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& Customs = Shared Workspace =

Customer Nominated Contact
Request to add a new Customer Member to a Room

1 Navigate to the My eRooms page and select the appropriate Room (A) from the list of
available Rooms.
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2 Select the add member button (B).

HMRC Home Contact us  Help

@ HM Revenue

& Customs
% My Services > My eRooms » Business Contact Unit: Castleroy ple gout PP @ 43

J Business Contact Unit: Castleroy ple

PN

3 add member  remove member from room  change roles

an eRoom created on 20 Mar 07
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3 Enter the new member's email address (C).

4  Select Add (D).

Note

If you have to add more than one member, you must select the Add button after you
enter each Email Address.
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& Customs

Done

Castleroy plc

Add Customer Member To Room - Enter Email Address G Email Address field
Please enter the email addresses for the member(s) vou would like to add to this Shared Warkspace Room. They will be associated with your arganisation when added to

@ Add button

(@) Enait Address: |neil crosby@castieroyple.co Add 0

5 The screen displays a list of members not found (E).

6 Check the checkbox(es) alongside the relevant member(s) to be added (F) and select add new
invitee(s) (G).
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Done
Castleroy plc

Add Customer Member To Room - Enter Email Address

Please enter the email addresses for the member(s) you would like to add to this Shared Warkspace Raom. They will bs assoctated with your arzanisation when added to

the raom. G Members Not Found
mai Iress:
Email Ad ot G checkbox(es)

The following smail addresses were not found. If you wish to add these memberis) to the Sharsd Workspace System plsase selsct the check box to the left of their name e add new il’lVitCC(S)
and then elick the 'add new inviteels)' butten te continue,

buttons

add new invitee(s)
Members Not Found

[~ email address

[ neil.crosby@castleryple.com

[~ wilmah.french@castleroyple.com
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7  Enter the members first (H), last (I) and any middle names (

8 Select an appropriate role (K) for the member and select Next (L).
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Hext Previous Cancel m ﬁ
rst name field

Castleroy ple
Add Customer Member To Room - Invite New Member(s) 0 last name ﬁeld
Pleamerthe memberis) names“sete:t the appropriate rﬁefure clicking the 'Next' button ta add these memberis) ta the Shared Werkspace Room. o middle name field

first name last name middle name email address role .

|Wi\ma |Freﬂch |H wilma, b french@castleroyple. com (Selectarole) & G aVallable rOleS

(Selectarale)
| CNC
T o Next button
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9 Confirm the Postal Address (M) where the Known Facts are to be sent and select Next (N).

& Customs

Hext Previous Cancel

Castleroy ple
Add Customer Member To Room - Confirm Postal Address

Please confirm that your postal address is corrsct. The resistration and snrolment information needed by each new Shared Workspace Member to complete ths
registration and enrolment process will be sent to you. You are then required to securely forward this information to each member, please refer ta the Customer
KNominated Contact training materfal for further details.

@ Postal Address fields
‘m Pastal Address Line 1: |
Postal Address Line 2: | m Next button

Postal Address Line 3: [

Postal Address Line 4 I

Postcode:
Country: United Kingdom =
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10 Your request has been sent to the Room's BAOs for approval.

11 Select OK (O) to return to the add Customer Member to Room page.
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Request Sent!

0 OK button

Your request has been sent to the BAO for approval.
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