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Welcome to IOOF Online. Our new and improved website allows you to seamlessly access your 
clients’ accounts and information. We also have a host of features such as the new trading and 
investment instruction capabilities, enhanced reporting functions, easy to use online forms and 
access to a new security model that allows you to create a support user role. 

This guide will show you how to register a support user.

What is a support user?
A support user is set up by you and has access to your clients’ accounts and information to assist 
you in managing your clients. 

You can create and grant access to as many support user accounts as you wish. Each user must 
have their own unique login details.

What can a support user do online?
A support user by default inherits the same access as you. They can view and transact (if authority 
to transact has been granted to you) on any of your clients’ accounts that you give them access 
to. They will not have the ability to amend their access or the access of another support user.

You are responsible for any actions undertaken by this user. You are responsible for granting them 
access and revoking their access if it is no longer required or relevant.     

Before you start you will need the following:

• Your mobile phone – check the mobile number against My Online Profile is correct

• Access to your email

• The user’s first name and last name

• The user’s e-mail address

Update the mobile number against your online profile (if required):

1 Log into your account at www.ioofonline.com.au and go to My Account

2 Go to My Online Profile located at the top of the page

3 Click on the edit icon against the Mobile field

4 Enter your mobile number and press Verify now

5 Generate a verification code that you will receive by email

6 Enter the verification code from your email to complete the process

Create a support user

To add a new support user:

1 Go to the Grant and Manage Access section on the My Account page

2 Click on Add a support user and press Begin on the pop-up
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3 Enter the user’s e-mail address and press Continue

4 Enter the user’s title and name and press Continue

          

 

5 You can then manage the user’s access:

a If you have only one Adviser code linked to your online account, you can indicate if you want 
to hide any client information from this user. Otherwise, the user will be able to access all your 
clients’ accounts

b If you have multiple Adviser codes linked to your online account, you can grant access by 
checking at least one or all of your Adviser codes

c If you want to hide any client information from this user, you can do this by searching for and 
excluding those client accounts
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6 Generate a verification code that you will receive by SMS

7 Enter the verification code and press Submit

8 This will create a new support user record with a Pending status under Your Linked Accounts

9 The new user will receive an e-mail providing details on how to complete their registration

 

To add an existing support user:

1 Go to the Grant and Manage Access section on the My Account page

2 Click on Add a support user and press Begin on the pop-up

3 Enter the user’s e-mail address and press Continue

4 The support user’s details will appear onscreen. Ensure their details are correct  
before clicking Yes

 

5 You can then manage the user’s access:

a If you have only one Adviser code linked to your online account, you can indicate if you want 
to hide any client information from this user. Otherwise, the user will be able to access all your 
clients’ accounts

b If you have multiple Adviser codes linked to your online account, you can grant access by 
checking one or all of your Adviser codes

c If you want to hide any client information from this user, you can do this by searching for and 
excluding those client accounts

6 Generate a verification code that you will receive by SMS

7 Enter the verification code and press Submit

8 This will create a new support user record with a Linked status under Your Linked Accounts

 

Note: A support user can be linked to multiple Advisers where access is managed by 
each Adviser at the individual Adviser code level. Each Adviser must go through the 
process of adding a support user to grant access.
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Manage a support user’s access
To amend or restrict access for a support user:

1 Click on Manage access next to the support user you wish edit

2 If you have only one Adviser code linked to your online account, you can indicate if you want 
to hide any client information from this user. Otherwise, the user will be able to access all your 
clients’ accounts

3 If you have multiple Adviser codes linked to your online account, you can grant access by 
checking at least one or all of your Adviser codes

4 If you want to restrict the user from having access to specific client accounts you can do this 
by searching for and excluding those accounts

Remove a support user’s access
1 Click on Remove next to the user you wish to remove access for  

2 Confirm your action by clicking Remove

3 The user will no longer appear under Your Linked Accounts and will no longer have access to 
view your client information


