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Purpose and scope 
The Travel Exemptions Portal (the Portal) is used to process online travel exemption request forms submitted 
through the Department’s website.  

This document provides an overview of Portal functionality applicable to travel exemptions processing, and is a 
useful resource for new staff to familiarise themselves with the Portal. It details common functionality that is not 
fully described in any other procedures.  

For some tasks more than one functional pathway is available to reach the same result. Where a task has 
multiple pathways, this document describes the least complex / most efficient option.  

Advanced portal functionality, which is only available to specific teams or supervisors, will be covered elsewhere. 

This purpose of this document is to illustrate the Portal’s functionality to record exemption request assessments, 
and does not describe any travel exemption processing procedures or policy information. This document should 
be read in conjunction with the documents noted in Resources below.  

Resources 
The following documents describe Portal processes specific to exemptions processing. All documents listed are 
accessed via the Border Measures SharePoint site - 

 

• Inwards Travel Exemptions Process Guide 

• Outwards Travel Exemptions Process Guide 

• Data fixes policy (correcting errors in processing) 

Obtaining user access to the Portal 
Obtain a list of the Portal groups you need to be assigned to in the Portal from your supervisor (groups are listed 
in the Border Measures On-boarding guide (ADD2021/567855).  

Submit an access request via ABF Traveller Exemption Portal (TEP) Access Management in Connected 
Services.  

Login to the Portal 
Once you have been provided with your user name and password, navigate to the Portal login page at 

.  

Important: You must use Edge Chromium  or Google Chrome  to access the Portal. If you try to log in 
using Internet Explorer your account will be locked and require IT to reset. 

After you have logged in and changed your password on first use, you will be presented with the Portal platform 
view: 
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Selecting the Clean theme may make the navigator panel on the left of the screen easier to read. You can change 
this setting at any time: 

Default theme                                     ‘Clean’ theme 

                                  
We do not recommend changing any settings except for the theme (if required).  

Note that changes to the Platform view do not carry to the TEP Workspace. It is not possible to change the look of 
the TEP Workspace. 

 

Platform Navigator pane 
The navigator pane has three folder icons, representing (from the left) – All applications, Favourites, and History: 

 
Most options in the All applications menu can be expanded to reveal further options. Click on any application 
(app) to reveal its sub-menu:  

 
You can add any app in the All applications menu to your Favourites folder by clicking on the star icon next to the 
app: 

 
The app will now display in your Favourites menu (you may need to hover over the app to see its name in full): 
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It is recommended to add the TEP Workspace app to your Favourites menu. 

To remove an application from Favourites, hover over the app name to reveal a ‘No entry’ button. Click this to 
remove the app from your Favourites menu: 

 
 

Change the look of your Favourites menu  
You can change your favourite apps’ icon style and colour in the menu, and reorder your Favourites list, by 
clicking on the ‘Edit’ icon at the bottom of the panel:  

 
Make any changes then click ‘Done’ when you have finished set-up. 
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List view functionality 
A number of basic tasks can be undertaken within the list view without having to enter a request record: 

• Refresh a list 

• Sort a list 

• Filter the contents of a list 

• Preview request details 

• Assign one or more requests to yourself  

Additional functionality is available to Business Admins or advanced users. 

Refresh a list 
To check whether the contents of a list have changed since you opened it, click the ‘Refresh’ icon: 

 

Sort a list 

You can manually sort a list based on any of the column headings. To sort a list, click on the heading of the 
column you wish to sort on. Once sorted the header will display an arrow to show in which order the contents are 
displayed (low to high or high to low):  

 
Note that a manual sort only applies to your current view, and will only remain while you have the list open. When 
you exit the list it will revert to the default sort order when you next open it.  

Filter the contents of a list 
Each list can be manually filtered so that it will temporarily display only the requests you wish to see. Note that a 
manual filter only applies to your current view and will only remain while you have the list open. When you exit the 
list the filters are removed and will need to be re-applied when you next open the list if required.  

To filter a list: 

1. To display the filter window, click the filter icon in the column header you want to filter: 
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If you wish to process the request you will need to contact the other processing officer to prevent double handling 
before clicking Assign to Me. You will be asked to confirm the action; click ‘OK’ to complete the task. 

Your name will now appear in the Assigned to field in the request, the request will be added to your Cases 
assigned to me list, and it will display under My Cases on your home page.  
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Buttons only available after initial assessment has been finalised (not all buttons are available on all 
pathways) 

 
Used by officers referring discretionary cases to the Commissioner. 
Generates the referral template to refer the request to the Commissioner 

 

Used by officers referring discretionary cases to the Commissioner. 
Changes the request state to Pending Consideration and moves the 
request to the Commissioner / Sent & awaiting response list. 

 

Generates a notification email which lists all travellers in the request and 
their outcomes.  
If necessary this button will also re-send the notification after a request is 
finalised. However note that clients are also able to view all sent 
notifications in their Portal account. 

 
Once all processing tasks have been actioned, including sending an 
outcome notification, this button closes and unassigns the request. 

 

  

Document 10

25

 
 

 
 

 
 

 
 

 
 

 
 

 





 

OFFICIAL 
   

 

   
 OFFICIAL  

 

Page 27 of 32 Travel Exemptions Portal User Guide 

Managing attachments 
View attachments 
To preview individual documents click on the document in the list of attachments. Some document types such as 
PDF and Word cannot be previewed, but all documents can be viewed if they are downloaded to your computer. 
Attachments can be downloaded individually or all at once. 

Download one attachment 
In a request locate the attachment in the Attachments panel. 

Click on an individual attachment’s ‘Menu’ button to display the Download option 

 

Download all attachments in a request 
In a request locate the ‘More’ button in the Action bar and select ‘Download Attachments’: 

 
The document will be available directly from your web browser, your web browser’s download history, or from the 
Downloads folder in Windows Explorer. Multiple documents are downloaded in a ZIP file: 

 
IMPORTANT: The following actions will be visible to the client when they login to their portal account, but the 
reason for the action is not recorded in the client’s account: 

• Attachment renamed 

• Attachment added 

• Attachment renamed. 

If you take any of the above actions, you are responsible for determining whether and how to communicate this to 
the client. 

Add attachments 
In a request locate the Attachments panel. 

Click on the plus sign to open the document browser window: 
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Locate the document to add and click ‘Open’. The document will be added to the request’s attachments. 

Note: Clients are able to upload a maximum of 25 attachments to a travel exemption request, however any 
attachments uploaded by Home Affairs/ABF staff do not count towards this limit.  
 

Rename attachments 
Important dont’s when renaming files to avoid corrupting attachments: Do not rename the file type at the 
end of the document name (e.g. “.docx”). Avoid including any characters in a file name other than ‘safe’ 
characters such as a dash (-) or underscore (_) that you would use to name a file in Microsoft Windows.  

In a request locate the Attachments panel. 

Click on an individual attachment’s ‘Menu’ button to display the Rename option: 

 
Type into the document name box and click ‘Enter’ on your keyboard to save your changes: 

 

Remove attachments 
Attachments can be removed from a request. While this is recorded in the system back-end for audit purposes, 
this action is not recorded either in the processing or client view of a record. To meet integrity and record keeping 
requirements, attachments are only to be removed with authorisation from a Superintendent / EL2. 
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Request information 
To send a request for information: 

• In the request record, click the   button in the Action bar to display the due date picker: 

 
• The default timeframe is (to midnight in) two days. This can be changed using the calendar icon 

• Clicking ‘OK’ transfers the due date into the email template that will be displayed next 

• Insert the information required from the client into the template; check the details including grammar/spelling, 
then click ‘Send’. 

• Click ‘OK’ in the pop-up window to record the activity. 

Both the request state and External Status will change to Awaiting Info. The request will become unassigned and 
move to an Awaiting Info list. 
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Move a traveller from a request 
A traveller, and any (or all) documents attached to the request, can be moved either: 

• To a newly created request, or 

• To any other open request submitted by the same client. 

IMPORTANT: The following actions are also recorded in the client’s portal account, but the reason for the action 
is not recorded: 

• Move a traveller from a request to an existing request 

• Move a traveller from a request to a newly created request (the client will see the new request in their 
submitted requests list) 

If you take any of the above actions, you are responsible for determining whether and how to communicate this to 
the client. 

Move a traveller to a newly created request 
IMPORTANT:  
When a traveller is moved to a new request: 

• their processing state will remain in its current state;  

• the new request’s processing state will mirror the traveller’s processing state; 

• the new request will be added to the client’s Portal account, and the External Status applicable to the internal 
processing state will display to the client; 

• If all travellers in a request are moved from it, that request will be closed. 

For example if a traveller is at Outcome Notification and moved to a newly created request, the request will be 
created in a state of Outcome Notification, and the request’s state in the client’s account will show as Under 
Consideration.  

To move a traveller: 

• Navigate to the relevant traveller record in a request 

• In the Action bar click  

• The Move traveller window is displayed: 

 
• In the I want to options select Move to a new request 
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Place a traveller on-hold 
On-hold functionality should only be used after referring to policy. 

Placing a traveller on—hold pauses the processing time for that traveller. Placing all travellers in a request on-
hold also changes the request processing state to on-hold and pauses the processing time for the request. If 
some, but not all travellers are placed on-hold, the request processing state will remain the same as the ‘slowest 
moving’ traveller. 

Processing staff can only place individual travellers on-hold. If a request has multiple travellers, all travellers need 
to be placed on-hold and it would be unreasonable to action each traveller record individually, contact 

 to request assistance.  

To place a traveller on-hold: 

• In the traveller record, click the  button in the Action bar menu 

• Select the reason to place on-hold: 

 
• Click ‘OK’ 

 

The request will not become unassigned, but will move to the On-Hold list.   
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