
Enabling Service Requests
About this guide 

Important information

Before you start

1.	 Open your internet browser, visit www.commbiz.com.au and log in to CommBiz using your password AND your 
token password from your security token.

2.	 On the top menu, click Admin > Users.

3.	 The Find Users page is displayed. You can search for a specific User using the fields shown or you can simply 
scroll through the list.

Enabling service requests

Selecting Users

This guides takes you through the process of enabling service requests. Service requests allow you to change 
account addresses and reorder cheque books easily. 

Only Administrators can enable service requests. 

For information about enabling service requests to manage your commercial cards, see ‘Commercial Cards self 
service’ user guide.  For information about enabling service requests to turn off your paper statements, see ‘Online 
statements’ user guide.
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4.	 Once you have found the User who requires access, click the Edit button next to their name.

5.	 The Update User Profile page is displayed.

6.	 Click the Admin tab.

7.	 Check the Create Service Request tickbox then click the Save button.

Note: If you cannot access this tab, click on the Permissions Mode tab and change the mode to Custom Permissions.


