&
TimeBase

rarToF FiscalNote

TimeBase LawOne
Quick Start Guide

Account administration

Access the TimeBase administration site
Add a new user

Reset a password

Delete a user

Key points to remember




TIMEBASE LAWONE QUICK START GUIDE ACCOUNT ADMINISTRATION

Access the TimeBase administration site

Access the TimeBase administration site to update your account details,
Mmanage user accounts in your organisation and more.
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Access the TimeBase
administration site

From any LawOne page: @ Click on your profile. @ Click on my account. The TimeBase

administration site will load. —

Subscriptions | Help

Browse Search Lawlracker Trail ;
& Kathrin Thomson ¥

COVID-19 Legislative Instruments: Activity and Browse @
Find legislation by title or full text search This account is managed by TimeBase

Kathrin Thomson

23/12/2021 Health Insurance (Medicare Benefits Payable in Respect of Professional Services — N kathrin.thomson@timebase.com.au

23/12/2021 Administrative Arrangements (Administrative Changes—Ministers and Public Service

22/12/2021 Emergency Management Act 2006 - Directions In Relation To Persons Arriving In Ta:
22/12/2021 Public Health Act 1997 - Direction Under Section 16 - (Quarantine - No. 6) [TAS] [Prg| Servyi¢ My account Favourites Log out

22/12/2021 Public Health Act 1997 - Direction Under Section 16 - (Arrival requirements for certs

I P SR (506 of 2021) INSW)
[EEE=Tr .

04/01/2022 Corporations Regulations 2001 (193 of 2001) [CTH]

04/01/2022 Public Health Regulation 2012 (311 of 2012) [NSW] g B .
2) [TAS] [Principal Regulation

04/01/2022 Mandatory Disease Testing Act 2021 (13 of 2021) [NSW] ) lT ] [ P 9 ]

Work Health and Safety Regulation 2017 (404 of 2017) [NSW] [Principal Regulation]
Work Health and Safety Act 2011 (137 of 2011) [CTH] [Principal Act]

Safe Work Australia Act 2008 (84 of 2009) [CTH] [Principal Act]

Annual Holidays Regulation 2021 (288 of 2021) [NSW] [Principal Regulation]

Fair Work (Registered Organisations) Regulations 2009 (82 of 2003) [CTH] [Principal Regulation]
Employment Protection Regulation 2017 (478 of 2017) [NSW] [Principal Regulation]

Paid Parental Leave Rules 2021 [CTH] [Principal Regulation]

Long Service Leave Regulation 2021 (293 of 2021) [NSW] [Principal Regulation]

Fair Work Regulations 2009 (112 of 2009) [CTH] [Principal Regulation]

Privacy Act 1988 (119 of 1988) [CTH] [Principal Act]
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Access the TimeBase On the TimeBase administration site, you can: @ View and manage your account details.

administration site @ View and manage all user accounts in your organisation (including adding and deleting
users and resetting their passwords). @ View a list of all TimeBase subscriptions (and their
expiry dates). @ Request an IP address or domain name change. @ View a list of all users
currently online. O

| - P
- Kathrin Thomson
TlmeBase Australian legislation

Users  Subscriptions  Organisation  Online now

First name:

Kathrin

Last name:

Thomson

Email address:

kathrin.thomson@timebase.com.au

Reset password:
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PREV TOPIC

NEXTTOPIC

Show me how to...
Add a new user

Add a new user to your organisation’s account to grant them access
to all available TimeBase subscriptions. Note: only email addresses
associated with your organisation are applicable.
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Add a new user On the users page: @ Click add new user. The add new user page will load. —

| Kathrin Thomson

TlmeBase Australian legislation

My Account | Subscriptions  Organisation  Online now

total number of users: 29

Name Email ini: Profile

Alyssa Conejar alyssa.conejar@timebase.com.au no delete
dgdwgfsg sgsgdsg meath@timebase.com.au delete
Geoff Nolan geoff.nolan@timebase.com.au delete
Howard Temple howard.temple@timebase.com.au delete
Jaime Fox jaimefox2003@outlook.com delete
Kathrin Thomson kathrin.thomson@timebase.com.au delete
Kathrin Thomson email@kathrin.com.au delete
Kimbah Pengelly kimbahp@bigpond.net.au delete
LAS LawOne las@timebase.com.au delete
Meliana Chen meliana.chen@timebase.com.au delete
Melissa Tong melissa.tong@timebase.com.au delete
Michael McGrath michael@timebase.com.au delete
Michael McGrath michael2@timebase.com.au delete
Michael McGrath michael.m@timebase.com.au delete
Michael McGrath michael.mcgrath@timebase.com.au delete

Michael Test mmtest@timebase.com.au delete
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Add a new user On the add new user page: @ Sclect an account type. @ Enter the first name, last name
and email address of the new user. @ Enter and confirm a password. @ Click submit.
A summary confirmation of the new user details will load and an email will be sent to the
user instructing them to active their account. 0

a A

| Kathrin Thomson

TlmeBase Australian legislation

My Account Subscriptions  Organisation  Online now

Add new user

Type:
Individual account
First name:

John

Last name:

Smith

Email address:

john.smith@timebase.com.au

Password:

mepdib-rofhug-M Strong Password

1
Strong

Confirm Password:

mepdib-rofhug-M Strong Password

Account administrator:
Account administrators have access to all user accounts within the
organisation. Account administrators can make significant account
changes including deleting users. Only a very limited number of
individuals should have this permission level enabled.

Profile administrator:
Profile administrators have access to all alert profiles within the
organisation. Profile administrators can add and delete alert profiles,
amend tracked legislation and change recipients. Only a limited number

of individuals should have this permission level enabled
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ACCOUNT ADMINISTRATION

PREV TOPIC

NEXT TOPIC

Show me how to...
. Reset a password

Reset a password for any TimeBase user

In your organisation.
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Reset a password On the users page: @ Click on the edit link of the user requiring a new password. The edit user
page will load. —

| Kathrin Thomson

TlmeBase Australian legislation

My Account | Subscriptions  Organisation  Online now

total number of users: 29

Name Email ini: Profile

Alyssa Conejar alyssa.conejar@timebase.com.au no delete
dgdwgfsg sgsgdsg meath@timebase.com.au delete
Geoff Nolan geoff.nolan@timebase.com.au delete
Howard Temple howard.temple@timebase.com.au delete
Jaime Fox jaimefox2003@outlook.com delete
Kathrin Thomson kathrin.thomson@timebase.com.au delete
Kathrin Thomson email@kathrin.com.au delete
Kimbah Pengelly kimbahp@bigpond.net.au delete
LAS LawOne las@timebase.com.au delete
Meliana Chen meliana.chen@timebase.com.au delete
Melissa Tong melissa.tong@timebase.com.au delete
Michael McGrath michael@timebase.com.au delete
Michael McGrath michael2@timebase.com.au delete
Michael McGrath michael.m@timebase.com.au delete
Michael McGrath michael.mcgrath@timebase.com.au delete

Michael Test mmtest@timebase.com.au delete
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Reset a password On the edit user page: @ Tick the reset password checkbox. @ Enter and confirm the
new password. @ Click submit to finish. The user will be notified of the change via email. O

| Kathrin Thomson

TlmeBase Australian legislation

My Account Subscriptions  Organisation  Online now

Edit user

First name:

Alyssa

Last name:

Conejar

Email address:

alyssa.conejar@timebase.com.au
Reset password:

Password:

Password

Confirm Password:

Confirm Password

Account administrator:
Account administrators have access to all user accounts within the
organisation. Account administrators can make significant account
changes including deleting users. Only a very limited number of
individuals should have this permission level enabled.

Profile administrator:
Profile administrators have access to all alert profiles within the
organisation. Profile administrators can add and delete alert profiles,
amend tracked legislation and change recipients. Only a limited number
of individuals should have this permission level enabled.
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PREV TOPIC

NEXT TOPIC

Show me how to...
_ Delete a user

Permanently delete a user, removing their access
to LawOne (and all other TimeBase subscriptions).

11
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Delete a user On the users page: @ Locate the user and click delete. A popup warning will appear.
@ Click OK to delete the user from the system. O

| Kathrin Thomson

TlmeBase Australian legislation

My Account |k Subscriptions  Organisation  Online now

total number of users: 29

Name Email ini: Profile

Alyssa Conejar alyssa.conejar@timebase.com.au no delete
dgdwgfsg sgsgdsg meath@timebase.com.au delete
Geoff Nolan geoff.nolan@timebase.com.au delete
Howard Temple howard.temple@timebase.com.au delete
Jaime Fox jaimefox2003@outlook.com delete
Kathrin Thomson kathrin.thomson@timebase.com.au delete
Kathrin Thomson email@kathrin.com.au delete
Kimbah Pengelly kimbahp@bigpond.net.au delete
LAS LawOne las@timebase.com.au delete
Meliana Chen meliana.chen@timebase.com.au delete
Melissa Tong melissa.tong@timebase.com.au delete
Michael McGrath michael@timebase.com.au delete
Michael McGrath michael2@timebase.com.au delete
Michael McGrath michael.m@timebase.com.au delete
Michael McGrath michael.mcgrath@timebase.com.au delete

Michael Test mmtest@timebase.com.au delete
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Key points to remember

Account administrators have access to all user accounts within the organisation.

Account administrators can make significant account changes including deleting users.

Only a very limited number of individuals should have this permission level enabled.

You need to load the TimeBase administration site to manage user accounts for
all TimeBase subscriptions.

Only email addresses associated with your organisation can be used to create
a new user account.
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Need further help or technical support?
> Talk to a TimeBase team member on 1800 077 088 (Mon—Fri, 8am—4:30pm)

> Email your questions to service@timebase.com.au

> Access the full range of quick start guides at timebase.com.au

TimeBase Pty Ltd

PO Box A2634, Sydney South, NSW 1235 Australia
E service@timebase.com.au

T +612 9262 3557 or 1800 077 088
timebase.com.au

© TimeBase Pty Ltd 2022 | ABN 66 064 360 658 | TimeBase is owned and operated by FiscalNote, Inc.

Document last updated: February 2022 0 @ ﬁ
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