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LOG INTO MYNGR 

• Go to my.ngr.com.au 

Enter your Username and Password 
Click the Green ‘Login’ button 

The following steps are to be used to be able to change your Levy Preferences on your Payee (Business Entity) 
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FIND THE PAYEE YOU WANT TO CHANGE 

• Once logged in, you will see the following screen 

Select ‘Payee List’ on the Left-hand sidebar 

This will show you a list of the Payees (Business Entities that you are associated with) 
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Select the Payee (Business Entity) that you are wanting to update, by either clicking on the name or the
payee ID number. 
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Enter the 6-digit code that was provided to you
Click ‘Submit’ 
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UPDATE YOUR LEVY INFORMATION 

• After clicking on the link, you will see an obscured version of your information which is not able to be
edited, you will need to click on the Green ‘Edit details’ button to be able to edit these details Note: You
may have all your details already showing if you have been through the Two factor Authentication already 

If your details are still obscured, clicking the Edit willrequire you to undertake a two-factor authentication.
This two-factor code will be sent to your mobile, which will need to be entered to reveal and allow editing
of the details 
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Once all changes have been made, and you arehappy with them, click ‘Savechanges’ to save the
amendments 
Note: If the number of required approvals is morethan one (1) then this will needto be approved by the
assigned number of required approvers before thechange will take affect 

Scroll down to the payment details section and you will see the various levy preferences available to you,
tick or untick the one that you require 
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