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Version Control 

Version Date Description 

1.0 11/0 2/20 21 Init ia l 

Contact Energex 

To report loss of supply: 

13 62 62 

For electricity emergencies: 

13 19 62 

For general enquiries: 

energex.com.au 

custserve@energex.com.au 

13 12 53 (7:00am to 5:00pm, Monday to Friday) 

Telephone interpreter service 13 14 50 

Follow us on twitter.com/energex 

Like us on facebook.com/energex 

© Energex Limited 2020 

® Energex and Energex Positive Energy are registered trademarks of 

Energex Limited 

Energex Limited ABN 40 078 849 055 

GPO Box 1461, Brisbane QLD 4001 
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Customer Self Service Electrical Partners Portal Retailer Portal 

Customer Self Service Portals 
Electrical Partners Portal Access the Energex Portals for Customers, Retailers and Electrical Partners. 

Reta i ler Porta l 

Customer Self Service Electrical Partners Portal 

Log In 

You can access the Energex EP Portal by entering in the direct link or via the Energex internet 

website. 

Direct EP Portal Link 
Enter the direct link of http://www.energex.com.au/energexportals 

You can save this link to your favourites for your ease of access! 

Energex Internet Website 
1. Access the Energex website on http://www.energex.com.au 

2. You can either: 

• click on LOGIN in the top toolbar, or 

• click on the Portals tile located in the centre of the home page 

3. Click on the Electrical Partners Portal from the Portals page: 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 1 

http://www.energex.com.au/energexportals
http://www.energex.com.au/


 

         

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

     

 

 

 

 

 

 

 

 

 

 

     
  

   

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

   

~ gex --
Login 

You are logged in 

U;emame 

L,utlogin 

~ gex --
Login 

Fiekts marked With • are mandatory fields 

Please enter YOU' U5erMffle and password below to login 

Password" 

fgmgp,o V9!I YJIIIlfUII? 

FQf90Ulfl Y:QI t PIHM ~qp 

Joseph 

03 Maret 2(12 02 01 53 :lM 

I Forgonrn YW Usefname? 

I Fomonen mr Pmffld? 

Enter your username and 
password created when you 
registered 

11111 

-

I’m Registered and Want to Login 

If you have already registered to the EP Portal, you can enter in your username and password and 

click LOGIN. 

Once you click on LOGIN the ‘You are logged in’ page will load. This will display your username and 

the date and time of your last login. Click on CONTINUE to enter the EP Portal. 

Forgotten Your Username or Password? 
If you have forgotten either your username or password, you can simply click on the ‘Forgotten your 

Username?’ or ‘Forgotten your Password?’ link on the main login page to reset your details. 

Enter the email address you registered with and click Submit. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 2 



 

         

 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

 

  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

-;.~~ 
energex 
poomweno,gy 

Forgotten username or password 
Fields markecs 'Mlh • a,e manc:1a1ory ne1<1s 

To retneve your usemame Of passworCI tnrormauon. please enter lhe emall a<Jdress you Used 10 register and cllck Submn_ An email wll be sent 10 your registered ema~ address with 
Instructions on hOW 10 retneve your usemame or password 

Email address· 

Check your email (including your junk/spam folder). 

We will send you an email to your registered email address. Look for a message with the subject: 

Reset your details. 

The email will contain your username and a link to reset your password. Click the link and follow the 

steps to reset your username or password. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 3 



 

         

 

 

              

          

 

     
     
  

 
 

  
 

 
 
 
 
 
 
 
 
 
 

energe,c 

a ... 

ElktrlU I Patt,,... P 

.. 

0400000000 

Please ensure you read the EP 
Portal Terms of use 

Under Support access FrequenUy 
Asked Questions, Tips and 
Tricks, Training Materials and 
how to Contact Us 

.,. 
[ lectrical Panner Ponal 

Select your primary purpose of 
subscfiption; what is your business's 
primary job? 

This is the information you entered 
during registration. No action 
required . 

Electrical Partner Portal (EP Portal) 

Subscription 

Once logged into the EP Portal, the primary purpose of subscription must be confirmed; 

what is your business’s primary job? Your three options include: 

1. ESO Licensed Electrical Contractor 
2. CEC Accredited Solar Installer 
3. Other Electrical Partner 

You can subscribe to more than one option (e.g. ESO licensed Electrical Contractor AND a CEC 
Accredited Solar Installer), however as this is the first time you are subscribing to the EP Portal, you 
must select your primary purpose to access the Portal. 

Once you are in the EP Portal you are able to add additional subscriptions through MyProfile. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 4 



 

         

             

              

              

      

                  

       

                  

  

 

               

  

 
 

   
 

  

    

       

 

        

 
 
 
 
 
 
 

        

     

 
 

  
    
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Partner Portal Subscription 

PlH1s• confirm your primary purpos• of subscription 

r- ESO Llcenced Electrtcal Contractor 

r CEC Accredited Solar lnstaler 

r Other Electrical Partner 

Please enter a valkl Electrkal Contractor (ESO) L~ 

1234 ~ 

Test Electrical 

There are two role types within the EP Portal; Group Manager and Member. 

• Group Manager – can view all Electrical Work Requests (EWRs), Connect Applications and 

Enquiries submitted for the business, as well as the responsibility to approve, decline or 

unsubscribe (remove) members from the Group. 

◦ Users who are set up as Group Manager will receive emails sent from the EP Portal when 

Group Manager or Member subscription details change. 

◦ If you are setting up your Group for the very first time, you will be automatically added as 

Group Manager. 

• Members – can only view EWRs, Connect Applications and Enquiries they have submitted for 

the business. 

ESO Licensed Electrical Contractor 

You must have a valid Electrical Contractor license number to complete your subscription under the 

ESO licensed Electrical Contractor option. 

Subscribing your Group for the first time 

• Select the ESO licensed Electrical Contractor option 

• Enter in the license number for the Group you are subscribing against. You will need to click on 

Check to validate the license number. Ensure the name is correct before continuing. 

The EC license number entered is validated against information provided to Energex from the ESO. If 
the EC license number is not valid, you will receive a pop-up message which will tell you the status of 
the EC license number. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 5 



 

         

 

   

                

         

         

   

     

       

            

       

      

   

                  

 

 

 

 

 

 

 

Group Subs~ription 

Eltctrlc~I Contractor Oet.alls 

Group Details 

1234 

Test Bectrical 

Group Contact Oetalls 

Tnt8ic:trl'31 

11111111111 Cort♦Ct teat 

Postal Address 

26 Rtddadlll Strttt 

OuttnSland 

400$ 

Wlll'• i ng l 

Yo.r reQ1tH t fOf' subt<riotion lo l hlt l lc.cnc• will bllocM• V041 {IS Croup MM&oer. 

4s Group ~anac,,;:r. i:,ease ref-er tot...,. ~ for your aotk,oonal respoMbiibes. 

If ~(Ill .... ~ rh" Mal"l.tOl'f. dd confrn ti, c:ompll'tP. 

Othe,..., -se, ,>tease ca~ r..orn u,,s te,auest.. 

WIICc- I sian oui. 

Electrical Partner Portal 

train 17@qna nelau 

0>00000000 

YH: e,:r;;., wnn 

I IWJIH§-I cancel 

X 

Cornoo C¥1Ci:I 

When setting up a Group for the very first time, the business details will need to be entered. Complete 

all the fields provided and then click on Subscribe>> to continue. 

When setting up a Group for the very first time, the EP Portal will automatically assign 

the first user to the role of Group Manager. 

• Group Manager - can view all Electrical Work Requests (EWR), Connect Applications and 

Enquiries submitted for the business as well as the responsibility to approve, decline or 

unsubscribe (remove) members from the Group. 

• Member – can only view their submitted EWRs, Connects and Enquires. 

A Confirmation message will be received to advise you that you are the first user and 

will be set up as Group Manager. 

• If you don’t want to be set up as the Group Manager for your Group, you will need to click 

Cancel to return to the subscription page. 

• If you do want to be set up as the Group Manager for your Group, click Confirm. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 6 



 

         

       

 

  

  

  

 

 

 

 

 

 

 

 

 

  

       

 

 

 

 

 

            

             

 

 

 

 

   

  

  

 

 

 

 

 

~ gex 
positive energy f l::4%&1■%4fME44ii:IA+---

subs,ription Confirmation 

O You have successfulv subscnbed as the GrOUP Manaoer of EC Lunce •1234 for Tesbng Electncal. 

!'Its IP r'91C"fl'90 · ~ · ~ · ll:aG 

Electrical Partner Portal Subscription 

Pl•.n• confirm your primuy purpos• of subscription 

Pl,east flltff a valid E~trbl Contractor (ESO) L~ 

1234 ~ 
Test Electrical 

Welcome ~ Otian I Sftn 04lt 

Electrica l Partner Portal 

You have the ability to easily change your role once you are in the EP Portal under MyProfile. For 

example; change from Group Manager to Group Member, or Group Member to Group Manager. 

You must always have at least one Group Manager set up for your Group. 

When Confirm is selected, a message will populate advising that you have successfully subscribed as 

Group Manager for your Group. Click Next>> to access the EP Portal. 

Your Group is already set up in the Portal 

• Select the ESO Licenced Electrical Contractor option 

• Enter in the EC license number for the Group you are subscribing against. You will need to 

click on Check to validate the EC license number. Ensure the name is correct before 

continuing. 

The EC license number entered is validated against information provided to Energex from the 

ESO. If the EC license number is not valid, you will receive a pop-up message which will tell you 

the status of the EC license number. 
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T •rms and Conditions 

Mt 19r¼Nl:!il't ~ ~ ~ 

1"~ 
energex 

O Th.Vik·(OI.Jfo,y(IIIJl'~•~'"<Jl#<ltto.-,iK11(f-11C_.,.. 17:½ 1u lc=;l l-h=r:111,al 

An em-ailhM bun Hri. to UM~ H.-uiger of lie Llc41rlU •l234 to~-VOU"r~ffl :o J01J11:t 1-Growi:>. 

You can access the Terms of use at any 
time in the footer of the Portal 

-

Electrfcal Partner Portal 

Your subscription request is pending 
Group Manager Approval 

AA emallhN ako !>I.en l~ta ~OVI' r,t,gi&t.-ed 41n\llll ~-•• <onfwmno 't'OUI" SUCIS~fff,Nll .-'Id hovr. to ch4d you, SI.I>~ 1:•tu,;. 

'I'°'-! wil l"e<e,.~e .-, ll!l'nai contir,n.-,g your 'Sl.bscJ'l)tlot'I once tt,e Gr-oui, Na~~ ~s app,rov,ed ,-.our ,eo,est 

lfltt'':C':tN"':QQ ~ ~ ™ 

• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then 

click Next >> to continue. 

• A message will populate advising that you have subscribed to the applicable Group and the 

EC Licence number that was entered. An email has been sent to the Group Manager of your 

Group who can either approve or decline your subscription. 

You will only receive access to the EP Portal once the Group Manager approves your subscription. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 8 



 

         

    

               

    

       

      

 

 

 

             

      

 

 

 

 

    

 

 

                     

 

 

 

                    

     

 

 

 

 

                  

           

 

 

 

 

 

Plu1s• confirm your primi1ry purpose of subscription 

C ESQ bkencfd E!estdcal Contractor 
r. CEC ACcredited Solar lnstallef I 
r Otller Elec trical Partner 

Ple a.se en ter your Clean Enera- Council (CE() Accredi tation Number 

A1234567 11111✓ 1 
Joe Citizen 

Are u a eatio a oew Grou or · oiAin a Grou ? 

Ci' Create a oew Group 

r Join a Groop usu'lg an ENERGEX Gtoup Reference 

Terms ,1:nd Conditions 

l>ifritt8!C'9tt':t09ft · ~ · ~ · i:ltC::!R 

CEC Accredited Solar Installer 

You must have a valid CEC Accreditation Number to complete your subscription under the CEC 

Accredited Solar Installer option. 

Subscribing your Group for the first time 

• Select the CEC Accredited Solar Installer option 

• Enter in your CEC Accreditation number. You will need to click on Check to validate the 

number. Ensure the name is correct before continuing. 

The CEC Accreditation number entered is validated against information provided to ENERGEX 

from the CEC. If the CEC number is not valid, you will receive a pop-up message which will tell 

you the status of the CEC number. 

• As you are setting up your Group for the very first time, you will need to select Create a new 

Group. 

• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then 

click Next >> to continue. 

• When setting up a Group for the very first time, the business details will be required. Complete 

all the fields provided and then click on Subscribe>> to continue. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 9 



 

         

 

 

 

 

 

 

 

 

 

 

 

 

                   

       

             

            

    

           

 

 

 

 

 

 

 

 

 

 

    

   

 

 

 

 

.. :, ... ?tiii) 
energex 
positive energy 

l inks Reference Support 

Group Subscription 

Group Details 

Test Solar 

11111111111 

Physical Address 

St rttt A::t:ress 26 Reddad1ff Street 

Suburb NeNstead 

State Queensland 

Postcoae 4006 

Group Contact Details 

Contau Na~ 

Contact Enat 

Susi~s f ax 

Postal Address 

Postal St rttt AaCress 

Postal. Suburb 

Post..tState 

Postal Postc~ 

Electrical Partner Portal 

Joe C1bz.en 

train17@cina netau 

0400000000 

YHf'hl'Ct:A¢1i'fll 

ifa❖M I Cancel 

~ gex 
PoO .... _ 

As you are the first user, you 
have been set up as Group 
Manager for your Group 

w'elcone Joe Cia::en I S... oc 

Elect rical Partner Portal 

O Tou h.3.e socussh.ty Sub!IO'ltled .JS the c:,rcq, H3rooer '°' rut so~. 

Important' 
rout~ £:Ntoex Grouo Rete-renee is EGx:128 
N91111b•n1onno~0roo.,p,..• ~touu,th,,•'••.nc.• 
ff'le O.at.GEC Group lltefe.,ence c.an •Niobe found ., 't'OU1" My Plolle a,u ,n tt,e Port.II 

This is the Energex Reference 
number that all members will 
need when joining your Group 

• When setting up a Group for the very first time, the EP Portal will automatically assign the first 

user to the role of Group Manager. 

◦ Group Manager – can view all Connect Applications and Enquiries submitted for your 

business as well as the responsibility to approve, decline or unsubscribe (remove) 

members from your Group. 

◦ Member - can only view their Connect Applications and Enquiries. 

An ENERGEX Reference Number is provided when you subscribe your Group for the very first time. 

You must provide this EGX reference number to any members who will be joining your group. 

You can find the EGX reference number under MyProfile in the EP Portal 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 10 



 

         

         

        

 

 

 

                 

        

 

 

 

 

   

 

 

                      

               

                     

            

 

 

 

 

 

 

                    

     

 

 

 

 

 

 

                

                

         

 

 

Pl1use confirm your prim,1ry purpos• of subscription 

C ESO Ucenced Electdsat CootcactO( 
(i CEC Accredited Solar Installer ) 
r Other Ele<ttlcal Pa1'1J'let' 

Please enter your Clean Energy Council {CEC) Accreditation Number 

Are you creating a new Group or joining a Group? 

('" Cfeate a new Group 

A1234567 

Joe CiliZ_en 

(i Join a Group using an ENERGEX Group Reference 

rm not sure what to select 

Enter the Energex Group Reference. 
Use th!' correct format of EGXOOO and chKk !flat the Group name is correct before contiooint, 

EGX128 

Test SOiar 

Terms 11nd Conditions 

G«ept .,. To,m, of u,. fo, .,. £NERGEX P0<1al 

You can access the Terms of use at any 
time in the footer of the Portal 

!?¢1 to k'lf9!'fflU!9'! ~ ~ · ~ 

Your Group is already set up in the Portal 

• Select the CEC Accredited Solar Installer option 

• Enter in your CEC Accreditation number. You will need to click on Check to validate the 

number. Ensure the name is correct before continuing. 

The CEC Accreditation number entered is validated against information provided to ENERGEX from 

the CEC. If the CEC number is not valid, you will receive a pop-up message which will tell you the 

status of the CEC number. 

As your Group has already been set up in the EP Portal, you will need to select Join a Group using an 

ENERGEX Group Reference and enter in your ENERGEX Group Reference that has been provided to 

you by your Group Manager (or the first user to the EP Portal). You will need to click on Check to 

validate your ENERGEX Group reference number. Ensure the name is correct before continuing. 

Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click 

Next >> to continue. 

You will receive a message advising that you have subscribed to the applicable Group and the 

ENERGEX reference number you entered. An email has been sent to the Group Manager of your 

Group who can either approve or decline your subscription. 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 11 



 

         

    

 

   

               

     

          

                 

                 

  

                

        

    

 

 

 

                 

                  

         

 

 

 

 

--..;:~ 
energex 
positr,le energy 

Welcome Joe Otizen I Sien out 

Electrical Partner Portal 

Your subscription request is pending 
Group Manager approval 

O Thank you for your subscnption reQUest to JOtn Test Solar (,.EGX128). 

An email has been sent to the Group Manager for Test Solar to approve your reQuest to )Ol'l thrs orouo. 

An e.maia has also been sent to your reoistered email address confirmtno your subscnpoon reQUest and how to check your subso,puon $Llt\JJ. 

You wll r«tNt an ema• conflfmlf'\O your subscnptJOn once the Gtouc:, P.1anaoer has approved your re®tst. 

Pl•as• stltct 1.ddlt1onal subscrtpttom 

r ESO Lkenced Electrical Contractor 

1 CEC Accredited Solar lnstau.r 
<- OtMr Electrical Parlnet' I 

rm . ..-,-- r-rxGr°"PR•l•r-. 
UH 1M COITect form.to( [GXotO -«I ct.ck INt ttlot c;,-""" r,Mn9 b ~ Mr-. eon~ ... 

EGX128 I Che:k .,, I 
TK?S!t.ar 

-You will only receive access to the EP Portal once the Group Manager approves your subscription. 

Other Electrical Partner 

You must have a valid ENERGEX Group reference number (for example EGX128) to complete your 

subscription under Other Electrical Partner. 

You will need to subscribe using Other Electrical Partner when: 

• I am the Administration person for a Solar Installer business, I don’t have a CEC Accredited 

Solar Installer number and I do the data entry for all the Connect Applications and Enquiries for 

the business. 

• I am a UMS Consultant/ Customer and require access to the EPP to complete Connect 

Applications and Enquiries relating to Un Metered Supply. 

Select the Other Electrical Partner option: 

Enter in your Energex Group reference number that has been provided to you by your Group Manager 

(for the first user to the Portal). You will need to click on Check to validate your ENERGEX Group 

reference number. Ensure the name is correct before continuing. 
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Tums And Conditions 

You can access the Terms of use at any 
time in the footer of the Portal 

Ml SO 1r'OrNl'9'! • ~ · ~ · ~ 

-·.~ 
energex 
poslti"" energy 

Subscription Confirmation 

O Thark ','OU for vour s:...Cscnptron rEquest to JOt1 fist SOiar (:EGX128~. 

Electrical Partner Portal 

Your subscription request is pend ing 
Group Manager approval 

An erudi h..ilis be~n ~@nt tot.he Grooo Po\.iflld9@I for T@Sl Sol-dr to e1Jpro't@ vour f@QU@'S\ to Join 0-.s QfOUJJ. 

AA ~._al ha, also been sent to vour reoistered email address confw'nuno your subscnobon reauest and how to <heck Y°'-lr Si.ibscnooon sutus. 

Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click 

Next >> to continue. 

You will receive a message advising that you have subscribed to the applicable Group and the 

ENERGEX reference number you entered. An email has been sent to the Group Manager of your 

Group who can either approve or decline your subscription. 

You will only receive access to the EP Portal once the Group Manager approves your subscription. 
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i•t ':if.Lo 
lenergex 
pos,tM,-

Login 
Fields marked with• are mandatoryfiek:ls 

Please enter your unmamil and password below to logm 

Pauword' 

Nol registered yet? fliilfffi 

··1·-·~ 
energex 
pceitilleene,gy 

Lin~ Refl'.'f'MC(I Support 

,oe 

forg9Jlt0 YOUC UJtrolIDt? 

1 • • • ••• • • ••• 

Foraotttn your Pan»otd7 

O Your wbscni:bon to the Eltt>..r,ul Partner Pert.ti ,s runcmtly pendlno .ipprov.'.111. 

You must have .Jt least onf' acoroved Group subsmotJOn to ~ess th@ Dorta!. 

You tin re<iuest addct1cmal s.Jbscnpt,ons by COfllPIEtrlO the tnf«mittJOn below. 

Electrical Partner Portal Subscription 

My Previcv::: Subzcription RequHti 

Croup Na,re 

THtSOW" u,oop Ret• EuX12a 

Pl•aw s•!ec: t 11dditional sub~ription~ 

r £SO Licenced EtectriulContri ctor 

(" CEC Ac<:rcditcd Solar lnstalcr 

I Other Ek-cu1cal Partner 

Im roJ_sUfev.ttit to se~_t 

Enter your username and 
password created when you 
registered 

-
Electrical Partner Portal 

Cancet Request 

Want to Cancel Your Subscription? 

If you are a Member (not the Group Manager or first-time user), you have the ability to cancel your 

subscription request. 

• Login to the EP Portal using your username and password: 

Once you have logged in, you will see your previous subscription request. Click on Cancel Request to 

remove your subscription request. 
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Subscription Emails 

Each time you create a new Group or join an existing Group within the EP Portal, you will receive 

emails which advise you where your subscription status is at or what change you have made in the EP 

Portal. 

Subscription emails will be generated for a number of reasons, some of the key scenarios may include: 

• Group Manager subscribing for the first time will receive an email to advise they are the Group 

Manager for their Group 

• A Group Member subscribing for the first time will receive an email to advise their subscription 

request is pending, and the Group Manager will receive a request to either approve or decline 

their subscription. 

• A Group Manager or Group Member cancels their subscription request will receive an email 

confirming their cancellation has been processed. 

All subscription emails will be sent from energexportal@energex.com.au 

Electrical Partners Portal First Time Subscription Group Manager or Member User Guide 15 



 

         

      

 

 

 

                

 

 

9..biact: IENERGEX Porta • 9-t&:rpti:n Al\-.aiting Gt·o..p ~ger Appron 1I 

Hello John Smith (John), 

Thcinlc you for your subscription request to j oin the ENEP.GEX Electrical Part ners Portc1L 

Your request to join as Group Member to Test Electrical on 03 March at 15:00 1s await ing Group Manager approval. 

H ow t o check. the status of your subscription on the Portal 
Checking t he s tat us of your subscription is easy, simple follow t he steps below: 

Visit the ENEP.GEX Portal website at V/1//1/1 . energe~: .com.au/epp 
Enter your username or password 
Then follow the prompt s 

Alternatively, once your Group Manager has approved your request, you will receive an email.I 

Any qu estions? 
If you have any questions or would like further information : 

Email us a t energe:,mortd'l(illenergex.com,au 
Call the ENERGEX Elec trical Contractor Line on 1300 762 397 Monda·, to Friday between 8 :00am and 4:00pm 
Call the ENERGEX Solar PV Inst aller Line on 1300 366 846 Monday tc Fnday between 8 : 00am and 6: 30pm 

Regards, 

ENERGEK Portal Team 

v:,u h:i\·e t,e follow ng i:enci--g ~ut~cr p:ion '"ecue~t: 

Huv, lu dpµruvw / t.JwL.:lim:1 ~ub~1,;ripliur1 rw4u1::1~l~ uu lhw Purled 
A:Jp1u-.,i11'=,: / J1:1~lr1ir1y c1 r::114u::11~l i~ ::11c1~y, ~irnpy fullJw h1:1 ~-'='~~ l,::11luw; 
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	Log In 
	You can access the Energex EP Portal by entering in the direct link or via the Energex internet website. 
	 
	Direct EP Portal Link 
	Enter the direct link of 
	Enter the direct link of 
	http://www.energex.com.au/energexportals
	http://www.energex.com.au/energexportals

	 

	You can save this link to your favourites for your ease of access! 
	 
	Energex Internet Website 
	1. Access the Energex website on 
	1. Access the Energex website on 
	1. Access the Energex website on 
	1. Access the Energex website on 
	http://www.energex.com.au
	http://www.energex.com.au

	 


	2. You can either: 
	2. You can either: 

	• click on LOGIN in the top toolbar, or 
	• click on LOGIN in the top toolbar, or 

	• click on the Portals tile located in the centre of the home page 
	• click on the Portals tile located in the centre of the home page 


	 
	Figure
	3. Click on the Electrical Partners Portal from the Portals page: 
	3. Click on the Electrical Partners Portal from the Portals page: 
	3. Click on the Electrical Partners Portal from the Portals page: 
	3. Click on the Electrical Partners Portal from the Portals page: 
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	I’m Registered and Want to Login 
	If you have already registered to the EP Portal, you can enter in your username and password and click LOGIN. 
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	Once you click on LOGIN the ‘You are logged in’ page will load. This will display your username and the date and time of your last login. Click on CONTINUE to enter the EP Portal. 
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	Forgotten Your Username or Password? 
	If you have forgotten either your username or password, you can simply click on the ‘Forgotten your Username?’ or ‘Forgotten your Password?’ link on the main login page to reset your details.  
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	Enter the email address you registered with and click Submit.  
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	Check your email (including your junk/spam folder).  
	We will send you an email to your registered email address. Look for a message with the subject: Reset your details.  
	The email will contain your username and a link to reset your password. Click the link and follow the steps to reset your username or password. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Electrical Partner Portal (EP Portal) Subscription 
	Once logged into the EP Portal, the primary purpose of subscription must be confirmed; what is your business’s primary job? Your three options include: 
	 
	1. ESO Licensed Electrical Contractor 
	1. ESO Licensed Electrical Contractor 
	1. ESO Licensed Electrical Contractor 

	2. CEC Accredited Solar Installer 
	2. CEC Accredited Solar Installer 

	3. Other Electrical Partner 
	3. Other Electrical Partner 
	3. Other Electrical Partner 
	Figure



	 
	You can subscribe to more than one option (e.g. ESO licensed Electrical Contractor AND a CEC Accredited Solar Installer), however as this is the first time you are subscribing to the EP Portal, you must select your primary purpose to access the Portal. 
	Once you are in the EP Portal you are able to add additional subscriptions through MyProfile. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	There are two role types within the EP Portal; Group Manager and Member. 
	• Group Manager – can view all Electrical Work Requests (EWRs), Connect Applications and Enquiries submitted for the business, as well as the responsibility to approve, decline or unsubscribe (remove) members from the Group. 
	• Group Manager – can view all Electrical Work Requests (EWRs), Connect Applications and Enquiries submitted for the business, as well as the responsibility to approve, decline or unsubscribe (remove) members from the Group. 
	• Group Manager – can view all Electrical Work Requests (EWRs), Connect Applications and Enquiries submitted for the business, as well as the responsibility to approve, decline or unsubscribe (remove) members from the Group. 

	◦ Users who are set up as Group Manager will receive emails sent from the EP Portal when Group Manager or Member subscription details change. 
	◦ Users who are set up as Group Manager will receive emails sent from the EP Portal when Group Manager or Member subscription details change. 

	◦ If you are setting up your Group for the very first time, you will be automatically added as Group Manager. 
	◦ If you are setting up your Group for the very first time, you will be automatically added as Group Manager. 


	 
	• Members – can only view EWRs, Connect Applications and Enquiries they have submitted for the business. 
	• Members – can only view EWRs, Connect Applications and Enquiries they have submitted for the business. 
	• Members – can only view EWRs, Connect Applications and Enquiries they have submitted for the business. 


	 
	 
	ESO Licensed Electrical Contractor 
	 
	You must have a valid Electrical Contractor license number to complete your subscription under the ESO licensed Electrical Contractor option. 
	Subscribing your Group for the first time 
	 
	• Select the ESO licensed Electrical Contractor option 
	• Select the ESO licensed Electrical Contractor option 
	• Select the ESO licensed Electrical Contractor option 
	• Select the ESO licensed Electrical Contractor option 
	Figure
	Figure



	 
	 
	 
	 
	 
	 
	 
	• Enter in the license number for the Group you are subscribing against. You will need to click on Check to validate the license number. Ensure the name is correct before continuing. 
	• Enter in the license number for the Group you are subscribing against. You will need to click on Check to validate the license number. Ensure the name is correct before continuing. 
	• Enter in the license number for the Group you are subscribing against. You will need to click on Check to validate the license number. Ensure the name is correct before continuing. 
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	The EC license number entered is validated against information provided to Energex from the ESO. If the EC license number is not valid, you will receive a pop-up message which will tell you the status of the EC license number. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	When setting up a Group for the very first time, the business details will need to be entered. Complete all the fields provided and then click on Subscribe>> to continue. 
	Figure
	When setting up a Group for the very first time, the EP Portal will automatically assign the first user to the role of Group Manager. 
	• Group Manager - can view all Electrical Work Requests (EWR), Connect Applications and Enquiries submitted for the business as well as the responsibility to approve, decline or unsubscribe (remove) members from the Group. 
	• Group Manager - can view all Electrical Work Requests (EWR), Connect Applications and Enquiries submitted for the business as well as the responsibility to approve, decline or unsubscribe (remove) members from the Group. 
	• Group Manager - can view all Electrical Work Requests (EWR), Connect Applications and Enquiries submitted for the business as well as the responsibility to approve, decline or unsubscribe (remove) members from the Group. 

	• Member – can only view their submitted EWRs, Connects and Enquires. 
	• Member – can only view their submitted EWRs, Connects and Enquires. 


	A Confirmation message will be received to advise you that you are the first user and will be set up as Group Manager. 
	• If you don’t want to be set up as the Group Manager for your Group, you will need to click Cancel to return to the subscription page.  
	• If you don’t want to be set up as the Group Manager for your Group, you will need to click Cancel to return to the subscription page.  
	• If you don’t want to be set up as the Group Manager for your Group, you will need to click Cancel to return to the subscription page.  

	• If you do want to be set up as the Group Manager for your Group, click Confirm. 
	• If you do want to be set up as the Group Manager for your Group, click Confirm. 
	• If you do want to be set up as the Group Manager for your Group, click Confirm. 
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	You have the ability to easily change your role once you are in the EP Portal under MyProfile. For example; change from Group Manager to Group Member, or Group Member to Group Manager. 
	You must always have at least one Group Manager set up for your Group. 
	When Confirm is selected, a message will populate advising that you have successfully subscribed as Group Manager for your Group. Click Next>> to access the EP Portal. 
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	Your Group is already set up in the Portal 
	• Select the ESO Licenced Electrical Contractor option 
	• Select the ESO Licenced Electrical Contractor option 
	• Select the ESO Licenced Electrical Contractor option 
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	• Enter in the EC license number for the Group you are subscribing against. You will need to click on Check to validate the EC license number. Ensure the name is correct before continuing. 
	• Enter in the EC license number for the Group you are subscribing against. You will need to click on Check to validate the EC license number. Ensure the name is correct before continuing. 
	• Enter in the EC license number for the Group you are subscribing against. You will need to click on Check to validate the EC license number. Ensure the name is correct before continuing. 
	• Enter in the EC license number for the Group you are subscribing against. You will need to click on Check to validate the EC license number. Ensure the name is correct before continuing. 
	Figure



	 
	 
	 
	The EC license number entered is validated against information provided to Energex from the ESO. If the EC license number is not valid, you will receive a pop-up message which will tell you the status of the EC license number. 
	 
	 
	 
	 
	 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	Figure


	• A message will populate advising that you have subscribed to the applicable Group and the EC Licence number that was entered. An email has been sent to the Group Manager of your Group who can either approve or decline your subscription. 
	• A message will populate advising that you have subscribed to the applicable Group and the EC Licence number that was entered. An email has been sent to the Group Manager of your Group who can either approve or decline your subscription. 
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	You will only receive access to the EP Portal once the Group Manager approves your subscription. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	CEC Accredited Solar Installer 
	You must have a valid CEC Accreditation Number to complete your subscription under the CEC Accredited Solar Installer option. 
	Subscribing your Group for the first time 
	• Select the CEC Accredited Solar Installer option 
	• Select the CEC Accredited Solar Installer option 
	• Select the CEC Accredited Solar Installer option 


	 
	Figure
	 
	 
	• Enter in your CEC Accreditation number. You will need to click on Check to validate the number. Ensure the name is correct before continuing. 
	• Enter in your CEC Accreditation number. You will need to click on Check to validate the number. Ensure the name is correct before continuing. 
	• Enter in your CEC Accreditation number. You will need to click on Check to validate the number. Ensure the name is correct before continuing. 
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	The CEC Accreditation number entered is validated against information provided to ENERGEX from the CEC. If the CEC number is not valid, you will receive a pop-up message which will tell you the status of the CEC number. 
	 
	• As you are setting up your Group for the very first time, you will need to select Create a new Group. 
	• As you are setting up your Group for the very first time, you will need to select Create a new Group. 
	• As you are setting up your Group for the very first time, you will need to select Create a new Group. 


	 
	Figure
	Figure
	 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	• Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
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	• When setting up a Group for the very first time, the business details will be required. Complete all the fields provided and then click on Subscribe>> to continue. 
	• When setting up a Group for the very first time, the business details will be required. Complete all the fields provided and then click on Subscribe>> to continue. 
	• When setting up a Group for the very first time, the business details will be required. Complete all the fields provided and then click on Subscribe>> to continue. 
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	• When setting up a Group for the very first time, the EP Portal will automatically assign the first user to the role of Group Manager. 
	• When setting up a Group for the very first time, the EP Portal will automatically assign the first user to the role of Group Manager. 
	• When setting up a Group for the very first time, the EP Portal will automatically assign the first user to the role of Group Manager. 

	◦ Group Manager – can view all Connect Applications and Enquiries submitted for your business as well as the responsibility to approve, decline or unsubscribe (remove) members from your Group. 
	◦ Group Manager – can view all Connect Applications and Enquiries submitted for your business as well as the responsibility to approve, decline or unsubscribe (remove) members from your Group. 

	◦ Member - can only view their Connect Applications and Enquiries. 
	◦ Member - can only view their Connect Applications and Enquiries. 
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	An ENERGEX Reference Number is provided when you subscribe your Group for the very first time. You must provide this EGX reference number to any members who will be joining your group.  
	You can find the EGX reference number under MyProfile in the EP Portal 
	 
	 
	 
	 
	Your Group is already set up in the Portal 
	• Select the CEC Accredited Solar Installer option 
	• Select the CEC Accredited Solar Installer option 
	• Select the CEC Accredited Solar Installer option 
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	• Enter in your CEC Accreditation number. You will need to click on Check to validate the number. Ensure the name is correct before continuing. 
	• Enter in your CEC Accreditation number. You will need to click on Check to validate the number. Ensure the name is correct before continuing. 
	• Enter in your CEC Accreditation number. You will need to click on Check to validate the number. Ensure the name is correct before continuing. 
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	The CEC Accreditation number entered is validated against information provided to ENERGEX from the CEC. If the CEC number is not valid, you will receive a pop-up message which will tell you the status of the CEC number. 
	 
	As your Group has already been set up in the EP Portal, you will need to select Join a Group using an ENERGEX Group Reference and enter in your ENERGEX Group Reference that has been provided to you by your Group Manager (or the first user to the EP Portal). You will need to click on Check to validate your ENERGEX Group reference number. Ensure the name is correct before continuing. 
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	Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue.  
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	You will receive a message advising that you have subscribed to the applicable Group and the ENERGEX reference number you entered. An email has been sent to the Group Manager of your Group who can either approve or decline your subscription. 
	 
	 
	You will only receive access to the EP Portal once the Group Manager approves your subscription. 
	Figure
	 
	Other Electrical Partner 
	You must have a valid ENERGEX Group reference number (for example EGX128) to complete your subscription under Other Electrical Partner. 
	You will need to subscribe using Other Electrical Partner when: 
	• I am the Administration person for a Solar Installer business, I don’t have a CEC Accredited Solar Installer number and I do the data entry for all the Connect Applications and Enquiries for the business. 
	• I am the Administration person for a Solar Installer business, I don’t have a CEC Accredited Solar Installer number and I do the data entry for all the Connect Applications and Enquiries for the business. 
	• I am the Administration person for a Solar Installer business, I don’t have a CEC Accredited Solar Installer number and I do the data entry for all the Connect Applications and Enquiries for the business. 

	• I am a UMS Consultant/ Customer and require access to the EPP to complete Connect Applications and Enquiries relating to Un Metered Supply. 
	• I am a UMS Consultant/ Customer and require access to the EPP to complete Connect Applications and Enquiries relating to Un Metered Supply. 


	Select the Other Electrical Partner option: 
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	Enter in your Energex Group reference number that has been provided to you by your Group Manager (for the first user to the Portal). You will need to click on Check to validate your ENERGEX Group reference number. Ensure the name is correct before continuing. 
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	Click in the box to say that you have read the Terms of use for the ENERGEX Portal and then click Next >> to continue. 
	Figure
	You will receive a message advising that you have subscribed to the applicable Group and the ENERGEX reference number you entered. An email has been sent to the Group Manager of your Group who can either approve or decline your subscription. 
	 
	Figure
	You will only receive access to the EP Portal once the Group Manager approves your subscription. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Want to Cancel Your Subscription? 
	If you are a Member (not the Group Manager or first-time user), you have the ability to cancel your subscription request. 
	• Login to the EP Portal using your username and password: 
	• Login to the EP Portal using your username and password: 
	• Login to the EP Portal using your username and password: 
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	Once you have logged in, you will see your previous subscription request. Click on Cancel Request to remove your subscription request. 
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	Subscription Emails 
	Each time you create a new Group or join an existing Group within the EP Portal, you will receive emails which advise you where your subscription status is at or what change you have made in the EP Portal. 
	Subscription emails will be generated for a number of reasons, some of the key scenarios may include: 
	• Group Manager subscribing for the first time will receive an email to advise they are the Group Manager for their Group 
	• Group Manager subscribing for the first time will receive an email to advise they are the Group Manager for their Group 
	• Group Manager subscribing for the first time will receive an email to advise they are the Group Manager for their Group 

	• A Group Member subscribing for the first time will receive an email to advise their subscription request is pending, and the Group Manager will receive a request to either approve or decline their subscription. 
	• A Group Member subscribing for the first time will receive an email to advise their subscription request is pending, and the Group Manager will receive a request to either approve or decline their subscription. 

	• A Group Manager or Group Member cancels their subscription request will receive an email confirming their cancellation has been processed. 
	• A Group Manager or Group Member cancels their subscription request will receive an email confirming their cancellation has been processed. 


	 
	All subscription emails will be sent from energexportal@energex.com.au 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	An example of a subscription email sent to the Group Member (John) 
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	An example of a subscription email sent to the Group Manager (Joe) to approve Group Member (John) 
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