



User Guide 32	Applying for a Certificate Manager digital certificate
Purpose of this Guide
The purpose of this guide is to provide information on how to apply for a Certificate Manager digital certificate.
Notes
1. This guide follows on from User Guide 31.
2. You cannot enrol for a digital certificate until DigiCert confirms that an account has been created for your organisation. DigiCert will email the nominated contact person in your organisation once an account has been established.
3. Securely record your passwords.
32.1	Commence Online Enrolment:
To begin the enrolment process you will need the email that DigiCert sent you to confirm your organisation account has been made active. Click the link under step 2.
Alternatively, If you don’t have the email go to the DigiCert website and follow these 2 steps:
 https://gatekeeper.digicert.com/ 
 [image: Image of start of enrolment process with DigiCert requiring your organisation's ABN number.]Type your organisation’s ABN number (without spaces) into the box provided and click ‘Begin’.

[image: Image of  business search completed listing ABN number and choice to be made of which certificates to enrol for.]Select Manager and click the link to ‘Enrol for a new Manager certificate’.

32.2	Enrolment:
[image: Image of screen - How do I obtain a new Gatekeeper Manager Certificate?]Review the instructions then click ‘Begin Manager Enrolment’.

[image: Image of screen - Manager Certificate details required to be completed]A mobile phone number is required for the installation process.

Complete your details. Note these details must match your photo ID.

[image: Image of screen requiring organisation details to be completed.]Enter your organisation details and your email address.


[image: Image of screen requiring security passwords to be included.]Enter a Revocation password.  
Complete DOB and security questions.

The revocation password and security answer are required if you need to replace or cancel your digital certificate. Please record both in a safe place.

[image: Image of screen to confirm enrolment details.]Confirm your enrolment details are correct. Click ‘Edit’ if any details are incorrect.
If all details are correct, click ‘Submit Enrolment’.


[image: ]
The next step is to download the Enrolment pack either from the screen above or from the email DigiCert will send to you. This will provide you with more instructions, including uploading the Letter of Authority and completing the Identity Verification.
Once DigiCert have reviewed your documentation and successfully completed a video interview with you, they will email you with instructions for installing and using your new certificate. 
[bookmark: _Toc73957066]Need more information?
Further information on this topic can be found by:
Visiting the SPEAR website www.spear.land.vic.gov.au/SPEAR.
Contacting the SPEAR Service Desk on 9194 0612 or email spear.info@delwp.vic.gov.au
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'SPEAR s part of Land Victoria, a division of the Victorian Government's Department of Transport, Planning and Local
Infrastructure (DTPLI). www spearland vic govaulspear/

‘The SPEAR system requires users from councils and applicant organisations who need to “sign” documents fo use a
Gatekeeper Cerificate to increase the security of various decisions communicated in SPEAR.
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360 SURVEYS PTY LIMITED

ABN: 71127599 017
Community: SPEAR

Enrol for certificates

Viewmy certficate

= Getails
Manager Device
[T TSIV For representatives of your For computers, systems or © Renewmy certificate
agents/employees of your organisation authorised to devices managed by your
organisation. manage your Gatekeeper organisation.
Becoumt ot appove © Revoke my certificate
certificate requests. (Not supported by SPEAR)

& Manage my Gatekeeper
account

a a

Guide for newusers

o ContactUs

Purchase a certificate voucher

You can pay for certficates individually as they are approved, or you can pre-purchase muliple certfcates with a
creditvoucher.

= Purchase a certificate voucher
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Gatekeeper Manager certificates are issued to representatives of your organisation authorised to manage your account and approve
certificate requests. New enrolments require an in-person identity check at Australia Post.

How do | obtain a new Gatekeeper Manager Certificate?
‘Complete the online enrolment in the pages that follow:

« Enter your personal details.
« Choose a certfcate password,
« Download & print your Enrolment Pack.

Now:

« Have the Letter of Authonty signed and retumed to Symantec by post
« Take the dentiy Verifcation Form and the necessary identfication to an Australia Post Keypost outiet for an in-person identification check.
« Allow up to sixworking days for processing by Australia Post and Symantec

« Once approved, Symantec will email you with instructions for installing and using your new certficate.

Later:

How much will it cost?

Price (ex GST) (inc GST)
Gatekeeper Manager Certiicate. $19000 5200.00

Note: You will notbe charged uniil your certficate is approved and ready to be installed

= Begin Manager Enolment

Or choose a dferent cericate.
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Manager Certificate Details

~ Personal Details

Title B
Given name{(s) * first name (middle name optional)
lastname

Residential address *  House number and street

Country *  Australia. =

Mobile phone *

~ Organisation Details

AccountName  DEPARTHENT OF TRANSPORT PLANNING AND LOCAL INFRASTRUCTURE
ABN 17441395042

Trading name or
Department

City or Suburb  pelpoume.
Country *  Australia -
Sate” Vidora
Email* |e.g you@your-organisation. com
Confirm email *  please retype email

Telephone (business
Sene
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Organisation Details.

AccountName 360 SURVEYS PTY LIMITED
ABN 71127599017
Trading name or Department

City o Suburb  eipourne

comy
s

Email* [eg. you@your-organisation.com

Confirm email* piease refype email

Telephone (business hours)
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Confirm password *  eessssse
Date of birth * = - -
Security question =
Security answer *
= Continue

ontact Support  Legal & Privacy

Warnings & Terms of Use
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-~ Certificate Details.

Type  Gatekeeper Manager Certfcate
Community  SPEAR

— Personal Details =

Name  Mr Tommy Haverford

Address 570 Bourke Street
Melbourne
Victoria, 3000, AU
Mobile phone
~ Organisation Details. -
AccountName 350 SURVEYS PTY LIMITED
ABN 71127509017
City or Suburb  Melboure
State  Victoria
Country AU
Email  james s fox@delwp.vic gov.au
Telephone (business hours) 0335363043
— Ssecurity Details -
Date ofbirth 3 March 1902
Security question  Anniversary dd-mm-yyyy
Security answer

 Submit Enrolment
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Thank you, your Enrolment details have been recorded

Online Enrolment Complete

Important: you must now download and print your enrolment pack
(You can also access this document later - you will be emailed a link to it £ Download Enrolment Pack
withina few minutes)

Upload copies of your ID documents to DigiCert so we
can verify your identity. 8 Show a QRCode. £ Upload your ID

(You can perform this step at any time using the link that has
been emailed to you)

Next steps

1. Note for Pilot: Your enrolment will be automatically approved. Please DO NOT follow the steps below - they
are for your reference only.

2. Download and print your Enrolment Pack.
3. Follow the instructions in the pack. It contains a Letter of Authority and an Attestation Letter.

4. Upload the identification documents and the signed Letter of Authority to the Digicert Gatekeeper
document portal

5. Allow three working days for Digicert to review your documentation

6. When the review is complete, DigiCert will email vernon.prasad@gmail.com with instructions for booking &
video interview.

7.Once the interview is completed succesfully, DigiCert will email you with instructions for installing and
using your new certificate.

If you have any questions or need to amend your enrolment details, please contact Gatekeeper Validations

gk_validation@digicert.com
+61399145600  (select option 1, "Authentication’)

C 9:00am - 5:00pm AEST
Monday - Friday
(excluding Australian national public holidays)

@ Return to your Account page
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