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ProviderHub authorised person guide  
When a business is invited to join ProviderHub, we send an email to an authorised person for 
the business. The authorised person is often the business owner and is nominated by an 
organisation when they become an ACC vendor.  

The authorised person is responsible for nominating at least one ProviderHub administrator for 
their business using the online nomination form they’ll receive via email. You can nominate up 
to ten ProviderHub administrators. This form should only be filled in by the authorised person 
we send this email to.  

Once set up, the ProviderHub administrator is then in charge of managing users, setting up 
new users, task permissions, and off-boarding users.  
 

Access nomination form   

An email will be sent to the 
authorised person with a 
link to the ProviderHub 
administrator nomination 
form. The link is only valid 
for three weeks. 
The authorised person must 
nominate a ProviderHub 
administrator so their 
business can join 
ProviderHub.  

 

Complete nomination form   

Fill in the nomination form 
Step 1 (of 2): The details for 
each nominated 
administrator must be 
entered correctly, as an 
email will be sent to them 
after the form is submitted. 
Ensure the details entered are 

ect, as completion of this form will trigger an email te nominated ProviderHub 
administrator(s).  
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Step 2 (of 2): The 
authorised person needs 
to enter their own 
details, and confirm they 
have the authority to 
complete the form. 

 
 

 

 
Submit the form to 
receive a success 
confirmation screen.  

 

 

What happens next? 

A one-time code will then be generated and sent to the nominated administrator(s) to create 
their ProviderHub account. The one-time code will expire after seven days. 

Please see the ProviderHub administrator training guide for the process once the one-time 
code has been received. 

Where to get help  

The authorised person can reach out to our team for help with: 

• removing a ProviderHub administrator from your business 
• adding an additional ProviderHub administrator (we’ll send out a new nomination form) 
• any further queries. 

Email accproviderhub@acc.co.nz 

https://www.acc.co.nz/assets/provider/ProviderHub-training-guide-administrator.pdf
mailto:accproviderhub@acc.co.nz

