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Enhancements to TESSA (April 2024) 

The following is an outline of the changes we have made to Tessa in the month of April.  

 

Organisations can now edit and update their own organisation 
details 
When the ‘Organisation Details’ menu option is selected from the Portal home screen an Organisation 
details screen appears. 

 

 

A Customer Admin user can now edit and update their account information on the Organisation details 
screen. The Name, Organisation ID, ABN and ACN fields are read only and cannot be edited, all other 
fields can be edited.  

 

Once the organisation has finished making all required changes, they can scroll to the bottom of the 
screen and select either the Save or the Discard buttons.  
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The Discard button will remove all changes made and return the user back to the Tessa home screen. 
The Save button will submit the changes made to Tessa, and the organisations details stored in Tessa will 
be updated, the user will then automatically be directed back to the Tessa portal home page. 
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Organisations can now manage the status of contacts within their 
organisation and add new contacts 
A Customer Admin user can now change the status of a contact within their organisation. To do so, the 
organisation needs to navigate to the Organisation details screen and scroll to the bottom of the screen. 

 

 

 

 

At the bottom of the organisation details screen there is a ‘Manage Users’ link. 

 

 

When the ‘Manage Users’ link is selected a new manage users screen will load. 
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To view the details of a contact, click anywhere on the contacts details in the list on the left 

 

 

Initially the organisation will only have access to manage the active status of a contact. An organisation 
will be able to mark a contact as active or inactive by using the ‘Active’ tick box. All other fields will 
appear read only. 

 

 

Any changes made to the contacts active status by an organisation will need to be submitted to Tessa by 
selecting the Save button in the bottom right hand corner of the screen. 

The Save button will submit the changes to Tessa and the contacts status in Tessa will be updated.  

On selecting the Save button, the user will automatically be directed back to the Tessa portal home page. 
The Discard button will remove all changes made and return the user back to the Tessa portal home 
page. 
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A Customer Admin user can also add a new contact to their organisation account by selecting the ‘Add 
new contact’ button. 

 

 
When the ‘Add new contact’ button is selected, a create contact screen will appear.  
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On the create contact screen there is an option to make the new contact part of the customer admin 
group. This will allow the new contact to access and manage the organisation details screen and manage 
the status of contacts for the organisation.  

 

 

On the create contact screen there is also an option to make the new contact a signatory for the 
organisation, by selecting the signatory tick box and uploading the required documentation using the 
attachment icon on the create contact screen. 
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Once all required information has been added to the create contact screen the Submit button must be 
selected to create the new contact in Tessa. 

Once the Submit button is selected, the user will be taken back to the manage users screen and the new 
contact created will appear in the list of contacts on the left hand side of the screen. 
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Users can now edit and update their own details 
Users can now edit and update their account information through the My Profile menu. Select your login 
menu option in the top right hand corner of the screen, and then select Profile from the menu. 

  

 

Once on the My Profile screen, you will be able to update some of your information, such as first name, 
last name, email, or mobile phone. There will be information on your My Profile screen that cannot be 
updated and changed, such as Account name, Username or create date. 
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If you would like to update or change your email address, this will also change your Tessa account 
username.  

When you amend your email address, a reminder prompt will appear on the screen to advise of the 
change to the username if your email address is changed.  

 

 

There is now an option to reset your password from the My Profile screen.  Scroll down, you will find a 
Change Password button at the bottom of the My Profile screen. 

                                 

 

When the Change Password button is selected, a pop up window will appear where you will be able to 
update your password.  
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There is now an option to apply for signatory access from the My Profile screen.  If you are not already a 
signatory user, when you access the My Profile screen, you will see a Apply for Signatory access button. 

 

 

When the apply for signatory access button is selected, the apply for signatory access screen will appear. 
The information on the apply for signatory access screen will be prefilled from your profile details.  

 
 

To be able to apply for signatory access you attach all required documentation before you are able to 
submit the application. If the submit button is selected without the required documentation attached, a 
red validation error will appear on the screen.  
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ACPs and Basic users can now cancel a pending application for 
product acceptance 
 

Any application for product acceptance that is active and has not yet been completed can now be 
cancelled by the ACP or Basic user. To cancel the user opens the case from the My Cases list to display 
the post submission screen. 

 

 

Once on the case post submission screen, at the bottom of the case screen, there is a cancel button.  

 

 

 

 

 



 
 

 

 Page | 12 

When the cancel button is selected, a prompt will appear asking the user to confirm that they would like 
to proceed with the cancellation.  

Once the user confirms the cancellation, the state of the case on the post submission screen will update 
to Cancelled.  

 

 

And the state of the case will also appear as cancelled in the My Cases list view screen. 

 

Note- The ability to cancel will only be available on applications for product acceptance case records 
that are created after the new cancellation feature goes live for use. 

 

 

 


