
Nominating Service Delegates

Important

About this guide 

1. Open your internet browser, visit www.commbiz.com.au and log in to CommBiz.

2. On the top menu, hover over Admin, then select Maintenance Requests from the drop down menu.

3. The Find Maintenance Request screen is displayed.

Nominating Service Delegates

4. On the left-hand menu, click Service Delegate.

This guide shows you how to nominate Service Delegates to simplify and speed up the process of creating 
Maintenance Requests to add new CBA accounts, authorise setting up Commercial Card Administrators, authorise 
Enable Foreign Exchange requests and add or change Electronic Account Authorities. Once Service Delegates are 
nominated and confirmed, they can electronically authorise such requests without having to print and post in forms.

To nominate Service Delegates, you must have Admin Permissions and a security token.
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6. Click on the drop down list under Add a New Service Delegate and choose the identified user you want to add, 
then click the Add button.

7. Now click on the Number of Delegates drop down list to set the number of Service Delegates required to 
electronically authorise maintenance requests (either 1 or 2). 

8. Click the Confirm button.

Note: The Existing Service Delegate List displays the status of any Service Delegates you have added to your service.

Note: Only Identified Users (users who have had their identity verified by the Bank) can be added.

Note: If you select ‘Disabled’ from this drop down list, the Service Delegate functionality will be disabled; in other 
words, electronic authorisation of Maintenance Requests will not be possible and they will revert to being paper-based.

Defining the Authorisation Rule

5. The Service Delegate Maintenance screen is displayed.
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10. You can either open the PDF file to print the Service Delegate Authority Form or click the Print All Documents button. 

11. You must also check the tickbox confirming that you have printed the form.

12. Sign the forms yourself, and ensure that the appropriate people in your organisation also sign them, then post the 
signed forms to:

CommBiz
Reply Paid 332
Silverwater NSW 2128

13. Click the OK button and you will be returned to the Find Maintenance Request screen.

Printing and signing the forms

9. The confirmation screen is displayed.


