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1. How to access the approved employer portal

New Pacific Australia Labour Mobility (PALM) scheme employers will receive an invitation email
to access the PALMIS approved employer portal (AE portal). The invitation will be sent to the
same email address where the PALM scheme deed was sent.

Please see sample invitation email below:

Click the (portal.palmscheme.gov.au) ‘account login’ button to begin.

PALM &7

Pacific Australia Labour Mekbility

Hi PALM IT Systems,

‘You have been invited to the PALM Portal. To setup your account, please follow this
link:

Account Login

Questions? Please call the Pacific Labour Facility (PLF) on
1800 51 51 31 or email palm@dewr.gov.au.

ol

PALM scheme

palmschems sovau
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1. In the signup page, click the ‘send verification code’ button.

This will send a verification email to your registered email address with the PALM scheme.

Complete Signup

Please follow the process to verify your email

Email Address

birds_from_space@yahoo.com

Send verification code ‘

o e

2. Open the verification code email and retrieve your code.

Please see the example below.

Verify your email address

Thanks for verifying your PALMITSystems@dewr.gov.au account!

Your code is: 139526

Sincerely,
Pacific Labour Facility

If you have any issues receiving an account verification code, please contact the PALM
scheme support service line at (palm@dewr.gov.au) or call (1800 51 51 31).
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3. Enter the verification code into the ‘verification code’ field and click the ‘verify code’
button. You will only need to complete this process once to verify your email address.

Complete Signup

We have sent a verification code to your inbox.
Please enter it below to verify your email.

Email Address

birds_from_space@yahoo.com

Verification Code

[ 832609 ]

Verify code Send new code

4. Click the ‘continue’ button to proceed. Next, you will need to enter your phone number.
This will be used to verify your identity each time you log in to the AE portal.

Complete Signup

Thank you for verifying your email address. You
can now continue to reset your password

Email Address

birds_from_space@yahoo.com

Continue Cancel
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5. Click ‘send code’ to receive an SMS authentication code.

Cancel

PALM X

Pacific Australio Lobour Mobility

We have the following number on record for you. We will

send a code via SMS to authenticate you.

XXX-XXX-8095

Send Code

6. Enter the code from the SMS into the provided field and click ‘verify code’.

Cancel

PALM X

Pacific Australia Labour Mobility

We have the following number on record for you. We will
send a code via SMS to authenticate you.

XXX-XXX-8095

Enter your verification code below, or send a new code

817399
Verify Code
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7. You will then need to create a new password for your account. Once you have done this,
click the ‘continue’ button to proceed.

Password Reset

Mew Password

8. You will now be able to login to your account with your email and password.

Sign In

Email Address

birds_from_space@yahoo.com

Password Forgot your password?

Sign in
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2. How to verify your employer details

After logging into your account for the first time, you will need to check your employer details
are correct.

& ClarkTent >

@ Action tems Home > Action Items

A Notices ACHOn Ifems

§ Recruitment >

Visas

Workers Open Action Items

Mobilisations 3

Click on an action item in the list to view and manage it's record

B Employer Details

@ Report an Incident Q | search Search B Unread

= My Inbox
Type Date ¥ Regarding Subject

Your enguiry has been submitted - Reference No:

Mo Correspondence 14/07/2023 10056 AM  worker tripped View Details

EQ 0
No 10/07/2023 3219 PM RPOSE0 IRD Response for AP RPOSED View Details
No Notification 27/06/2023 8:15 AM RPOS20 IRD Response for RP RP0S20 View Details
Mo Motification 20/06/2023 10002 AM  RPOST0 IRD Response for RP RPOSID View Details
Mo  Notification 20/06/2023 9:32 AM  RPOSOS IRD Response for RP RPOSOE View Details
Awstralian Government No Notification 20/06/2023 8218 AM RPO205 IRD Response for RP RPO20S View Details
Privacy Policy
Mo  Motification 16/06/2023 11:48 AM  RPOBE1 IRD Response for AP RPOBET View Details
Contact Us
f u No Notification 14/06/2023 9:23 AM RPOBT2 IRD Response for RP RPOBT2 View Details

1. Click ‘employer details’ from the menu on the left.

PALM XX

Pacific Australia Labour Mobility

@ Action items Home > Action Items

Notices Action ltems

Recruitment >

Visas

Workers > Open Action Items

Mobilisations
Click on an action item in the list to view and manage it's record

Employer Details

Report an Incident Q Search ‘ ‘ Search ‘

HKermpnirm

My Inbox
Type Date ¥ Regarding

Australian Government 7 palmscheme.gov.au
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2. In the employer details page, review your basic details under the ‘my details’ tab to
ensure your employer details are correct.

& ClarkTent >

y Action Items Home > Action Items > Employer Details

A Notices Em p|oyer e

i@ Recruitment >

E Visas My Details

““

-
2 workers >

Basic Details
Mobilisations 3

E Employe ils

Business Details
@ Report an Incident

Entity Name * GBoost

= My Inbox ¥
Business Name Boost Juice
ABN T0 606 282 576
Registered Address Postal Address Location Address
Street 1 171 Lovell Street Street 1 30 Shore Street Street 1 171 Lovell Street
Street 2 Street 2 Street 2

ARstratig Gove et Street 3 - Stroet 3 - Street 3 -

Privacy Policy

3. Click the ‘edit employer’ button to add a new address or remove any old addresses
shown in your account.

Basic Details

Notices
Recruitment >
Business Details

Visas

Workers > Entity Name * 6Boost
Mobilisations > Business Name Boost Juice

Employer Details ABN 70 606 982 57¢

Report an Incident

HNereHdwmDE&Pp

My Inbox

Registered Address Postal Address Location Address
Street 1 — Street 1 30 Shore £ Street 1 —
Street 2 — Street 2 — Street 2

Street 3 - Street 3 Street 3

city = city — city

State - State — State -
Post Code - Post Code = Postcode aa

Country — Country — Country -

Australian Government

Privacy Policy Eciit Employ
Contact Us .

f o
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4. Once you have finished editing your employer details, click ‘update’ to update your
information.

PALM \"f ‘ Clark Tent

Paofs Auvirebe Labe Malsléy
@ Action ems Basic Details
F
Businezs Details
i Recruitment 3
g Visas Entivy Marme * E800st
1 Workers
Business Narme Baost
Mobdlisations 5
o 2 ABN e BOE 87
. Employer Details TO 606 9837
@ Report an incident
B My inbox
Registered Address Postal Address Location Address
Stroat 1 Street 1 o B Street 1
Streat 2 Street 2 Strest 2
Sireet 3 Sireet 3 Sireet 3
City City Ciny
State State State
Post Coda Post Code Postcode

Couniry Country

Country
Cantact Us /

I =

5. Click ‘ok’ to finalise your changes.

Are you sure you wish to update your employer details?

Ok
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PALM N\

Pacific Australia Labour Mobility

6. The saved changes will now be reflected in the basic details of the ‘my details’ tab.

i Action Ite

[ I

&
o
=

Notices
Recruitment >
Visas

Workers >
Mobilisations >
Employer Details
Report an Incident

My Inbox

Home > Action items > Ei

Employ

My Details

Basic Details

Business Details

Entity Name * 6Boost
Business Name Boost Juice
ABN 70 606 982 5T¢

Registered Address

Street 1 171 Lovell Stree
Street 2 =
Street 3 —
City Brisbane
State QLD
Australian Government
Post Code 4000
Privacy Policy
Contact Us Country Australia
.
Australian Government

oyer Details

10

Postal Address

Street 1
Street 2
Street 3
City

State
Post Code

Cauntry

30 Shore £

Westend

QLo

4

Australia

Location Address

Street 1
Street 2
Street 3
City
State
Postcode

Cauntry

& Clark Tent

“

171 Lovell Stre

Brisbane

Queensland

4000

Australia

palmscheme.gov.au
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3. How to add more users to your account

Only admin roles have the appropriate permissions to add other users to your account.
The contact listed under your deed contact will be assigned the account administrator role.

1. To access your users, click the ‘users’ tab located within the employer details. The ‘users’
tab lists all of the current users with access to your account. Each user can edit and submit
recruitment plans, mobilisations, etc.

PALM i & ClarkTent >

Pacific Auatralia Lal

cf Action Items Home > Action ltems > Employer Details

A notices Employer Details

i@ Recruitment >

Visas My Details

am Workers >

Basic Details
Mobilisations >

E Employer Details : -
Business Details

@ Report an Incident

&= My Inbox Entity Name * 6Boost
Business Name Boost Juice
ABN TO0 606 982 5T

2. Click ‘create user’ to add a new user to your account.

Home > Action Items > Employer Details

Employer Details

s
Users

First Name Surname 4 Email Telephone

Al AZ rte@test.com 12347590213 View Details
Beta alpha marney@test.com 0434567890 View Details
steve23 steve23 steve23@email.com View Details
Firstname Surname test1234@test.com View Details
Clark Tent birdsfromspace@gmail.com view Details
Jiggy Withit alfredsimbulanjr@gmail.com View Details
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3. Complete the user form and click the ‘create new user’. At a minimum, each account user
will need to provide a first name, surname and email contact. It is recommended the
account user also provide a phone number. The newly created user will now appear in your
list of users.

@ Create x
First Name *
Jimmy

Surname *

Crickett

Email *

JimmyCi@test.com

Work Contact

0433891723

o

Create New User

Home > Action Items > Employer Details

Employer Details

il i

Users

Create User
First Name Surname 4+ Email Telephone
Al A2 rte@test.com 12347590213 View Details
Beta alpha marney@test.com 0434567890 View Details
Jimmy Crickett JimmyC@test.com 0433891723 View Details
steve2d steve2d steve23@email.com View Details
Firstname Surname testi234@test.com View Details

Should a newly created user not appear in your list of users, please contact the PALM scheme
support service line at (palm@dewr.gov.au) or call (1800 51 51 31).

©» Australian Government 12 palmscheme.gov.au
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4. How to find your deed?

Please view and verify that all your information is correct.

1. To access your PALM scheme deed, click the ‘deeds’ tab located within the ‘employer
‘details page.

PALM X

Pocific Austrolia Lab:

Q Action Items Home > Action Items > Employer Details

A Notices Emp'oyer DefO[IS

Recruitment >

Workers >
Business Details

B o &

Mobilisations »
Employer Details Entity Name * {A.L Nasawa .

Report an Incident Business NMame —

Herwr

Inbox ABN 83783 686 2t

2. Your current PALM scheme deed is listed in the deeds tab page.

PALM \‘ walk me @ AshKetchum >

Pocific Australia Lobeur

m Action Items Home > Action Items > Employer Details

A notices Employel’ DefOIiS

# Recruitment >

Workers >
Deeds
Mobilisations 5
5 Employer Details Name $ Deed Type Status Executed Date Expiry Date
Report an Incident AL Nasawa deed PALM Sent 07/07/2023 17h2/2027 View Details

Inbox

©» Australian Government 13 palmscheme.gov.au
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3. Click ‘view details’ to view further details about the deed.

Deed Details

Name *

AL Nasawa deed

Employer *

(A.L Nasawa & J.K Nasawa)

Deed Type *

PALM

Deed Contact *

Beta Tester

Endorsement Number

123456

Approval Conditions
No

Executed Date

07/07/2023

Expiry Date

17112/2027

¥
©» Australian Government 14 palmscheme.gov.au
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5. How to find your temporary activities sponsor details

Your account’s current temporary activities sponsor (TAS) details can be found in the ‘TASs’ tab
within the employer details page.

1. To access your TAS, click the ‘TASs’ tab located within the ‘employer details’ page.

I___]__,L:j__'_'-,lH me ‘ Ash Ketchum >

c@ Action Items Home > Action Items > Employer Details

A\ Notices Emp'oyer DefO[IS

i) Recruitment 3

- .
= Workers >

Business Details
Mobilisations >

E Employer Details Entity Name * {A.L Nasawa .
@ Report an Incident Business Name —

& Inbox ABN 83 783 686 2t

2. Your TAS details will be listed within this page.

PALM walkme @ ashketchum >

[ e

m Action Items Home > Action Items > Employer Details

A notices Employer Details

i# Recruitment >

2 workers >

-
TASs
Mobilisations 3
B Employer Details Name 4 Expiry Date

i ABC12345678 2312/2027
© Report an Incident

= Inbox
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6. How to find your labour hire licences

If your organisation operates as a labour hire company, your account’s labour hire licences
(LHL) can be found in the ‘LHLs’ tab within the employer details page (where applicable).

1. To access your LHLs, click the LHLs tab located within the ‘employer details’ page.

|___J___.'-!:"||H me ‘ Ash Ketchum >

c@ Action Items Home > Action Items > Employer Details

A\ Notices Emp'oyer Def0[|s

i@ Recruitment >

. il Ss

- "

= Workers >

Business Details

Mobilisations >

E Employer Details Entity Name * {A.L Nasawa .

@ Report an Incident Business Name —

= Inbox ABN B3 783 686 2t

2. Your LHL details will be listed within this page.
3. Click ‘view details’ to view further details about each LHL. You can also edit the details if
needed.
ﬁ
N I.__LJO||~='. me & Ash Ketchum >

Home > Action ltems > Employer Details

A Notices Emp|oyer DeTCllls

9} Recruitment >

2 workers >

—
LHLs
Mobilisations >
B employer Details Licence Number Jurisdiction Expiry Date 4+

o Report an Incident 12345678 Queensland 30/12/2027 View Details

s Inbox
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4. Click the ‘submit’ button to submit your changes or click the ‘x’ button located on the
upper right corner to exit without saving.

G Edit x

Employer

6Boost Remove Select an Employer

Jurisdiction

Select a Jurisdiction

Licence Number

123456789

Expiry Date

27/06/2025

Comment

&

« Australian Government 17 palmscheme.gov.au
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7. What do | do if | need further help?

The PALM scheme has built a help guide called ‘WalkME’ within the AE portal to help you when
you need assistance.

1. Click ‘WalkME’ located on the right corner of the screen.

PALM \ﬁ walkime |‘ Lemony Snickett

Pacific Austrohs Labaur Mebility

@ Action items Home > Action Items

A Notices Acﬂon |fem5

i Recruitment >
Employer Details Recruitment Plans

Visas

[ ]

- Workers > Open Action Items

Mobilisations >

Click on an action item in the list to view and manage it's record

E Employer Details

@ Report an Incident Q  Ssearc Search = Unread

s Inbox
Type Date Regarding Subject

There are no records to display

2. Select a category from the help tab to view further help guides regarding each topic.

2% How can we help you?

Help

Q, Search help guides

Recruitment Plans

Visas
My Workers
Employer Details

P Australian Government 18 palmscheme.gov.au




PALM ¢

Pacific Australia Labour Mobility

3. Click a tutorial topic, to be shown a step-by-step guide on how to perform this task. Please
ensure to read all the instructions carefully.

+< How canwe help you?

Help

Q, search help guides

Recruitment Plans

(O How to add a Labour Market Test to a draft RP

How to upload a Draft Offer of Employment
How to create a Placement Group in an RP
How to create an Accommodation Plan Draft
How to add a Host

How to add a Work Site to a Host

How to assign workers to a Placement Group

How to upload an Offer of Employment for aw...

4. Tutorial videos are also provided within the help guide menu. Click ‘tutorial videos’ to
access these videos.

+< How canwe help you?

Tutorial videos
Q, search help guides

(3] Getting Started

¥
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