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This document describes how to change your user details (or other users’ details from your organisation) in the Service Agreement Module (SAM), which is located via the Funded Agency Channel (FAC). The advantage of administering this yourself is that you can make sure the user details are updated as soon as there is a change in your organisation.
[bookmark: _Toc420568399][bookmark: _Toc493255330]What you cannot update in SAM 
[bookmark: _Toc420568400]The Signatory of your service agreement
If the signatory of your service agreement needs to be updated, please contact your Local Engagement Officer /Departmental advisor, as this can only be performed by departmental staff. 
[bookmark: _Toc420568401]Your eBusiness account details
Unlike SAM, each eBusiness account can only be updated by the account holder. A separate “how to” guide detailing how to update your eBusiness account can be found in the document titled “Change your profile details”, in the http://www.dhs.vic.gov.au/funded-agency-channel/accessing-my-agency/using-my-agency/user-guidelines page.
[bookmark: _Toc420568402][bookmark: _Toc493255331]What to do if a user no longer needs access to SAM 
If a staff member has left your organisation, or no longer needs access to SAM, please contact the Funded Agency Channel Help desk (fac@dhhs.vic.gov.au) to revoke their access. Please note that SAM user accounts must not be reused or overwritten with a new user’s details.
[bookmark: _Toc420568403][bookmark: _Toc493255332]Registration of a new user for FAC and SAM 
Instructions on how to register a new user from your organisation for FAC can be found in the document titled “How to register for My Agency” located in the http://www.dhs.vic.gov.au/funded-agency-channel/accessing-my-agency/using-my-agency/user-guidelines page.
[bookmark: _Toc420568404][bookmark: _Toc493255333]What type of user details can I update in SAM?
You are able to edit all fields for all the users in your organisation. The available fields you can update are
· Job Title
· Title
· First Name
· Last Name
· Work Phone
· Mobile Phone
· Work Fax
· Email Address
· Primary (this is a check box and indicates the main contact for your organisation, and to whom email and mail correspondence from the Department to your organisation is addressed. Please use caution when changing the Primary contact of your organisation).
· Status (Active or Old pull down menu) please note that if you set an employee to old, you must contact the Funded Agency Channel help desk (fac@dhs.vic.gov.au) so the users’ access can be revoked.
[bookmark: _Toc420568405][bookmark: _Toc493255334]How do I update my details in SAM?
· When you log into My Agency click on the “Service Agreement Module – [ External Link ]” link located at the top of the My Agency page. For instructions on how to log into My Agency please see http://www.dhs.vic.gov.au/funded-agency-channel/accessing-my-agency/accessing-my-agency-for-funded-organisation-users 
· A separate window will open and SAM will open to the “Current Agreements” tab. 
· Click on the Organisations tab at the top of SAM
· Once the Organisations tab opens, click on the name of your organisation which will open a series of sub tabs and default to the Contacts sub tab. This is the tab where you can edit a user’s details
· Highlight the user you would like to edit by clicking on the “>” which is to the left of the user’s job title.
· Click the Edit Button and change the fields as required. Once completed, click the Save button.
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