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	Prerequisites:
To complete this User Guide, you need organisational administration profile access in the CMS Portal.



This User Guide outlines the processes required to add, modify or block users in the CMS Portal, and is divided into two parts:
	Part
	Page

	Part 1:  Add user
	2

	Part 2:  Modify or block user
	6
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	Step
	Action
	Result

	
	Log in to the CMS Portal
	The CMS Portal home screen displays:
[image: The Home screen displaying available jurisdiction: Magistrates Court of Victoria and available options: File on One of My Cases, My Account and Organisation Administration.]

	
	Click:  Organisation Administration
[image: Organisation Administration button]
	The Organisation Administration screen displays:
[image: The Organisation Administration screen displaying available options: Manage Users, Resend Account Invitation Email and Filings Report. ]

	
	Click:  Manage Users
[image: Manage Users link]

	The People screen displays:
[image: The People screen displaying the List tab with Add user button and Update options.]


	
	Click:  Add User
[image: Add User button]
	The People screen displays user information fields
[image: A screenshot showing some of the Add user fields.]

	
	Complete the required panels and fields: 
Fields marked with a red asterisk *  are mandatory.
	USER PANELS

	In this field …
	Provide this information …

	E-mail
	Type e-mail for relevant user.

	
	
	Note:
The e-mail address entered is used in the CMS Portal to:
Log in, and
Receive automated notifications

	Confirm e-mail address
	Type e-mail address again.

	Status
	Select:  Blocked
[image: Radio buttons for status of accounts - blocked and active]

	
	
	Important:
The account must be changed to Blocked as this prompts the user to acknowledge the CMS Portal terms and conditions upon account activation.


Continued …

	5
	Continued …
	USER PANELS

	In this field …
	Provide this information …

	Type of User
	Select the relevant option:
LLFAdmin:  Organisational Administrator account
LLFUser:  User account

	Organisation
	Displays the name of your Organisation

	PANEL:  Personal Information

	First Name
	Type the First Name of the user.

	Surname
	Type the Surname of the user.

	Unique ID Number
	Type a value as a unique identifier for the user.

	
	
	Note:
This number must be provided to the user to enter on account activation.

	Secondary Email Address for All Notifications
	Type an email address in addition to the user’s primary e-mail to receive copies of notifications.

	Secondary Email Address for Rejections
	Type an email address in addition to the user’s primary e-mail to receive copies of rejections, in addition to the user’s e-mail address.

	Mobile Number for SMS Notifications
	Type a mobile number to receive SMS notifications.

	Phone Number
	Type the user’s preferred contact number.

	Fax
	Type the user’s fax number.

	Division
	Type the user’s division within your organisation, if applicable.

	Employee Identifier
	Type the Employee Identifier used internally by your organisation, if applicable.




	
	Click the box in the Captcha
[image: Captcha image - I'm not a robot unticked] 
	A confirmation alert displays:
[image: Captcha image - I'm a robot ticked]

	
	Click:  Create new account
[image: Create new account button]
	A confirmation message displays:
[image: Confirmation message showing that account has been created.]

	
	Note:
The user is sent an email notifying them of the account creation, which contains a link the user needs to click to activate their account:
[image: Screenshot of account creation confirmation email.]

	
	Important:
Provide the user with the Unique ID Number for their account. This must be entered by the user as part of the account activation process.
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	Note:
The steps in this section of the User Guide outline the process for CMS Portal administrators to modify user accounts.  
CMS Portal users with a defined LLFUser role can modify the following fields of their own accounts:
	Field

	First name

	Surname

	Secondary Email Address for All Notifications

	Secondary Email Address for Rejections

	Mobile Number for SMS Notifications

	Phone Number

	Fax




	
	

	
	Important:
To block user accounts from accessing the CMS Portal with your organisation, follow the steps in this section of the User Guide to change the user’s Status to Blocked 
The user is sent a notification email when their account is blocked:
[image: Screenshot of account blocked notification email.]




	Step
	Action
	Result

	1. 
	Log in to the CMS Portal
	The CMS Portal home screen displays:
[image: The Home screen displaying available jurisdiction: Magistrates Court of Victoria and available options: File on One of My Cases, My Account and Organisation Administration.]

	
	Click:  Organisation Administration
[image: Organisation Administration button]

	The Organisation Administration screen displays:
[image: The Organisation Administration screen displaying available options: Manage Users, Resend Account Invitation Email and Filings Report. ]

	
	Click:  Manage Users
[image: Manage Users link]
	The People screen with a list of users in your organisation displays:
[image: The People screen displaying the User Search by Profile tab with Profile Field and Profile Value search options, and Search and Clear buttons.]

	
	OPTIONAL:
To search for a specific user, click:  User Search by Profile
[image: User Search by Profile button]
	The People screen, open to the User Search By Profile tab, displays:
[image: The People screen displaying the User Search by Profile tab with Profile Field and Profile Value search options, and Search and Clear buttons.]
Select the relevant Profile Field from the drop-down box and input a Profile Value (e.g. a specific surname), then click: Search.
[image: The 14 options for the Profile Field drop down box display including First Name, Unique ID Number and Business Name. ]

	
	OPTIONAL:
To filter users by a specific field, click:  Advanced
[image: Advanced button]
	The People screen, open to the Advanced tab, displays:
[image: The People screen displaying the Advanced tab with Field filter options and Continue button.]
Select the relevant Field from the drop-down box, then click: Continue.
[image: The 8 options for the Field drop down box display including Permission, Status and Role. ]
Select the relevant Operator from the drop-down box (these will differ based on the field you selected). Complete the Data field – depending on the option you selected you will either input the relevant information into a text field or select an option from a drop-down box. Click: Filter. 
[image: Graphical user interface, text, application, chat or text message

Description automatically generated]

	
	In the Operations column for the relevant account, click:  edit
[image: Operations column with edit link]
	The My Account screen, open to the relevant user’s account, displays:
[image: The My Account screen displaying the Profile tab showing some of the user's profile fields.]

	
	OPTIONAL:
To modify additional user fields, click:  Personal Information
[image: Personal information button]
	The My Account screen displays additional fields:
[image: The My Account screen displaying the Profile tab showing some of the user's personal information fields.]

	
	Modify the relevant user fields, then click:  Save
[image: Save button]
	A confirmation message displays:
[image: Confirmation message which reads: The changes have been saved.]

	
	Hint:
To block a CMS Portal account, on the Profile page, change Status from Active to Blocked, then click: Save
[image: The My Account screen displaying the Profile tab. Status section highlighted with Blocked and Active options.]

	
	Hint: 
Some changes to user accounts can be done in bulk, including:
Changes to users blocked/unblocked status, and
Adding or removing of roles.
[image: ]To make bulk changes, from the list of users on the People screen, select       the relevant users and use the menu in the Update Options panel to make the desired change:
[image: Update options menu, with options to unblock users, block users, and add or remove admin or user roles.] 






	Quick Reference Guide
	
	Page 1 of 3



image1.png




image2.svg
    


image3.png




image4.svg
  


image5.png




image6.png




image7.png
Home

What would you like to do?

Jurisdictions

Click on the buttons below to work with one of the Jurisdictions,

Options

Click on the buttons below for one of the available options.





image8.png
Organisation Administration





image9.png
Organisation Administration

Manage Users

Add, modify and block users within your organisation.

Resend Account Invitation Email

Resend CMS Portal account invitation email to a user in your organisation.

Account activation emails are only able to be resent to users that have not previously activated their CMS Portal account.

Filings Report

Run reports of your organisation's previous filings and case access requests.




image10.png
Manage Users




image11.png
People

List ~ Advanced  User Search By Profile

Update options

Unblock the selected users v

Update




image12.png




image13.png
People

List  Advanced  User Search By Profile

When adding a user to your Organisation, you must ensure that the Accour

E-mail *

Avalid e-mail address. All e-mails from the system will be sent to this address. The e-mai
receive certain news of notifications by e-mal

Confirm e-mail address *

Please re-type your e-mail address to confirm it is accurate.

Status
O Blocked
® Active

Type of User




image14.png




image15.svg
   


image16.png




image17.png
Status
@® Blocked
O Active




image18.png
'~




image19.png
'~




image20.png
CAPTCHA

[ tmrotarcha e

rCAPTCHA




image21.png
CAPTCHA

+/ Imnotarobot e

raCAPTCHA




image22.png
Create new account





image23.png
Awelcome message with further instructions has been e-mailed to the new user




image24.svg
  
.MsftOfcThm_Text2_Fill_v2 {
 fill:#002E5D; 
}

  


image25.png
Welcome to the CMS PORTAL

@ noreply-cmsportal@courts.vicgov.au
To I

Welcome to the CMS PORTAL. A new CMS PORTAL User Account has been created for you.

Please activate the link below to complete your account enrolment.

hittp://url6739.courts.vic.gov.au/Is/click?upn=8mZAK-2F70XIone68b3i0daxkMR-2F6a7RIUCVBOGAKINOXTXEXEIF
2F1A10tUVF43IFRFMOGULBCHDIUZufqItTYUU-2BNbALo1R6iyAhsWoc87agSBEDHE0SYOdydwieHxPNpfickdknrirg
2FOR2BSMXoHIPB7uSEr4a3D1clyiUmInWSfsanxpSD1ms8dgNiKFrw7BfdyxvA0zoxTKgU-2FOrV77-2FPSHEK-
2B1GD3PFTbMSNXTa0Xiez0uc7Z1ip3GIwfSURVImev1t8mANWY4YPARQPOe vkSDFIFSRQYVeENHObF1 20FUHWIE
RX603D

I you believe you have received this email in error, please contact your relevant support below:
- If you are a member of an organisation, please contact your CMS PORTAL Organisational Administrator.
- If you are an individual user of the CIS PORTAL, please contact CS.Support@courts.vic.gov.au

This is a system generated email. Please do ot reply to i




image26.png
Account update for ke % i il 8 #l [0 (5 at CMS PORTAL

@ noreply-cmsportal@courtsvic.gov.au
To &

Your CMs PORTAL Account has been suspended. You cannot currently access your CMS PORTAL Account.

I you believe you have received this email in error, please contact your relevant support below:
- If you are a member of an organisation, please contact your CMS PORTAL Organisational Administrator.
- If you are an individual user of the CIS PORTAL, please contact CS.Support@courts.vic.gov.au

This is a system generated email. Please do not reply to it




image27.png
People

List | Advanced  User Search By Profile

+

d

Update options

Unblock the selected users v

LastName  FirstName Username




image28.png
User Search By Profile




image29.png
People
List Advanced User Search By Profile

Business Name, Business Title and | represent a business are not 1

Profile Field - Select -

Profile Value





image30.png
First Narne
Surname

Phone Number

Unique ID Number

Fax

Division

Business Name

Business Title

I represent a business.

Mobile Number for SMS Notifications
Secondary Email Address for Rejections
Secondary Email Address for Al Notifications
Account Notes

Employee Identifier





image31.png
Advanced




image32.png
People

List Advanced User Search By Profile
- Show only users

Field *

this filter




image33.png
Permission
Status
Created

Last Accessed
Email

User Id
Username
Role




image34.png
- Show only users

this fiter
Operator is equal to
Data is not equal to

value for this filter.

E





image35.png
Operations





image36.png
My Account

Profile | Drafts  Filings ~ Cases  Cart  Payments  Payment Profile

Personal Information

E-mail address *

e g mm enT e n g

Avalid e-mail address. All e-mails from the system will be sent to this address. The e-mail address is not m
receive certain news of notifications by e-mal

Confirm e-mail address *

Please re-type your e-mail address to confirm it is accurate.

Password Requirements

« Password must contain characters of at least 3 different types (lowercase, uppercase.
« Password must be at least 13 characters in length.

« Password must contain at least 2 letters

« Password must contain at least one lowercase character.

« Password must contain at least one uppercase character.

Password

1




image37.png
Personal Information




image38.png
My Account

Profile | Drafts  Filings

Roles

authenticated user
O LLFAdmin
LLFUser

Personal Information

First Name.

Cases.

Cart

Payments

Pay

Please enter your first name

Surname *

Please enter your Surname

Unique ID Number *

If you are a Self Represented Party, please enter a number or word. This may be usec




image39.png




image40.png
The changes have been saved.




image41.png




image42.svg
  
.MsftOfcThm_Accent6_Fill_v2 {
 fill:#647E20; 
}

           


image410.png




image43.png
My Account

Profile | Drafts  Filings ~ Cases  Cart  Payments  Payn

Personal Information

E-mail address *

Avalid e-mail address. All e-mails from the system will be sent to this address. The e-mai
receive certain news of notifications by e-mal

Confirm e-mail address *

Please re-type your e-mail address to confirm it is accurate.

Password Requirements

« Password must contain characters of at least 3 different types (lowerc:
« Password must be at least 13 characters in length.

« Password must contain at least 2 letters.

« Password must contain at least one lowercase character.

« Password must contain at least one uppercase character.

Password

1

Confirm password

1

To change the current user password, enter the new password in both fields.

Status
O Blocked
® Active





image44.png




image45.png
Update options

Unblock the selected users v

Unblock the selected users
Block the selected users
Add a role to the selected users.
LLFAdmin
LLFUser
Remove a role from the selected users.
LLFAdmin
LLFUser





image46.png
s> CMS




