Number~  Date Created~  Division/Branch v~  Employee ~  Description ~  Assessing Manager ~  Status
Gifts and Benefits
Confiicts of Inferest 1 10-07-2017 ... People and Corporat.._ Assessed
17 22-05-2017 Infrastructure and Se Assessed
Senior Service Declarations
4 4 1 1 » 4] 10 v items per page 1-20f 2 items

© To view a request highlight and double click.

3. Click on the ‘Register Conflict’ button.

Wik

+ | for NSW Interests Declaration Portal

Transport Gifts and Benefits,Conflicts of Interest & Private

Home / Confiicts of Interest

Click on the ‘Register ®-

Conflicts of Interest Conflict’ button ‘
,Z_

Home

Ref. Number~  Date Createdv  Division/Branch ~ ~  Employee v Description v | Assessing Manager v | Status v

Gifts and Benefits

Confiicts of Interest 1 10-07-2017 ...  People and Corporat... Assessed

17 22-05-2017 Infrastructure and Se Assessed
Senior Service Declarations
4 4 |1 e | p i0 v items per page 1-20f2items

© To view a request highlight and double click.
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4. Fill out the following form.

Ak

ey | Transport Gifts and Benefits, Conflicts of Interest & Private
NSW | for NSW Interests Declaration Portal

Register Conflict of Interest

Empicyes Datalls

Poubon Tibe: [ oo -

Faret Hams: + *

Burname: ¢
Empioyes Number: * © Use Equip to lockup employes pamier
Contast Number: * @ Fomas moorTer o T T

ComatEmAL® | Commichegistestanspot msw oy 2 uares

Dedglon:* [ v

Eransh: *

Confiict of Interest Detalls
Type:*

Deconption: *

impact on Offictal Dubies: *

Related fo Former Emplayes?:* O Yes O no

Managamant Action Plan

Empicyes Froporat: ¢

Wenager Comments:

Review Fraquenay: *

Wenager Comments:

Empioyes Declaration

Manager Name: * 9 Seaach tor manager contact detalls

Contast Emai: + Ovenide

Deslaration:*

6.1 What happens next

a) An email will be sent to you confirming your entered declaration.

b) An emalil is sent to the nominated assessing manager informing them
that a declaration has been entered and needs to be assessed.

c) The status of the declaration will be ‘Pending’ as it is awaiting further
approval. While the declaration is in the status of ‘Pending’ you are able
to change/update it.
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6.2 Editing Declarations

You are able to update/change your declarations.

d NOTE:

You will only be able to edit declarations that you have entered (that are yours).The
declaration must also be in a ‘Pending’ state i.e. it has not been assessed by a

manager yet.

Use the ‘Edit Conflict’ button Janager v Status v

Assessed

Pendin
The status must be ‘pending’ e J

1-2 of 2 items

Once your declaration has been assessed you will no longer be able to edit it. The
‘Edit Conflict’ button will not be available.

6.3 Approving Declarations — Assessing Managers only

As an assessing manager you will receive system generated emails advising you
of a new declaration needing to be assessed.

To assess a declaration:

1. Log into the system.

2. Select ‘Conflict of Interest’ from the menu.

3. Highlight the declaration to be actioned.

4. Click on the ‘Action Request’ button

@ -
Ref. Number ~  Date Created~ = Division/Branch ~  Employee ~ Dess / ~ | Assessing Manager ~ @ Status -
2 Assessed
21 Highlight the declaration and click the Pending
‘Action Request’ button
&
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5. Review the declaration providing comments at the ‘Manager Comments’
fields.
6. Click the Declaration check box and click the submit button.

6.3.1 What happens next

a) The status of the declaration will change to ‘Assessed’.
b) An email will be sent to the declaration author advising them that
their declaration has been assessed.

7. Gift, Benefit and Hospitality Declarations

When you log in the Home Page of the system will display.

Employees and Managers N Home
Jome Weicome to the Online Portal for Registering Gifts and Benefits, Conflicts of Interest Declarations and Private Interests

enefits or Conflicts of Interest Declarations

+ Gifts ana Benetis an Confilcts of Interest Dictarations
+ Pending - 10
+ Not approv
+ Declined -y
+ Accepted - you ¢

To enter a declaration:

1. Click on ‘Gifts and Benefits’'.

Home
ome
Welcome to the Onlin

Gifts and Benefits Interests

Click on ‘Gifts and Benefits’
Conflicts of Interest miﬂing |

Senior Service Declarations = Select the appropriate form-

£ Y [ S || R " R S —
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2. Alist of your declarations will display.

w NOTE:

You will only be able to see declarations that you have entered (that are yours).
Managers will see their own declarations as well as declarations for which they are
the Assessing Manager and which they need to action.

3. Alist of your declarations will display.
4. Click on the ‘Register Gift’ button.

Ref. Number ~  Date Created~  Division/Branch ~ | Recipient ~  Gift Provider~  Gift! Event Description ~  Significant_—* > Status
Eyers~
o
1 21-07-2017 ...  Infrastructure and Ser... Accepted
. ¢ . )
98 19-05-2017 _  Customer Services Pu Click on the ‘Register Gift’ button Accepted
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5. Complete the following form and click the ‘Submit’ button.

Gt 0 Benefits, LonTiicts o
Interests Declaration Portal

Register Gift / Benefit

Recipient Detalls
Focstion Trte:

Firet Hame: ¢
‘Surname: +

Employes Number: * 9 usesg

Comiet Numbar: + @ m

Contast Eman: +

Divigton:

Srangn: S v

Reelated Conflict of Intersst or Senlor Service Declaration

Haws you mace & Canfist of inierect or Ssnlor dsrvics * @ves ONg
‘dectaration whien Is resevant fo tnis gty

Gitt Provider Detalla

tt Provider: Beanch tor an existing GIR peovider or anter a new cne

Retationchin:

Gift / Bensflt Detalls

Date of Otter: &

Devoription: +

ic fhic 2 Bgnifisant Swent?:

e you mealved In any prosursment funstion?: *

Haws Vou Ascanisd of infend fo Ascent the Gutty: +

vaue @1:

Conictof inferscte:

Reclpient Declaration

s rmmmmeem - Click the ‘submit’ button
wmnager Kame: © o2 o manager comia

once the form is complete

Contast Emait: + Ovenide

Degiaration : +

7.1 What happens next

a) An email will be sent to you confirming your entered declaration.

b) If you indicated you ‘accepted or intend to accept the gift’, an emalil is
sent to the nominated assessing manager informing them that a
declaration has been entered and needs to be assessed.

c) If you indicated you declined the gift, your manager is not required to
approve the declaration and the status will display as declined.
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7.2 Editing Declarations

You are able to update/change your declarations.

d NOTE:

You will only be able to edit declarations that you have entered (that are yours).The
declaration must also be in a ‘Pending’ state i.e. it has not been assessed by a

manager yet.
Highlight the declaration and [ Action Request © Register Gift

click the ‘Edit Gift’ button

Gift | Event Description ~ | Significant~ @ Value (%) ~ | Status =
Event?
training example No $200.00 Accepted

Once your declaration has been assessed you will no longer be able to edit it. The
‘Edit Conflict’ button will not be available.

7.3 Approving Declarations — Assessing Managers only

As an assessing manager you will receive system generated emails advising you
of a new declaration needing to be assessed.

To assess a declaration:

1. Log into the system.

2. Select ‘Gifts and Benefits’ from the menu.

3. Highlight the declaration to be actioned.

4. Click on the ‘Action Request’ button

@ .
Ref. Number ~ | Date Created ~ | DivisioniBranch ~ | Recipient ~ | Gift Provider ~ | Gift/Evepi~ /ﬁ; ~ | Significant~ | Value ($) v | Status b
Event?

1172 08-09-2017 14:... Office of the Secretary A... training exampl... training example- ﬁ No $200.00 Pending

Highlight the declaration and Click
the ‘Action Request’ button

5. Complete the ‘Manager Assessment’ section and click the ‘Submit’ button.
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Management Assessment
Decision on the treatment of the gift / benefit / hospitality
Gift Approved: © @ Yes © No v

Reason for Decision: * ool v

Proposed treatment of the gift or benefit:

Proposed Treatment: training example

Complete the ‘Manager Assessment’
section and click the ‘Submit’ button

Procedure.

Declaration:* & [ have read and
Gifts, Benefits and Hospitalit

7.3.1 What happens next

a) The status of the declaration will change to ‘Accepted’.
b) An email will be sent to the author of the declaration advising them that
their declaration has been assessed.
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