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Regarding how we collect the information, there is no preference from a privacy perspective. This can be in person, 
over the phone, or via email. If bookings are taken via email, I recommend that some rules are implemented to 
avoid lengthy retention of those emails in a shared mailbox. For example, emails could be deleted once information 
is recorded in the Objective file, or deleted a month after the booking (providing these are not considered 
government records and we are obligated to retain in some way, however I do not believe this will be the case) 
 
Other privacy considerations 
 
How we store and manage the personal information is largely a consideration of Australian Privacy Principle (APP) 
11, however in the interest of a fulsome privacy assessment I’ve also considered any risk regarding APP 3 (collection 
of personal information), and APP 6 (use and disclosure of personal information). 
 
I’d just like to add that this advice is provided under the assumption that implementing a booking system requiring 
collection of users personal information is considered appropriate under the Commonwealth Electoral Act 1918, for 
the performance of the AEC’s function  

 
 
In short, there are some easily implementable steps the AEC can take to mitigate any privacy risk. The collection of 
the personal information carries very low privacy risk, however how (and if) we use that information downstream 
should be considered further (in additional LSB advice). 
 
Considerations: 
 

1. The AEC can comfortably collect the personal information and there is very low privacy risk in doing so. The 
AEC should create a minimal privacy statement to be made available to individuals when booking. 
 

2. There is no risk in the AEC using the collected personal information for facilitating and managing bookings to 
use PATs (the ‘primary purpose’). 
 

 
 

 
 

 

 
For more detail, I have broken this down into 2 parts; consideration of APP 3, and consideration of APP 6.  
 
APP 3 - appropriate collection of solicited personal information 
 
There is very low privacy risk in collecting individuals’ personal information for bookings to use PATs, and I 
recommend the AEC can comfortably collect this information. Considerations include: 
 

 the collected personal information will be limited to name, and a contact detail (phone number, email 
address, or both). This is not ‘sensitive information’. 

 based on the assumption made above, it is reasonably necessary for the AEC to collect this information for, 
or directly related to, one or more of its functions or activities. The reasonable test for this is that for single 
PAT availability, it is necessary for the AEC to collect booking personal information to facilitate public access 
to the PATs and the roll. 

 The AEC will, in almost all cases, be collecting personal information directly from the individual, and this can 
be considered implied consent from the individual to collect their personal information. 

 The collection is considered lawful and fair. 
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As part of the fair and transparent collection of personal information, the AEC should have some version of a 
collection notice available to provide to individuals, if they require it. There are a few options for this: 
 
Option 1 – recommended 
A written, easily accessible statement that AEC staff can provide (or recite) to individuals if they ask why the AEC is 
collecting their personal information. This can be available for staff when taking bookings or interacting at office 
front desks with individuals. Alternatively, this could also be affixed near the PAT for individuals to read, and/or 
included in other signage. This could be as simple as: 
 

Thank you for providing your contact details to enable the AEC to make a booking for you to use our Public 
Access Terminal. The AEC collects, uses and stores your personal information in strict accordance with the 
Privacy Act 1988. If you would like further information on how the AEC protects your personal information, 
you can view the AEC’s Privacy Policy on our website [link optional, depending on the format]. 

 
Option 2 
A stand-alone Privacy Collection Notice on the AEC website specific to personal information collected for PAT 
bookings. While the notice is relatively easy to create and publish, in my opinion the volume of information being 
collected and the likelihood of individuals seeking this notice does not warrant a stand-alone notice, and the 
pertinent information is appropriately covered in the AEC’s Privacy Policy.  
 
Option 3 
A combined statement, potentially available on the AEC website, incorporating a privacy collection notice and a 
statement regarding the AECs decision regarding the PAT footprint (if this is being considered). 
 
APP 6 – The appropriate use and disclosure of personal information 
 
APPS 6 is somewhat more complex, and any risk depends on how the AEC intends to use the personal information 
collected for PAT bookings. However, there is no impediment to us collecting and storing the information, providing 
we use the information in accordance with APP 6. 
 
Given that the collection of the personal information is appropriate, we would consider that managing bookings for 
PAT usage is the ‘primary purpose’ for its collection.  
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From:
Sent: Thursday, 26 February 2026 6:50 AM
To: Privacy
Cc:  Legal Services Mailbox; ; ;  

Subject: RE: Request for PIA threshold assessment, and advice. [SEC=OFFICIAL]

Hello  
 
Thank you for your response.  
 
We are looking to capture name, phone number, and email address information in the booking system. Please note 
that providing these details is not mandatory; however, users will be required to provide a ‘booking name’ that 
uniquely identifies them. During the trial period (which lasts eight weeks), we will download the list and store it in 
Objective. 
 
We will be using the system to easily collect usage data over a two-month period (number of booked users, number 
of walk-ins). This information will support the Internal Review of Public Access Terminals that was announced on the 
AEC website in December 2025. 
 
I will schedule a time for us to walk through the intent and requirements of the system. If using SharePoint is not 
recommended, we can explore an alternative approach in Objective. 
 
Kind regards, 

  
 

 | Assistant Director 
Roll Strategy SecƟon 
Roll Management and Industrial Events Branch | Service Delivery Group 
Australian Electoral Commission 

 

 
 

From: Privacy  
Sent: Wednesday, 25 February 2026 3:17 PM 
To:   
Cc: Privacy ;  ; Legal Services Mailbox ;  ;  ;   
Subject: RE: Request for PIA threshold assessment, and advice. [SEC=OFFICIAL] 
 
Hi  thanks for your email, please see responses to your queries below. 
 
Booking system 
Generally, from a pure privacy perspective, I do not recommend Sharepoint for collecting or storing personal 
information (it’s severely lacking in some of the safeguards that Objective has). Although I understand that 
operationally we need to make this easy for Divisional Staff.  
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What is your thinking in terms of how long the information would stay in Sharepoint, before being transferred to 
Objective? And would the previously collected personal information continue to sit in the Sharepoint version even 
after it is uploaded to Objective? 
 
Another consideration is the potential sensitivity of this data, and the potential that the data may end up being 
requested for secondary purposes (for example, in the event of a threat to an individual, or a law enforcement 
activity). In this sense, not having protection, version control, and auditing capabilities over the data/documents 
creates some caution for me (hence the original recommendation of Objective only).  
 
That said, I’m happy to look at the solution and potentially come to a middle ground that reduces any risk. 
 
Privacy Notice 
The Privacy Notices in the documents are good, no changes from me. 
 
 
 
Kind regards, 
 

 | A/g AEC Privacy Officer  
Corporate Law Section | Legal Services Branch 
Australian Electoral Commission 
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I’ve also provided some additional things to consider that may be out of scope for what you need at this stage, 
although they are in the scope of the risk you identified in the Minute, ‘Inappropriate collection and use of private 
information’. I understand that the PAT Footprint matter has been considered at length (including by LSB), however 
I’m not aware that the specific privacy risks have been elaborated on (forgive me if I’m on well covered ground). I’ve 
included these below, should you wish to consider them for your paper. 
 
Is a PIA required? 
 
At this stage, no. The project does not carry a high privacy risk, and a full PIA is not required. I recommend you can 
proceed with minimal privacy risk, noting the below.  
 
For completeness, I note the collected personal information will be limited to name of a PAT user, and a contact 
detail (phone number or email). There is no sensitive information involved, and there is a low likelihood of an 
unauthorised use or disclosure, or any other breach of the Privacy Act 1988. 
 
Privacy advice on the best method for administering the booking system 
 
In the interest of appropriate security and storage of the personal information (APP 11), I recommend that the AEC 
utilises Objective for managing and storing booking information. This enables the AEC to: 
 

 limit access to the personal information where possible 
 adopt version control and audit capabilities 
 adhere to appropriate data retention requirements 
 prevent likelihood of unauthorised disclosure 

 
I note that there has been inconsistency, and that some offices have used Outlook calendar functionality, however 
in my view this is an inappropriate method for storing the personal information of PAT users, and this would be 
difficult to defend if questioned in a meaningful way. 
 
Regarding how we collect the information, there is no preference from a privacy perspective. This can be in person, 
over the phone, or via email. If bookings are taken via email, I recommend that some rules are implemented to 
avoid lengthy retention of those emails in a shared mailbox. For example, emails could be deleted once information 
is recorded in the Objective file, or deleted a month after the booking (providing these are not considered 
government records and we are obligated to retain in some way, however I do not believe this will be the case) 
 
Other privacy considerations 
 
How we store and manage the personal information is largely a consideration of Australian Privacy Principle (APP) 
11, however in the interest of a fulsome privacy assessment I’ve also considered any risk regarding APP 3 (collection 
of personal information), and APP 6 (use and disclosure of personal information). 
 
I’d just like to add that this advice is provided under the assumption that implementing a booking system requiring 
collection of users personal information is considered appropriate under the Commonwealth Electoral Act 1918, for 
the performance of the AEC’s functions  

 
In short, there are some easily implementable steps the AEC can take to mitigate any privacy risk. The collection of 
the personal information carries very low privacy risk, however how (and if) we use that information downstream 
should be considered further (in additional LSB advice). 
 
Considerations: 
 

1. The AEC can comfortably collect the personal information and there is very low privacy risk in doing so. The 
AEC should create a minimal privacy statement to be made available to individuals when booking. 
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2. There is no risk in the AEC using the collected personal information for facilitating and managing bookings to 
use PATs (the ‘primary purpose’). 
 

 
 

 
 

 
 

 
 
For more detail, I have broken this down into 2 parts; consideration of APP 3, and consideration of APP 6.  
 
APP 3 - appropriate collection of solicited personal information 
 
There is very low privacy risk in collecting individuals’ personal information for bookings to use PATs, and I 
recommend the AEC can comfortably collect this information. Considerations include: 
 

 the collected personal information will be limited to name, and a contact detail (phone number, email 
address, or both). This is not ‘sensitive information’. 

 based on the assumption made above, it is reasonably necessary for the AEC to collect this information for, 
or directly related to, one or more of its functions or activities. The reasonable test for this is that for single 
PAT availability, it is necessary for the AEC to collect booking personal information to facilitate public access 
to the PATs and the roll. 

 The AEC will, in almost all cases, be collecting personal information directly from the individual, and this can 
be considered implied consent from the individual to collect their personal information. 

 The collection is considered lawful and fair. 
 

As part of the fair and transparent collection of personal information, the AEC should have some version of a 
collection notice available to provide to individuals, if they require it. There are a few options for this: 
 
Option 1 – recommended 
A written, easily accessible statement that AEC staff can provide (or recite) to individuals if they ask why the AEC is 
collecting their personal information. This can be available for staff when taking bookings or interacting at office 
front desks with individuals. Alternatively, this could also be affixed near the PAT for individuals to read, and/or 
included in other signage. This could be as simple as: 
 

Thank you for providing your contact details to enable the AEC to make a booking for you to use our Public 
Access Terminal. The AEC collects, uses and stores your personal information in strict accordance with the 
Privacy Act 1988. If you would like further information on how the AEC protects your personal information, 
you can view the AEC’s Privacy Policy on our website [link optional, depending on the format]. 

 
Option 2 
A stand-alone Privacy Collection Notice on the AEC website specific to personal information collected for PAT 
bookings. While the notice is relatively easy to create and publish, in my opinion the volume of information being 
collected and the likelihood of individuals seeking this notice does not warrant a stand-alone notice, and the 
pertinent information is appropriately covered in the AEC’s Privacy Policy.  
 
Option 3 
A combined statement, potentially available on the AEC website, incorporating a privacy collection notice and a 
statement regarding the AECs decision regarding the PAT footprint (if this is being considered). 
 
APP 6 – The appropriate use and disclosure of personal information 
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APPS 6 is somewhat more complex, and any risk depends on how the AEC intends to use the personal information 
collected for PAT bookings. However, there is no impediment to us collecting and storing the information, providing 
we use the information in accordance with APP 6. 
 
Given that the collection of the personal information is appropriate, we would consider that managing bookings for 
PAT usage is the ‘primary purpose’ for its collection.  

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 
 
Hopefully this helps you move forward at this stage, please let me know if you want to discuss any of this in more 
detail. 
 
 
 
Kind regards, 
 

 | A/g AEC Privacy Officer  
Corporate Law Section | Legal Services Branch 
Australian Electoral Commission 

  
 

 
 
 

s22

s22

s 47E(d)





��������	
�������
������������������� ������	���������� ���!�	��"� �	���# �#�� $� �%��� #������%�%&��	��� '���(%&��	����)���%����)��%���*�� +�+�%����%&�����)���� %�%�
�� ,-�����
�����(%&��	��� 
�.���%�(��/��%%� �� (����%�� �()��������������&��0
��
��/������	���������� ���!�	��"�	���# �#�$� �%��� #������%�%&��	��'���(%&��	����)���%����)��%���*�� +�+�%����%&�����)���� %�%�
�,-�����
�����(%&��	��
�.���%�(��/��%%� �� (����%�� �()��������������&���1�21��3' +�����%�� 45	�(%&�678879:;<=>?@=;A>7B<=CA>DEDF!%&�,���%����	�%"*��������(%&�)�����&�
����#&%%�� �)��%%&�,���%����
���!%&�
���"��&�	,G���%��H����)��(%&�����%��������(������
� %+�
���� ��
�������(��)������ �)��%�� +��� # ������((���&�����% ����%!��45	!I"*!J"� +!K"�(%&�,���%����	�%"��&���#&%�(� �)��%�� +��� �%� ���+�%&���#&%%���)�������%�� �����������+%&������ /&������ )��%!��45	!L"�(%&�,���%����	�%"�



�����������	
���
���
���
����
��
�
������
������
�
����
��

��
��
��������
�
������
�������
��
�����������
 !�
"#$%&'()*+,
-,,.//
0.12+34*/
5'-0/67��
8��������
9��������

�������
���
��

��
�
�
:���
�

;����
����
�
:�������

��
�����<�������
=�&
>?=@A
�:
���
8��������
B��A&

C
���
����
���<����
	
���
����
��
�����
��D
�����<�������
�

�������
��
:�����
=���
E�F����GA&7��
HB7�
��
��<����
��
�
�
I��J��
K��L�
J
C
��
=IKCA
�::����
���<���
������
��
���
��������������
�:
���
��<����
M�
�������
���
�D
����&
7��
:���

����
��
����
��

�
�D
��
<��;��
��
�
B89
�������
���D
�::���&
7����
���
��
IKC�
;����
���<���
������
:��
��
J
��
�
�����
�::���
;�������<��
���
:���

����
��
����&���
�N�����O�
HB7
:��
���
P�<����

�:
Q������
�	
;����
��

��
��F�������
;���
�
�����
��<����
	
;����
�D
���<���
������
��
���
���������
����
:��
���
P�<����

�:
Q������
�&��
R�������

IKC	
�
�D
���
�����
:��
�����
��<����
�
�����
��
R�������

;���
��������D��&�:
�

IKC
��
��D������D
�������
;����

�
��<����

��
����

��
�������
�	
�����<��
����S�����
��
���
����
��<����

��
�
HB7
��
����
IKC&B
D
���
J��
��
����
J���
��
��J����
J
HB7�
����
��
�����<��
�D
���
B������
�9��������
��	
T���
R�
�J���
�
�
�
U
��������
8<�
��
V��
��
��
��J���
=���
B�����
��8
�����
�
U
:�������
A&���
S������	
������
��������
��
T���
H����D
�����J�
���
B89
W��<���
9�
���&'-0
/+X34X.Y::����
������
���
���
HB7
��J


��
�
:���
���
������
�:
���
�����
�
�
��
�����
�
:��
���
J���
HB7�&
7��
��J

����
��
���
���	
����
����	
�
�
������D
������D��

���
���
HB7�
�<�������:��
������
������
�


����
��	
�����	
�
�
��<����
��
�::����&Z�
�
:�������

:���
�
HB7
��D
��
������	
��������	
��
�����J������
;���
�
D
�������
����<���&[\3+]\1+3X
4,,.//
]\
]̂.
'-0/7��
��D���
�:
���
������
����
��
��
���
���������

�:
���
�����
�::���
;���
��
���������
J�<�

��
�<���������D
�
�
��_�
�:
���
������
����&K����
���������	
���::
���
�
�����J��
��
�����
���
HB7�
�

�

����
<������
��
B89
���::
�����
�����&W��::
������
������
������
���
J
���
HB7�
��
����
���
��J
�J�
�
�
���<���
�����:������
;����
��S�����&



����������	
��	���
����������
���������������������������������������
������
������������������������������������
�������
��������������������	�	�����������
���������
���
�������
���������������
���������������������� �!�����
���������
����������
������������������
����
������"#$%&'()*'+,$-'(.�&#)*-*/')�&'(-*,0�+10-�2,+#$0-('-,�-3'-�-3,.�3'4,�'-�),'0-�56788�,$(#)),2+,+9,(0�-#�9,�,)*:*9),�;#(�(,:*0-('-*#$�<0=�5>?<5@<'@<**@�#;�-3,�A),/-#(')�B/-@=�C#�4,(*;.�-3*06&'(-.�D#(E,(0�+'.�$,,2�-#�/3,/E�-3,�+,+9,(03*&�)*0-�-3,.�*$-,$2�-#�019+*-�D*-3�-3,*('&&)*/'-*#$�':'*$0-�-3,�&19)*/�4,(0*#$�#;�-3,�F#))=�C3*0�/'$�9,�'/3*,4,2�10*$:�-3,�GH3,/E�+.,$(#)+,$-G�0,(4*/,�#$�-3,�BAH�D,90*-,�#(�-3(#1:3�IBC0�'4'*)'9),�*$�(,),4'$-�BAH�#;;*/,0=B�&,(0#$6�#(�-3,*(�(,&(,0,$-'-*4,6�D3#�*0�(,:*0-,(*$:�'�$,D�&#)*-*/')�&'(-.�+'.�-3,(,;#(,$,,2�-#�'--,$2�'$�BAH�#;;*/,�-#�/3,/E�-3,�,$(#)+,$-�2,-'*)0�#;�-3,*(�&'(-.�+,+9,(0=J1(*$:�-3,�$#+*$'-*#$0�&,(*#26�/'$2*2'-,0�<#(�-3,*(�(,&(,0,$-'-*4,0@�+'.�')0#�$,,2�-#'//,00�'�IBC�-#�/#$;*(+�-3,�,$(#)+,$-�2,-'*)0�#;�-3,*(�0*:$'-#(*,0=�C3*0�*0�9,/'10,/'$2*2'-,0K�$#+*$'-*#$�'&&)*/'-*#$0�(,L1*(,�588�0*:$'-1(,0�#;�&,(0#$0�,$-*-),2�-#�4#-,�'--3,�,),/-*#$�;#(�D3*/3�'�/'$2*2'-,�*0�$#+*$'-,2�<0=�5MM<5@<9@<*@�#;�-3,�A),/-#(')�B/-@=�N������������������� �!�C3,(,�*0�$#�-*+,�)*+*-�;#(�-3,�10,�#;�IBC06�3#D,4,(�10,(0�03#1)2�9,�+*$2;1)�#;�#-3,(0D'*-*$:�-#�10,�-3,�-,(+*$')0=B))�BAH�0-';;�03#1)2�;'+*)*'(*0,�-3,+0,)4,0�D*-3�:1*2'$/,�'(#1$2�J,')*$:�D*-3�2*;;*/1)-9,3'4*#1(=��O����������������
���
���	����
����
�������������������F,L1,0-0�;#(�D(*--,$�/#$;*(+'-*#$�-3'-�'�/3,/E�#;�-3,�&19)*/).�'4'*)'9),�,),/-#(')�(#))�3'09,,$�/#$21/-,2�#(�*))10-('-*$:�D3'-�'�/3,/E�3'0�03#D$6�+10-�9,�2,/)*$,2=��C3,�A),/-#(')B/-�'$2�-3,�PQRSTUVWQ�WXY�ZR[RVRXY\]�ZR̂\QWT_UX�̀abc�2#�$#-�&(#4*2,�'$.�'1-3#(*-.�;#(�-3,BAH�-#�*001,�D(*--,$�/#$;*(+'-*#$�#;�0,'(/3,0�/#$21/-,2�#;�-3,�&19)*/).�'4'*)'9),�,),/-#(')(#))=d;�0#+,#$,�*$0*0-0�-3'-�-3,.�$,,2�D(*--,$�/#$;*(+'-*#$�;#(�&,(0#$')6�910*$,006�#(�),:')(,'0#$06�0-';;�03#1)2�(,/#(2�-3,*(�2,-'*)0�'$2�,0/')'-,�-3,�L1,(.�-#�F#))�I#)*/.�-3(#1:3�-3,

5=�B0E�-3,�/)*,$-�-#�0-#&�/#&.*$:�(#))�*$;#(+'-*#$�*$�'�/#1(-,#10�+'$$,(�'$2�(,;,(�-3,+-#�-3,�0*:$�$,'(�-3,�IBC0=>=�d;�-3,�/)*,$-�/#$-*$1,0�-#�,),/-(#$*/')).�/#&.�(#))�*$;#(+'-*#$6�'0E�-3,+�-#�),'4,�-3,#;;*/,=?=�B24*0,�.#1(�+'$':,(�#;�-3,�*$/*2,$-�*++,2*'-,).=e=�d;�-3,�/)*,$-�2#,0�$#-�0-#&6�*$;#(+�-3,+�.#1�D*))�/'))�-3,�&#)*/,�-#�(,+#4,�-3,+�;(#+-3,�#;;*/,=





 

 

SYSTEM MANUAL 

Public Access 
Terminal 

Booking System 

Roll Strategy Section | May 2026 



 

2       Roll Strategy Section | May 2026 

SYSTEM MANUAL 
PUBLIC ACCESS TERMINAL BOOKING SYSTEM 

CLASSIFICATION: OFFICIAL  

 

Contents 
INTRODUCTION TO THE PAT BOOKING SYSTEM ...................................................................... 3 

Accessing the PAT Booking System ............................................................................................ 3 

USER INTERFACE ......................................................................................................................... 4 

Home page .................................................................................................................................. 4 

Office pages ................................................................................................................................ 5 

Today....................................................................................................................................... 5 

Week Ahead ............................................................................................................................ 6 

Manage Office Hours ............................................................................................................... 6 

Office Setup page ........................................................................................................................ 7 

System instructions ..................................................................................................................... 8 

SYSTEM FUNCTIONS ................................................................................................................... 9 

Managing bookings ..................................................................................................................... 9 

To make a booking .................................................................................................................. 9 

To delete a booking ............................................................................................................... 11 

Managing office hours ............................................................................................................... 13 

To close the office for a small number of timeslots ................................................................. 13 

To record a regular office closure (e.g. a lunch period) .......................................................... 15 

To close the office for a whole day or multiple days ............................................................... 22 

Office readiness ........................................................................................................................ 28 

To enter assurance information.............................................................................................. 28 

TRAINING..................................................................................................................................... 30 

ADDITIONAL RESOURCES ......................................................................................................... 30 

 

  



 

3       Roll Strategy Section | May 2026 

SYSTEM MANUAL 
PUBLIC ACCESS TERMINAL BOOKING SYSTEM 

CLASSIFICATION: OFFICIAL  

INTRODUCTION TO THE PAT BOOKING 
SYSTEM 

In accordance with Section 90A of the Commonwealth Electoral Act 
1918, the AEC is required to offer free public access to the electoral 
roll during office hours. 

In May 2026 the AEC service offering was standardised to one public 
access terminal (PAT) in each office. 

At the same time the PAT Booking System was implemented to 
ensure fair access to the terminals. 

Accessing the PAT Booking System 

1. The PAT Booking System is hosted in SharePoint and all AEC users have permission to 

view and edit booking details. 

 PAT Booking System 
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USER INTERFACE 

Home page 

2. The PAT Booking System home page contains three main elements: 

2.1 Tiles linking to key resources and pages at top left (purple box below). 

2.2 Links to office booking pages below the tiles (blue box below). 

2.3 A summary of instructions for system users on right of page (red box below). 

 

3. Tiles provide links to the following: 

3.1 Rollout information on the Managing the Roll intranet pages 

3.2 Office Setup page 

3.3 System instructions in PDF format for ease of side-by-side use with the system 

3.4 Dashboard (future) with visualisation and key metrics of PAT booking and usage 

3.5 Ask for help generates an email to the Roll Strategy team 
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Office Setup page 

9. The Office Setup page has a button at the top that will take you back to the main page. 

 

10. The page also displays a list of offices, which fulfils two main purposes: 

10.1 The PAT Display column indicates which divisional roll(s) are available for viewing at 

each office (blue box below). 

10.2 Three fields (green box below) contain assurance information that will be used to 

monitor readiness during the national rollout. For more information see Office 

readiness 

 

11. Office and PAT Display information is pre-populated by National Office and cannot be 

edited by users. If changes are required, this should be advised by the relevant State Office 

using the email link at the top of the page. 

12. The list includes offices that are temporarily inactive for an extended period of time. These 

are included for completeness/reference only, and calendars are not populated in the 

booking system for these offices. 
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System instructions 

13. Master copies of system instructions are maintained in Objective file Booking system. 

14. PDF copies are available in a folder on the PAT Booking System site which is accessible 

from a tile on the system Home page. 
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SYSTEM FUNCTIONS 

Managing bookings 
Note: Bookings may be made a maximum of one calendar week in advance. 

To make a booking 

15. Find the relevant timeslot in the Today or Week Ahead view. You may need to navigate to 

the next week to see all options. 

16. To see the booking information form, simply double-click on a timeslot. 

17. The booking form will open in View mode 

with all fields in grey. 

18. Select ‘Edit all’ at top left. 

 

19. Editable fields on the form will now be 

blue. 
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20. Enter the Contact Name, Contact Phone 

(optional), and Contact Email (optional). 

 

21. Select ‘Save’ at top left to save and exit 

the booking form. 

 

22. The booking will now show in the relevant view. 
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To delete a booking 

23. Find the timeslot in the Today or Week Ahead view. You may need to navigate to the next 

week to see all options. 

24. Double click on the booking to see the booking information form. 

25. The booking form will open in View mode 

with all fields in grey. 

26. Select ‘Edit all’ at top left. 

 

27. Editable fields on the form will now be 

blue. 
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28. Remove the Contact Name, Contact 

Phone (if applicable), and Contact Email 

(if applicable). 

 

29. Select ‘Save’ at top left to save and exit 

the form after removing the booking 

details. 

 

30. The timeslot will now appear as available in the relevant view. 
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Managing office hours 

31. Standard office hours are recorded as 9am-5pm, Monday to Friday. 

32. If an office is not going to be open during this time period the change in hours must be 

recorded in the booking system. 

33. If you need to make changes to office hours within the next week: 

33.1 You must check the Week Ahead view for any bookings during the period the 

office will not be open. 

33.2 If there is a booking, the office should contact the person to advise them and 

arrange an alternative time. Client interactions must be recorded in Client 

Connex. 

To close the office for a small number of timeslots 

34. If the office is only closed for a small number of timeslots, locate the timeslots in the Today 

or Week Ahead view. 

35. Double click on the first timeslot to open the booking form. 

36. The booking form will open in View mode 

with all fields in grey. 

37. Select ‘Edit all’ at top left. 

 

38. Editable fields on the form will now be 

blue. 
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39. Click on ‘Office closed’. 

40. The radio button will switch from green to 

red. 

 

41. Select ‘Save’ at top left to record the 

office closure for this timeslot. 

 

42. Repeat for all relevant timeslots. 

43. The timeslot(s) will now show as closed in the relevant view. 
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54. The bulk editing window will show how many items are being edited (20 in this example). 

55. Find the Office Closed heading and select ‘Office closed’. 
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56. Select ‘Save’ to record the office closures and close the bulk editing window. 
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57. Refresh the page in your browser and the office closures will be visible on all relevant 

views. 
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65. The bulk editing window will show how many items are being edited (32 in this example). 

66. Find the Office Closed heading and select ‘Office closed’. 
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67. Select ‘Save’ to record the office closures and close the bulk editing window. 

 

68. Repeat as required for any other dates the office will be closed. 
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69. Refresh the page in your browser and the office closure(s) will be visible on all relevant 

views. 
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Office readiness 

A checklist and complete instructions for office setup and assurance 
are available on the rollout information site Office Readiness. 

To enter assurance information 

70. On the Office Setup page, scroll to the office you need to update. 

71. To enter assurance information right click on the office and choose ‘Edit’. 

 

72. The assurance form opens in Edit mode 

by default. 

72.1 Fields in grey are for information 

only, including the Notice Period 

Start date and new arrangements 

Start Date. 

72.2 Fields in blue are the assurance 

checks to be completed at each 

phase of the rollout. 
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73. Note that it is not expected that all 

assurance checks are completed at the 

same time. 

73.1 Preparation stage 

Mark PAT display checked when 

you have confirmed configuration of 

the primary (or only) terminal is 

correct. 

73.2 Public Notice period 

Enter the date in Notice Displayed 

when the Public Notice and other 

signage is in place. 

73.3 Ready to start 

Mark Office and PAT ready when a 

single terminal is in place and the 

office space is correctly set up. 

74. Each time when you have entered 

information, click ‘Save’ to close. 
 

75. Columns will highlight green as each assurance check is completed. 

76. The entire row will highlight green when all checks have been completed (examples below 

are for illustration only). 

 

 

  



 

30       Roll Strategy Section | May 2026 

SYSTEM MANUAL 
PUBLIC ACCESS TERMINAL BOOKING SYSTEM 

CLASSIFICATION: OFFICIAL  

TRAINING 
Recorded information sessions will be made available to staff (see link below). 

ADDITIONAL RESOURCES 
National Public Access Terminal Rollout (Intranet) refer to the Additional Resources page 
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Kind regards, 
  

 
 | Assistant Director 

Roll Strategy Sec on 
Roll Management and Industrial Events Branch | Service Delivery Group 
Australian Electoral Commission 
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