
AppConnect

1
OFFICIAL

Organisation Authority User Guide
May 2026



Table of Contents

Table of Contents

2
OFFICIAL

1. Things to know before you start

2. Definitions

3. Getting Started

4. User Journey Map

5. Organisation Authority Roles & Responsibilities

6. AppConnect Home Page for Organisation Authority

7. Access Request on Behalf of an Existing User

8. Access Request on Behalf of a Non-Existing User

9. Approve Access Request

10. Reject Access Request

11. Revoke Application Access

12. Organisations Management

13. User Access Review



1. Things to know before you start

1. Things to know before you start
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• This user guide is intended for users who have been assigned the Organisation 
Authority role in AppConnect.



2. Definitions

• Org Auth: Organisation Authority

• App Admin: Application Administrator

• UAR: User Access Review
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3. Getting Started

• To access the AppConnect site, click on this link: 
https://myapps.forms.health.vic.gov.au/

• Bookmark the site on your browser for easy access.
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https://myapps.forms.health.vic.gov.au/


4. User Journey Map

4. User Journey Map

1

I need access to
an application

2

I need to
manage existing

users/access

3

I need to
remove access
to applications

1.1
Users can request
access for themselves
(self-service) or on
behalf of others

1.2
Organisation
Authority validates
user identity
(If Org Authority is
configured)

1.3
Organisation Authority (If
Org Authority is configured)
and
Application Administrator
approves grant access

details can be
managed/updated

2.1 Account management - User

2.3
Compliance – User
access is monitored
through User Access
Reviews

2.4
Reporting –
Authorised Users can
access audit history
and export/download
data

1.4
User account is
created (if not
already existing in
AppConnect) and
access to the
application is
provisioned

Onboarding

2.2 Access management – Users
can request additional
application access for
themselves (self-service) or on
behalf of others (if Org Auth/
App Admin)

3.1
Deprovisioning Request –
Users can request access
revocation for themselves (self-
service) or on behalf of others
(if Org Auth/ App Admin)

–
User access is
revoked

3.4
User Deprovisioning

3.2
Organisation
Authority re-
validates user
identity
(If Org Authority is
configured)

3.3
Organisation Authority (If
Org Authority is configured)
and
Application Administrator
approves revoke access
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5. Organisation Authority Roles  Responsibilities

5. Organisation Authority Roles & Responsibilities

Organisation Authority

Organisation Escalation
(email 14 and 21 days, if no response from Org
Auth)

Role: A user with the Organisation Authority role is considered to have 
'authority over an organisation' if they are listed as either an 'Organisation 
Authority' or an 'Organisation Escalation Authority' for that organisation.

Responsibilities:

• Identity Management & validation of staff

• Manage all the organisation/s you have authority for

• Request application access on behalf of users

• Approve / reject access requests to the application

• Revoke user access to the application

• Manage user details

• User access reviews

The Organisation Authority can be any listed organisation with DH/DFFH. These roles define access to the AppConnect application; more 
than one Organisation Authority and Organisation Escalation person may be nominated.

They can onboard a single user at a time.
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6. AppConnect Home Page for Organisation Authorities
Before logging in, ensure that you have already requested and been granted access as an Organisation Authority

6. AppConnect Home Page for Organisation Authorities
Before logging in, ensure that you have already requested and been granted access as an Organisation Authority

Instructions

1

2

3 Click button.

Click here to access AppConnect.

Click the Conditions of Use to read and tick on 
the box beside to agree.

Sign in using your registered email address and

4 chosen authentication method (MFA).

5 This will bring up the AppConnect homepage, 
where you can perform user, access, and 
organisation management.

2

3

5
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7. Access Request on Behalf of an Existing User
Guide to requesting additional access request for an existing user

7. Access Request on Behalf of an Existing User
Guide to requesting additional access request for an existing user

Instructions

1

2

3
Click icon to update user details or request
additional application access.

Click on Users dashboard in Users Management 
section.

Search the user’s email address. User 
information is listed in the dashboard.

1
2

3

Cont.
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Access Request on Behalf of an Existing User
Guide to requesting additional access for an existing user

Access Request on Behalf of an Existing User
Guide to requesting additional access for an existing user

Instructions
Click to add application access.

1

2
Select the Application, Environment, and Role in 
Current Application Access.

3 Click button. Repeat Steps 1-
3, until all application access is added.

4 button at the bottom or top left ofClick
the page.

5
When all required fields are filled-out correctly, a 
pop-up message appears confirming the 
successful submission registration and
application access request. Click button.

2

3

4

5
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8. Access Request on Behalf of a Non-Existing User
Guide to requesting additional access for a non-existing user

8. Access Request on Behalf of a Non-Existing User
Guide to requesting additional access for a non-existing user

Instructions

1

2

3
I,Click which will load the User

Registration form that requires you to fill out.

Click on Users dashboard in Users Management 
section.

Search the user’s email address. ‘No records 
found’ appears in the results.

1 2

3

4
Fill out all the required fields – those with
asterisk (*), under the User’s Personal Details.

5 Read the Conditions Of Use and tick on the box 
to confirm agreement.

4

5
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Access Request on Behalf of a Non-Existing User
Guide to requesting additional access for a non-existing user

Access Request on Behalf of a Non-Existing User
Guide to requesting additional access for a non-existing user

Instructions

1

2

Click button at the bottom or top left of 
the page.

Select the Application, Environment, and Role in 
Current Application Access.

Click button.

4

When all required fields are filled-out correctly, a 
pop-up message appears confirming the 
successful submission registration and
application access request. Click button.

5

Click to add application access.

3 Repeat steps 1-3, until all application access is 
added.

1

2

3

5

12
OFFICIAL



Access Request – Email notification

Access Request – Email notification

Instructions

1 Click the AppConnect in the email to review and 
approve the submitted access request. This will 
bring up the Approvals dashboard.
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9. Approve Access Request
Guide to approving grant/ revoke user access requests within your organisation

9. Approve Access Request
Guide to approving grant/ revoke user access requests within your organisation

Instructions

1

2

Click on the Approvals dashboard in the Access 
Management section.

Review the requests for approval. Tick on the box 
beside the lines of those you want to action.

4

1

2

3

4

5
A pop-up message appears confirming the access 
requested. Click button.

A pop-up message appears confirming the access 
requested has been successfully approved. Click 
button.

5

Hit the button to confirm and validate
3 the user’s identity.

*Note: You have 14 days to action on an approval request 
before it is escalated to the Organisation Escalation 
Authority.
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10. Reject Access Request
Guide to rejecting user access requests within your organisation

10. Reject Access Request
Guide to rejecting user access requests within your organisation

Instructions

1

2

Click on the Approvals dashboard in the Access 
Management section.

4

Review the requests for approval. Tick on the box 
beside the lines of those you want to action.

Hit the button to reject the user’s
3 requests.

A pop-up message appears confirming the 
rejected access requests. . Click button.

A pop-up message appears confirming the access 
requested has been successfully rejected. Click 
button.

5

1

2

3

4

5

An email notification is sent to the end-user, 
notifying them of their access request rejection.
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11. Revoke Application Access
Guide to revoking user access within your organisation

11. Revoke Application Access
Guide to revoking user access within your organisation

Instructions

1

2

3

Click on Users dashboard in Users Management 
section.

Search the user’s email address. User 
information is listed in the dashboard.

Click icon to revoke application access.

1
2

3
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Revoke Application Access
Guide to revoking user access within your organisation

Revoke Application Access
Guide to revoking user access within your organisation

Instructions

1

2

Select the Application, Environment, and Role in 
Current Application Access.

3

4 Click button at the bottom or top left of
the page.

5
When all required fields are filled-out correctly, a 
pop-up message appears confirming the 
successful submission registration and
application access request. Click button.

Click button.

A pop-up message appears confirming the revoke
current user access. Click button. Repeat
Steps 1-3, until all desired application access is
revoked.

1

2

3

5
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12. Organisation Management
Guide to maintaining your organisation’s information on AppConnect

12. Organisation Management
Guide to maintaining your organisation’s information on AppConnect

Instructions

1

2

3
Click to view the organisation details.

Click on Organisations dashboard in 
Administration Management section.

Organisation authority assignments are listed.
1

3

4
Click to update the organisation details.
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13. User Access Review
Guide to performing user access review within AppConnect

13. User Access Review
Guide to performing user access review within AppConnect
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• User access reviews are recommended to be conducted every 3 or 6 months to support increased security, 

manage access authorisations and online access across DH/DFFH, and prevent unauthorised access to 

information.

• The intent is to remove users when they no longer require application access or leave the organisation.

• The following information provides the steps for the User Access Review process.



2.2

User Access Reviews (UAR)
are configured in
AppConnect
(per env/app/role/org)

2.2.1

User access is
monitored

through User
Access Reviews

Organisation Authorities are
notified to review/action at
the start of UAR cycle
(scheduled)

2.2.2 2.2.3

Organisation Authority
accesses AppConnect

Individual UARs are
consolidated into
one overall UAR

2.2.4

2.2.5

Organisation Authority reviews and
decides to retain or revoke access
to the individual
application/role/environment for
the user.

2.2.6

Organisation Authority
submits UAR in AppConnect

2.2.7

Revocation of access applies
after UAR has reached scheduled
end date/time.

For retain decisions
End User will continue to see
application in AppConnect and
be able to log into application.

2.2.8
For revoke decisions
End User will not be able to see
application in AppConnect and
will not be able to log into
application.

What does it mean?
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• Org Authority is only required to complete an overall UAR
• Review is based on all users from that organisation, with access to each

app/role/environment
• Accounts in its entirety are not reviewed
• If the user has all access revoked, they still

• have an account
• can continue to access AppConnect
• will not have icons/links to the applications in AppConnect (applies to

applications where access has been revoked)
• cannot access the applications (where access has been revoked)

• For AAD: When the account is offboarded at the external organisation, the user can
no longer authenticate as security groups are removed.

• For LDAP: Request from Org Authority to CCSB to have an LDAP account removed.
(Process actioned outside of AppConnect)

User Access Review
Guide to performing user access review within AppConnect

User Access Review
Guide to performing user access review within AppConnect
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