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‘QCase Firm Administration Guide

An organisation can nominate someone to register their organisation in QCase and manage employee
access to the organisation’s files. This includes configuring new and existing employee access and
managing employee access to individual cases. These processes are performed by a user who is
approved as a Firm Administrator for the organisation.

The Firm Administrator must register the organisation in QCase before other users can be registered as a
user of the organisation. All users must register to access the QCase Portal as individuals (via a Digital
ID) with a work email address, with the same domain name as the organisation, so that they can be linked
to the organisation.

Getting Started

Before setting up Firm Administration for your organisation we recommend you prepare for each stage:

1. Consider the tasks and workload and choose the right member of your organisation to take on the
Firm Administrator responsibility. This is an important long-term role.

2. Prepare your digital identity using your business email and information — this will be a core part of
your QCase login and essential for linking everyone within the same organisation.

3. Ensure only one person registers your organisation once and all the details are correct first time.

4. Advise other team members about what's required to setup their digital identity and QCase login
details, so they can be successfully be added to the group and manage their cases.
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Register as a Firm Administrator in QCase

Overview

The Firm Administrator will need to register as a QCase user with a Digital ID. For further guidance on this
process, visit QCase for Magistrates Courts FAQs or QCase for QCAT FAQs.

Once registered as a QCase user, they must register as a Firm Administrator before registering an
organisation or business in QCase.

Each organisation must have at least one Firm Administrator. A Firm Administrator cannot remove

themselves as the administrator of their organisation. In order for access to be removed another user
must be assigned the role of Firm Administrator. The new Firm Administrator can then remove access.

Process
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1 Log into the QCase Portal.

Click Profile from the side menu. A Profile

The User will be directed to the
Profile page. Refer to ‘Business or
Organisation email address’.

Enter a valid business email into

the required field. Ensure this is Businessor organisation email address
entered correctly. The Firm
Administrator’s email domain must
match the email domain of other

4 users of the organisation. In the
example below, all users with an Note: a personal email address should not be used for this

email address ending in purpose. Personal email addresses should only be used

@legalfirm.com may be registered for individual access to QCase.
as a user of the organisation once

their business email has been

verified.

Business emaf sallysmithglegalfirm.co

5 Click ‘Update’. Update
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The Finalise registration pop-up
appears. Click OK to trigger a
verification email.

A verification email will be sent to the
business email address registered in
step 4. Open the email and click on
the link in the verification email.

The user will be notified that the
Business email has been
successfully updated. Click OK.

Note: The email will be addressed
from no_reply@justice.qld.gov.au
and may appear in the junk folder of
your email client, depending on your
organisation’s email security
settings.

A new QCase tab will open in the
Firm Administrator’'s web browser.
The Firm Administrator will be
directed to the ‘Welcome to QCase’
screen and a Verification pop-up
will appear. Click Close.

The Firm Administrator will be
returned to the ‘Welcome to QCase’
screen.

Finalise registration

Anemail with a link has been sent to yvou. Please
click on the link to verify your email account

Cance‘ n

@ Business email address successfully updated

Verification

Verification

Your business e-mail has been successfully verified

Close

‘% Welcome to QCase
A—

[———
QCAT &t Accessto QCase s for registered users only

By logsing into this system you are acknowiedging the terms and conditions of use
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Register an organisation or business (Firm Admin only)

Overview

The Firm Administrator may now register an organisation or business in QCase. This must be completed
by the Firm Administrator. Once an organisation or business is registered, other individual users may then
be registered as members of the organisation or business.

Process

1 On the Profile screen, scroll
down and click Register Now. | =

Ema saliyserith@LegalFirm com

< Organisatlon information

The Firm Administrator is oRaasAN
9  directed to the Organisation
Information screen.

5 with a verified business email atdress assodiatad with your business or organisation. wil be addsd to your profile

To complete the organisation’s

registration, enter in all
mandatory information and s 3] e
click Create Organisation isiomad :
3  Details when complete.

ALBANY CREEK

ABNACH ‘Domain

state = Postcode

Note: All fields marked with * a -
are mandatory fields.




The Firm Administrator is
directed back to the
Organisation Information
screen. Click the back button.

The Firm Administrator will
see the User Management
option in the side menu.

Note: If the User Management
option does not appear in the
side menu, click Refresh.

Click User Management to
view the organisation’s QCase
Users.

<« Prganisation information

ORGANISATION

Organisation details

Your organisation has been registered

{2 Home

/5 User mana...

The Firm Administrator will be directed to the User Management screen where all users with a
business email address of the same domain will be listed and can be managed.

Note: The Firm Administrator will appear as Admin and cannot remove themselves as the
administrator of their organisation. Another user must be assigned the role of Admin before their
access can be removed. An organisation can have more than one Firm Administrator at the same
time.




Register as a QCase user associated to an organisation (all users)

Overview

Each individual must register as a QCase user before they can register as a member of an organisation in
QCase. Once registered as a QCase user, an individual must complete the following steps to be
registered as a member of the organisation in QCase. This will allow the Firm Administrator/s to manage
the user’s access to the organisation’s cases in QCase. It will also ensure that any cases created in
QCase by the individual are linked to the organisation.

Process

2
g&’ Welcome to QCase
e

Queensiand Civl and
QCAT Admisstrate Tibunal Accessto QCase s for registered users only

By logging into this system you are acknowledging the terms and conditions of use.

-_

Log into the QCase Portal.

2 Click Profile.

User is directed to the

Profile page. Refer to a Profile
3 ‘Business or

Organisation email

address’.

Enter a valid Business

email into the required

field. Ensure this is

completed correctly. The Business emi [ bitvitiams@iawhrmeont ' Update
4 user’'s email domain must il

match the Firm

Administrator’s email

Business or organisation email address

domain.
5 Click Update. Upedats
The Finalise registration Finalise registration
pop_up appears C“Ck An email with a link has been sent to you. Please

click on the link to verify your email account

6 OK to trigger a
verification email. concel | S
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The user will be notified

that the Business email @ Business email address successfully updated
7 has been successfully

updated. Click OK. [ o |

A verification email willbe =~ Note: The email will be addressed from no_reply@justice.qld.gov.au

sent to the registered and may appear in the junk folder of your email client, depending on
8 business email. Open the = your organisation’s email security settings.

email and follow the

‘Click to Verify’ link.

Verification

A new QCase tab will

open in the QCase user’s .

web browser. The user Yourbusinesss-mak has beensuccessollyvefied
9 will be directed to the

‘Welcome to QCase’

screen and a Verification

pop-up will appear. Click |7cm
Close.

The user will be returned .\./.\f‘,,c.o"?e.,t,c,’,?g .
10 to the ‘Welcome to

QCase’ screen.

Py——
QCAT st Accessto QCaselsfor registered usersanly

By logsingInto this system you sre acknowledging the terms and conditions of use.

11 Log into QCase.

12 Click Profile. Q Profile
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Business or organisation email address

Business email billwilliams@lawfirm.com

Business or organisation profile

User is directed to the (i) Toupdate the organisation information, please contact your organisation's account administrator.

Profile page. On the e Tt

Profile screen, scroll
13 down to confirm the

H N Smith L

Business or et e
ABN/ACN 11111122221

organisation profile

SeCtlon - Address 12 First St HOLMVIEW,QLD 4207
Phone 0411223344
Email billwilliams@lawfirm.com
Administrators David Director

The QCase user has been successfully set up. The user can now commence cases, file documents
and search cases as a member of the organisation.

Note: It is important to ensure that the user is associated with the business or organisation before
commencing cases or filing documents. If the user is not associated with the business or
organisation prior to starting a case, this could cause access issues for other users of the

14 organisation.

Note: A Remove button will appear next to the registered Business email on the users Profile
screen. Whilst the user can utilise this function to remove their association to the business it is
recommended that any access changes are managed by the Firm Administrator.




Manage the organisation’s QCase Users (Firm Admin only)

Overview

Once a QCase user registers in the QCase Portal and verifies their business email address, the Firm
Administrator is able to view those users as members of their organisation. The Firm Administrator will
then be able to manage each users access to the organisation’s cases in QCase.

Process
%’mmmw Welcome to QCase
1 Log into the QCase Portal. QCAT &, een moraseN o egmred vty
2 From the Home screen, 2 User mana...
click User Management.
From this screen the Firm
Administrator can view the N
organisation’s members. )

il
il

Note: If the organisation’s
members do not appear in
the list, click Refresh.

3 The Firm Administrator can
change a user’s access to
Admin if required or can
change another Admin
user’s access to User.

Note: If a user's access is
changed to Admin the user
will be able to view all cases
linked to the organisation.

The Firm Administrator can

also remove a user from ’
4 their organisation. Identify

the user to be removed and

click Deactivate.
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Note: A Firm Administrator
cannot remove themselves
as the administrator of their
organisation. The Firm
Administrator must first
assign the role of Admin to
another user and then the
new Firm Administrator can
remove their access.

An Organisation user
deactivated successfully
pop-up will appear. Click
OK.

The user will no longer be m
able to access any cases
associated to the
organisation.

@ Organisation user deactivated successfully.

Note: The user will still appear in the User Management screen on any cases they previously had
6 access to as a Case Contributor but will show a red Activate button in the Action column and will
be unable to access the case.

Note: if you wish to reinstate a deactivated user, the Firm Administrator will need to contact a
Registry.




Manage user access to individual cases (Firm Admin only)

Overview

The Firm Administrator can manage the organisation’s QCase users’ access to specific cases. The Firm
Administrator can view all cases created or accessed by the organisation’s QCase users.

Process
\E%’mmmm Welcome to QCase
1 Log intO the QCase ‘OF QUEENSLAND e
Portal. OCAT e, P
Click Cases.
Er Cases

Note: From the Cases

screen the Firm

Administrators can view P —
2  all cases that are

associated to the

organisation. The Firm

Administrator can also

view cases from the s

Home screen under the o

Recent Cases section.

O Refrash

Case rumber Created Titke Casetype.

M1288/23

LOD-017262

To manage access to a
specific case, find the
relevant case number

3 from the list or use the
search function to find the M106/24
case and click the specific
Case Number.

Case number

The Firm Administrator is
directed to the case. To

allocate the specific case <« JoJonesv.RayRivers | M106/24

4 to another QCase user B> Courtfle [ Events [4 Drsftdocuments & Parties | 2 User management File 3 document
within the organisation, -
click User Management,
from the available tabs.
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< JoJonesv.Ray Rivers | M106/24

The Firm Administrator is

directed to the User

Management screen and

can review the

organisation’s QCase i e

users who currently have
5 access to the case.

B Coutie B fwrs [ Doftdcwments & Pades 5 Uscmanammekt B Feacocvment

User management

Note: There are three types of roles that can appear on a case. A Firm Administrator will appear as
Firm Admin. The user who created the case will appear as Case Admin. A user who is added to the
case will appear as a Case Contributor.

Note: If the case is created by a Firm Administrator, then only the Firm Administrator will appear on
the case as Firm Admin and no other user will have access to this case.

To add additional QCase

6 users to the specific case, A Add Another | SRSRLEIERY

Click Add Another.

List of users
A List of Users pop-up
will appear, displaying a 3 & et
list of QCase users i Do

associated to the e
organisation.

David Director

Salty 5mith

Identify the QCase user

that rGQUireS access to Bill Wiliams bilhwilliamsglawfirmcom awfinmcom
the specific case and click
Add.

A User Added : User Added Successfully
9 Successfully pop-up will
appear, Click OK.

The Firm Administrator
will be directed back to
the User Management
screen and the newly

10  added QCase user will
appear in the list of users
with access to the specific
case.

User management

Party role Role

Clgimant Firm Admin

Bill williams Claimant Case Contributor

Sally Smith Claimant Case Admin
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12

13

Click Refresh if the user
does not appear.

If necessary, the Firm
Administrator can also
Deactivate a Case
Contributor or Case
Admin from the case via
the User Management
screen. Identify the
QCase user to be
removed from the specific
case and click
Deactivate.

A User Successfully
Deactivated pop-up will
appear, Click OK.

Note: once a user is
deactivated, the user will
be unable to access the
case in QCase. If access
is required, the Firm
Administrator will need to
navigate to the User
Management screen on
the case and click
Activate to grant the user
access to the specific
case again,

Note: The additional QCase user granted access by the Firm

Administrator to the specific case will be able to view the case when the
user next signs in to QCase by selecting Case from the side menu.

User management

Search user

User name Party role Role

Bill Williams Claimant Case Contributor

@ User Successfully Deactivated

User management

gill Williams Claimant Case Contributor

|
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