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Version Control 

Version Date Description 

1.0 18/02/2021 Initial 

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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Electrical Pa.rtners Portal 

posi1iw e119111y 

Electrical Partne:rs Portal 

,U·l·l::lli!Nfi&,:·Sl1iMS·il1iii,EH\iii6M-Hiili·li&·lf·l·ll·-ii....------JJ .. ,. 
MyProflle 

Registration Details 

cce 

IANtUllltr'II!' CCG 

Last Hi!me-

Kl.Ying~~ updating yourdel'.ailb? T,y .a. d 'frl!rent b,o;,,'!,.ff. 

MyProfile 

In the MyProfile area of the External Partners (EP) Portal you can: 

Update your Registration Details (e.g. username, password, email address) 
As a Solar Installer, you can add multiple or new CEC Accreditation numbers in manually 
As an Electrical Contractor, you can select what EWR status updates you would like to be 

notified for all EWRs 
Access to My Groups. This is the area where you can subscribe to another group and manage 

your group members as a Group Manager. 

Registration Details 

Registration Details holds the information you entered when you registered for access to 
EP Portal such as username, password and your unique email address. Changing 
these details can only be done via this area in the EP Portal. 

1. Click on Update Details or Change Password under Registration Details to change any of the 
listed information. 
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Registration Details 
FIIYIS ft\llled wil'I • a,e mal'lldaoty letdS 

Vpdile Ufff RegislJldon OtUill 

,.~tJJme"' 

L,,ar-• 

Mobile Phone tklmt,e, 

-~ ·~~ergex 
positive ene<gy 

User Details Updated 

Your user details have been successfully updated. 

ii•JM#l,ii 

2. You will notice that a new tab or window has opened displaying all your Registration Details. 
To change any of these details you will need to click on UPDATE next to the relevant heading. 

3. Once you have updated your details click on CONFIRM. 
4. A message will display confirming your details have been updated. Clink on COMPLETE to 

return to Registration Details. 

5. When updating an email address, an email will be sent to your updated email address where 
you will need to activate the link to confirm the change of your email. Your request to change 
email address will only be complete once this link is activated. 
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Hello stetling, 

we hav8 r'eceived a reque-s t to change your eJMil addtes:s tor the El"lergex ?or'tal , 

To i:1ctw.ate your changed email address, J)le.i:1-se ciick on the link bEIIClw; 

You will need to click on the 
link provided to change your 
email address 

httPs · /twww warn com avtmv-accs'ia ornorodtProfile/CoofirmE ma~AddrnssC-hanaR aso1S7uiectwme;;; t e:itO llconfirmat 100Code;ii; a le8c92dc5d641Sl8863 ?3cbb211atJ3d57 
M mail"T woe=New&retumurl=ht tPS"':::3a'!i2f%2fwww. energ:e)(. corn. av,t,2fDp~pr:eprod'!i2fCP'zfi2ft;lrofileSCPY=EX 

This emai1 chang& f'iquu t Wii made on 15/03/2013 -4:0S: -44 ?M. 

For security ,e-1s.ons, the .tbcive linl: will expire in 24 hours if it is not accessed and no changes will be made to your details. 

R.egards, 
Eniar'ge)! Portal Team 
energ,e)(i:iortal@energeM.com.au 

This ema~ message (inc luding any file a ttachments t r.ansmitte-d wit h it) is for the sole use o f the intended reeipient(s) and may contain eon tide:ntial .and legally privileged infcirmation. Any 
unauthons.ed review, use, alte rat1an, disclosure or clistril:mtion of thi-s email ( including any attachments) Dy an unintended .-edpient is prohibited . If you have race1ved this email in error, 
p:l8..:1:5e nio t ify the !:endet by re turn email .:1nd de-s troy .!ill eo~ie!: Gr th8 origjn.al m8s.s:age, Any eol"l fident ial or legal ,:itofe!:!:ional ~rivi1ege i!: no t w.aived or 10!:t t,y any mi-s t.:1ken .:lelivery of 
the email. Ene~e:.: accept-s no .-espansibility for the content o f any email which is s.ent by an employee which is of a p:ersonal nature . 

Sencler- Oetail-s: 
Ener-gex 
G-'PO BOIIC 1451 Sri-s-b.ane Qt.O AU:itra1ia 401Jl 
+-6 1 7 36,64 4000 
htto:J/www.e,..ergexcom.au 

Energe>t policy is to not send on:soticite.d e.lectronic «1essag8's. Si.lspected t>reach.es or (his pcilicy c.an be report ed t>y replying to t hi-s message including the original mes-s.ag8' and the word 
1\JNSuescR1ee• in the subject. 

To repCJrt this email as s.pam, please fo.r-ward to s.pam@mailcontrol.com 

6. An email will also be sent to your original email address confirming this change request. 

NEED TO KNOW 
For security reasons, you have 24 hours from the time the request was made to change your password 
using the link in the email. If you do not click on the link inside this 24 hour timeframe, your request will 
expire, and you will need to try your request again. 

Changes to Update on your Next Login 

Any changes made to your Registration Details can be seen on the Update Details page, however 
these changes will not be visible under the heading Registration Details under MyProfile until you 
logout, then log back in. 
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Energy Council Details 

If you have multiple CEC Accreditations or need to replace an expired Accreditation1 enter the CEC number, ctieck it ttien click 'Add CEC Number'. 

Please enter your Clean Ene'IY Counci l (CEC) Accredi tat ion Number: 

Check 

IMMiiiM 

Accreditat ion Humber LicencH Status 

A12345678 Current 

Clean Energy Council (CEC) Details 

If you have multiple CEC Accreditation Numbers or your existing CEC Accreditation Number has 
expired, manually add in your new or additional CEC Number here. 

If your existing CEC Accreditation Number has expired, the Status will automatically update in the 
green table from Current to Expired. 

To add another CEC Number: 

1. Enter in the CEC Accredited number in the field provided and click on Check. 

2. If the name is correct, click on Add CEC Number to add this CEC number into the EP Portal. 
When submitting a CONNECT, this number will now appear under the Clean Energy Council 
Accreditation No. field. 

NEED TO KNOW 
If your CEC Accreditation Number has expired the status will change from Current to Expired. 
When submitting a new CONNECT, the expired CEC Number will no longer appear in the drop 
down list under the Clean Energy Council Accreditation No. field. 
You cannot delete an expired CEC Accreditation Number. 
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Manage My Noti fications 

(i Use my Reiistra tion £mail Address 

( Chanie my Notification Email Address to: 

(a Use my Rei'stration Mo bile Number 

C- Chan&e my Notifici31tion fiiobile Number to: 

I Status 

[WR Processing 

Awaiting Retailer Request 

Reta.Her Reciuest Recei,..ed 

Appointment Set 

Work Scheduled 

Reta1ler Request Cancelled 

Cancelled due to Scheduling 

Canci!'lled by Retailer 

Closed • ~lo Access 

Incomplete • Form l left 

Completed 

Completed • Form 3 l eft 

-
0400000001 

Hover your mouse over 
a Status type to see the 
definition or click on help 

The email address and phone 
numberwill automatically default 
to your Registration email address 
and phone number. 

Notify /.le By I 
r Em•ll r SMS 

r [mail r SMS 

r [maiil r SMS 

r £maiil r SMS 

r Em•il r SMs 

r Em,il r SMs 

r Em,11 r SMs 

r Email r SMs 

r [mail r SMs 

fi1 [mail P- SMS 

r Em,il r SMS 

W Email P- SMS 

You will automatically 
be notified on Form 3 
Left updates 

►Wiiii+W 

Manage My Notifications 

Manage My Notifications allows you to select which of the EWR statuses you would like to receive an 
update on, and how you wish to receive these updates. 

• You can receive updates via Email, SMS or both. 
• Your selection here will be the default for all submitted EWRs. 
• You will automatically receive updates on Incomplete - Form 3 Left and Completed – Form 3 

Left. 

NEED TO KNOW 
When submitting a new EWR, you can change these notification settings for that EWR only, 
through the Change EWR Notification area. 
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Change your Email Address or Mobile Number 

1. The email address and mobile number will automatically default to your Registration email 
address and Mobile number. If you would like to send your EWR status updates to a different 
email address and/or mobile number, click on: 

• Change my Notification Email Address to: 

• Change my Notification Mobile Number to: 

2. You will need to enter in your new email address and/or mobile number in the blank field. 

3. Click on Save Settings located underneath the green status table to save changes. 

NEED TO KNOW 
If you make any changes to your email address or mobile number, you will receive an email to 
confirm that these changes have been made. Look for an email from 
energexportal@energex.com.au 

Select or Change your EWR Status Updates 

1. If you are not sure what each EWR status means, you can hover over the status (e.g. EWR 
Processing, Completed) or click on the help for more information. 

2. Next to the EWR Status, tick how you wish to be notified under the Notify Me By heading. 
You can select Email, SMS or both. 

3. Click on Save Settings located underneath the green status table to save changes. 
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Groups 

Ii Croup Name Croup Refe rence My Role My Status 

Test Electrical Group Ref= EGX938 Manager 

EG• 1234 

Appro\~d Manage Unsubscribe 

Test Solar Group Ref= EGX989 Manaier Appro\·ed Manage Unsubscribe 

Subscnbe to another Group 

My Groups 

The My Groups area will display all Groups (or businesses) you have subscribed to, your role and the 
status for that Group. 

My Groups will look slightly different for all users depending on how you have been set up - whether 
you are Group Manager or a Member. 

• Group Name - This is the business you have subscribed to 

• Group Reference 

o If you are an Electrical Contractor - your EC Licence number will be displayed 

o If you are a Solar Installer - you will see your EGX reference number which associates 
all users to the same Group 

• My Role – Are you a Manager or a Member for your Group 

• My Status – What is your subscription status? 

o Approved – your subscription been Approved by the Group Manager 

o Pending Approval – the Group Manager has yet to Approve or Decline your 
subscription 

• Manage button – This button will only appear if you are set up as a Group Manager. The 
Manage button allows you change a user’s role (Group Manager or Member), approve or 
decline subscription requests and view all members associated with your Group. 

• Unsubscribe button – This button will only appear when your subscription request has been 
approved. If your subscription request is not approved, the button will display as Cancel 
Request. 

• Subscribe to another Group – If you work for more than one business, you can subscribe to 
another Group. 
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My Groups 

Group N1ime Croup Reference My Role My Status 

Te~t Ele i: tr1i:o\l Group Ref~ Manager App ro\'et:I B Unsubscribe 
EC=1234 

Test Solar Grou~ Ref=EGX989 Mana&er Ap~rO\'e<l Manage Unsubscribe 

Subscnbe to another Group 

Group Members 

Name Usemame Mobile Phone Role Status 

Joe Citizen joe 0400000001 
Manager 

Approve d 
Uns ubs cribe 

John Test John 0400000000 Member .., Pendin1 Approvill li·iHl&EiiM 

How to Approve or Decline a Member Subscription 

The Group Manager will receive an email each time a new member subscribes to their 

Group. it is the Group Managers responsibility to Approve or Decline their subscription. 

1. Click on the Manage button to take you to your Group Members list. If you are a Manager for 
more than one group, ensure you select the Manage button next to the correct Group Name. 
(Refer to above example). 

2. Look for the member who is requesting access to your Group and click on the action to either 
Approve or Decline their request. 

• Approve – will allow access to your Group 
• Decline – will not allow access to your Group 

NEED TO KNOW 
An email is sent to the Member to advise the outcome of their subscription request, whether 
they have been approved or declined. An email is also sent to the Group Manager. 
Once a member is approved, they can access the EP Portal straight away. 
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My Group5 

Group Nc1rne Group Refere-nce My Role lily Stotus 

Test Electrical Group Ref= Manager Approved B Unsubscribe 
EU 1234 

Te,t Sol"' Group Ref=EGX989 Manaeer Approve<l Manage UnsuDscribe 

Subscnbe lo another Group 

Group Members 

Name Usemame Mobile Phone Role Status 

Joe Citizen joe 040000000! 
Manager y "4>proved Unsubscribe 

John Test John 0400000000 Member y Pendin1 Approvail M++PMI.P.iM 

Change Role from Member to Manager or Manager to Member 

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

• Group Manager – can view all EWRs and/or CONNECTs (Solar PV – Form 1060) 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 the Group Manager will receive emails 
sent from the EP Portal when a user’s details change. 

• Member – can only view EWRs and/or CONNECTs (Solar PV – Form 1060) they have 
submitted for the business. 

NEED TO KNOW 
Only a user set up as Group Manager can change roles from Member to Manager or 
Manager to Member. 

1. Click on the Manage button to take you to your Group Members list. If you are a Manager for 
more than one group, ensure you select the Manage button next to the correct Group Name. 
(Refer to above example). 

2. Look for the name of the user whose role you wish to change. 

3. From the drop down list select the role you now wish this user to have – Manager or Member. 
You will receive a pop-up box asking if you are sure you wish to make this change. 

4. Once a user’s role has changed, an email is sent to the user to advise them of the role change. 

NEED TO KNOW 
• It is at your discretion how many users you set up as Group Manager for your Group. 
• The EP Portal requires a minimum of one Group Manager per Group. 
• If you are the only Group Manager, you will need to change a Member to a Manager role before you 

can change yourself to a Member. 
• An email will be sent to the Group Manager and Member to advise that their role has been changed. 

Look for an email from energexportal@energex.com.au 
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My Groups 

Group Name 

Test Elec trical 

Test Solar 

----~~ 
energex 
posrtMI energy 

Group Reference /,\y Role My Status 

Group Ref• 989 Manager ApprO\'ed 

EC=1234 

Group Ref•988 Manaeer Appro\•ed 

MyHomc MyPmfile MyfWR MyMfG My(OHN[CT Unk\ Rt-fettntt- Support 

Manage Group 

Group Oeuils Group Contact Details 

Tesdn1 Electrlcot Cont.ct Name 

A8tl Contact Email 

BusinoH Phone 

Business Fax 

Phy,lul Addr•ss Post.I.I Addr•ss 

Street Address 
Post.Al Street Address 

Suburb 
Poslat Suburb 

State QuetnllAnd 
Postal State 

PoHcode 4000 
Postlit Postcode 

Manage Unsubscribe 

Manage Unsubscribe 

Subscnbe to another Group 

Electrical Partners Portal 

p 

Joo Cldzen 

Change your Business Details 

Under the My Groups area you can change any of your business details that were entered when your 
Group was first set up. This includes your Business Name, ABN, Physical Address or Group Contact 
Details. Only a user set up as Group Manager can update business details. 

1. Click on the Manage button to take you to the Manage Group area. If you are a Manager for 
more than one group, ensure you select the Manage button next to the correct Group Name. 
(Refer to above example) 

2. Update the required fields and click on Save Details. 

3. An email will be sent to the Group Manager when changes are made to Group Details. Look 
for an email from energexportal@energex.com.au 
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My Groups 

Group Name 

Te~t Elec trical 

Teit Solar 

My Groups 

Gr oup Name 

T e sting Electrical 

Test [le e t ric al 

Group R4'ference 

Group Ref= 
[ C.#1234 

Group Ref= EGX989 

Group Referenoe 

Group Ref: 
EC= 0 1 23 

Gro u p Ref= 
EC: 1 234 

My Role My Status 

Manager Approved Manage Unsub scribe 

Manaeer Approved Manage Unsub scribe 

Subsc ribe lo another Group 

My Role My Stat us 

M ember Pendint Approv"-l Cance l Request 

Man ager Ap proved Ma nage Un subscribe 

Subscribe to Another Group 

When you register to the EP Portal you are asked to subscribe against your business’s primary role. 
Once you are in the EP Portal, if you work for several businesses, you can now subscribe to additional 
Groups if required. 

Click on Subscribe to another Group if you work for more than one business and subscribe to groups 
as required. 

Cancel your Subscription 

You can cancel your additional subscription request under the My Groups area. 

Member 
1. If you subscribed as a Member to a Group, you will see under the My Status heading that your 

subscription is Pending Approval. 

2. To cancel this subscription request, click on Cancel Request. 

3. You will receive a prompt box confirming that you wish to cancel the pending subscription 
request which will remove it from the list. Click Yes to continue. 

4. You will no longer see your subscription request under My Groups as it has now been 
removed. 

5. When you cancel your pending subscription request, an email will be sent to the Group 
Manager and to your registered email address advising that your subscription request has 
been cancelled. Look for emails from energexportal@energex.com.au 

Group Manager 
1. If you have subscribed to a Group as Group Manager, there is no Cancel Request option. 

2. As a Group Manager you can only unsubscribe yourself from a group if there is another Group 
Manager set up. 

3. If you are the only user for your Group (set up as Group Manager), you will need to email us at 
energexportal@energex.com.au to disable your Group from the EP Portal. 
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My Groups 

Group Name Group Reference My Role My Status 

Group Ref;; 1111 Member Approved Unsubscribe Testing Electrical [( ;, 0123 

Test Electricol Group Ref;; 1555 M,ana1er Approved Manage Unsubscribe 
[( ;,1 234 

My Groups 

Group Name Group Reference My Rote My Stat us 

Group Ref;; 1111 Membe r Uns.ub s.cribed B Testing Electrical [( ;, 0123 

Test Elec trical Group Ref;; 1555 Mana.eer Approved Manage Un subscribe 
EC= 1234 

To Unsubscribe from a Group 

You can remove your subscription from a Group at any time under the My Groups area. 

Member 
1. Once your subscription has been approved an Unsubscribe button will display. 

2. To remove yourself from a Group, click on Unsubscribe. If you are a Member to multiple 
Groups, ensure you unsubscribe from the correct Group. 

3. You will receive a prompt box confirming that you wish to remove yourself from this Group. 
Click Confirm to continue. 

4. Click on the Delete button that will now appear for you to remove the Group from your My 
Groups area. 

5. When you unsubscribe from a Group, an email will be sent to the Group Manager and to your 
registered email address advising that you have removed your subscription to that Group. 
Look for emails from energexportal@energex.com.au 

NEED TO KNOW 
If you unsubscribe yourself from your only Group, your access to the EP Portal will be removed 
and you will be taken back to the EP Portal Subscription page. To access the EP Portal, you will 
need to subscribe to another Group. 
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My Groups 

Group Name 

Testing Electrical 

Test Electrical 

My Groups 

Group Name 

Test Electrical 

Group Reference 

Group Ref;> 1111 
EC# 0123 

Group Ref# 1555 
EC; 1234 

Group Reference 

Group Ref# 1555 
EC/i 1234 

My Role 

Member 

Mana&e r 

/.\y Role 

Manager 

My Status 

Approved 

Approved 

My Status 

Uns.ubsc ribed 

Unsubscribe 

Manage Unsubscribe 

Delete 

Group Manager 
1. As a Group Manager, you can only Unsubscribe yourself from a group if there is another Group 

Manager set up. The EP Portal will not allow you to unsubscribe if you are the only Group 
Manager. 

NEED TO KNOW 
The EP Portal will now allow you to unsubscribe yourself if you are the only Group Manager. 
You will need to change a Member to a Group Manager before you can unsubscribe yourself. 
If you are the only user for your Group (set up as Group Manager), you will need to 
email us at energexportal@energex.com.au to disable your Group from the EP Portal. 

2. If you are not the only Group Manager set up for the Group, click on Unsubscribe to be 
removed. 

3. You will receive a prompt box confirming that you wish to remove yourself from this Group. 
Click Confirm to continue. 

4. Click on the Delete button that will now appear for you to remove the Group from your My 
Groups area. 

5. When you unsubscribe from a Group, an email will be sent to the Group Manager and to your 
registered email address advising that you have removed your subscription to that Group. 
Look for emails from energexportal@energex.com.au 

NEED TO KNOW 
If you unsubscribe yourself from your only Group, your access to the EP Portal will be removed 
and you will be taken back to the EP Portal Subscription page. To access the EP Portal, you will 
need to subscribe to another Group. 
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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 where your subscription status is at or what change you have made in the EP 
Portal. These emails will be generated for several reasons such as: 

• A Group Manager subscribing to the EP Portal for the first time 
• A Member subscribing to the EP Portal for the first time 
• A Group Manager or Member unsubscribe from the EP Portal 
• A Group Manager or Member is unsubscribed from the EP Portal by the Group Manager 
• A Member cancels their pending subscription request under My Groups 
• A Group Manager changes the role of a Member or Group Manager under My Groups 
• A Group Manager updates any business details under My Groups 
• A Group Manager or Member changes their email address under Manage My Notifications 

• A Group Manager or Member changes their mobile number under Manage My Notifications 

All users who are set up as Group Manager will receive emails. Look for emails from 
energexportal@energex.com.au 
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	2. If the name is correct, click on Add CEC Number to add this CEC number into the EP Portal. When submitting a CONNECT, this number will now appear under the Clean Energy Council Accreditation No. field. 
	2. If the name is correct, click on Add CEC Number to add this CEC number into the EP Portal. When submitting a CONNECT, this number will now appear under the Clean Energy Council Accreditation No. field. 
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	NEED TO KNOW 
	NEED TO KNOW 
	NEED TO KNOW 
	When submitting a new EWR, you can change these notification settings for that EWR only, through the Change EWR Notification area. 

	Manage My Notifications 
	 
	 
	Figure

	Figure
	Manage My Notifications allows you to select which of the EWR statuses you would like to receive an update on, and how you wish to receive these updates. 
	• You can receive updates via Email, SMS or both. 
	• You can receive updates via Email, SMS or both. 
	• You can receive updates via Email, SMS or both. 

	• Your selection here will be the default for all submitted EWRs. 
	• Your selection here will be the default for all submitted EWRs. 

	• You will automatically receive updates on Incomplete - Form 3 Left and Completed – Form 3 Left. 
	• You will automatically receive updates on Incomplete - Form 3 Left and Completed – Form 3 Left. 
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	NEED TO KNOW 
	NEED TO KNOW 
	NEED TO KNOW 
	If you make any changes to your email address or mobile number, you will receive an email to confirm that these changes have been made. Look for an email from  
	energexportal@energex.com.au


	Change your Email Address or Mobile Number 
	1. The email address and mobile number will automatically default to your Registration email address and Mobile number. If you would like to send your EWR status updates to a different email address and/or mobile number, click on: 
	1. The email address and mobile number will automatically default to your Registration email address and Mobile number. If you would like to send your EWR status updates to a different email address and/or mobile number, click on: 
	1. The email address and mobile number will automatically default to your Registration email address and Mobile number. If you would like to send your EWR status updates to a different email address and/or mobile number, click on: 

	• Change my Notification Email Address to: 
	• Change my Notification Email Address to: 

	• Change my Notification Mobile Number to: 
	• Change my Notification Mobile Number to: 

	2. You will need to enter in your new email address and/or mobile number in the blank field. 
	2. You will need to enter in your new email address and/or mobile number in the blank field. 

	3. Click on Save Settings located underneath the green status table to save changes. 
	3. Click on Save Settings located underneath the green status table to save changes. 


	Figure
	 
	Select or Change your EWR Status Updates 
	1. If you are not sure what each EWR status means, you can hover over the status (e.g. EWR Processing, Completed) or click on the help  for more information. 
	1. If you are not sure what each EWR status means, you can hover over the status (e.g. EWR Processing, Completed) or click on the help  for more information. 
	1. If you are not sure what each EWR status means, you can hover over the status (e.g. EWR Processing, Completed) or click on the help  for more information. 

	2. Next to the EWR Status, tick how you wish to be notified under the Notify Me By heading. You can select Email, SMS or both. 
	2. Next to the EWR Status, tick how you wish to be notified under the Notify Me By heading. You can select Email, SMS or both. 

	3. Click on Save Settings located underneath the green status table to save changes. 
	3. Click on Save Settings located underneath the green status table to save changes. 
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	NEED TO KNOW 
	NEED TO KNOW 
	NEED TO KNOW 
	An email is sent to the Member to advise the outcome of their subscription request, whether they have been approved or declined. An email is also sent to the Group Manager. 
	Once a member is approved, they can access the EP Portal straight away. 

	How to Approve or Decline a Member Subscription 
	Figure
	The Group Manager will receive an email each time a new member subscribes to their Group. it is the Group Managers responsibility to Approve or Decline their subscription. 
	1. Click on the Manage button to take you to your Group Members list. If you are a Manager for more than one group, ensure you select the Manage button next to the correct Group Name. (Refer to above example). 
	1. Click on the Manage button to take you to your Group Members list. If you are a Manager for more than one group, ensure you select the Manage button next to the correct Group Name. (Refer to above example). 
	1. Click on the Manage button to take you to your Group Members list. If you are a Manager for more than one group, ensure you select the Manage button next to the correct Group Name. (Refer to above example). 


	 
	Figure
	2. Look for the member who is requesting access to your Group and click on the action to either Approve or Decline their request. 
	2. Look for the member who is requesting access to your Group and click on the action to either Approve or Decline their request. 
	2. Look for the member who is requesting access to your Group and click on the action to either Approve or Decline their request. 
	• Approve – will allow access to your Group 
	• Approve – will allow access to your Group 
	• Approve – will allow access to your Group 

	• Decline – will not allow access to your Group 
	• Decline – will not allow access to your Group 
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	NEED TO KNOW 
	NEED TO KNOW 
	NEED TO KNOW 
	Only a user set up as Group Manager can change roles from Member to Manager or Manager to Member. 

	NEED TO KNOW 
	NEED TO KNOW 
	•It is at your discretion how many users you set up as Group Manager for your Group. 
	•It is at your discretion how many users you set up as Group Manager for your Group. 
	•It is at your discretion how many users you set up as Group Manager for your Group. 

	•The EP Portal requires a minimum of one Group Manager per Group. 
	•The EP Portal requires a minimum of one Group Manager per Group. 

	•If you are the only Group Manager, you will need to change a Member to a Manager role before you can change yourself to a Member. 
	•If you are the only Group Manager, you will need to change a Member to a Manager role before you can change yourself to a Member. 

	•An email will be sent to the Group Manager and Member to advise that their role has been changed. Look for an email from  
	•An email will be sent to the Group Manager and Member to advise that their role has been changed. Look for an email from  
	energexportal@energex.com.au




	Change Role from Member to Manager or Manager to Member 
	Figure
	There are two types of roles within the EP Portal; Group Manager and Member. 
	• Group Manager – can view all EWRs and/or CONNECTs (Solar PV – Form 1060) 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 the Group Manager will receive emails sent from the EP Portal when a user’s details change. 
	• Group Manager – can view all EWRs and/or CONNECTs (Solar PV – Form 1060) 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 the Group Manager will receive emails sent from the EP Portal when a user’s details change. 
	• Group Manager – can view all EWRs and/or CONNECTs (Solar PV – Form 1060) 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 the Group Manager will receive emails sent from the EP Portal when a user’s details change. 

	• Member – can only view EWRs and/or CONNECTs (Solar PV – Form 1060) they have submitted for the business. 
	• Member – can only view EWRs and/or CONNECTs (Solar PV – Form 1060) they have submitted for the business. 

	1. Click on the Manage button to take you to your Group Members list. If you are a Manager for more than one group, ensure you select the Manage button next to the correct Group Name. (Refer to above example). 
	1. Click on the Manage button to take you to your Group Members list. If you are a Manager for more than one group, ensure you select the Manage button next to the correct Group Name. (Refer to above example). 

	2. Look for the name of the user whose role you wish to change. 
	2. Look for the name of the user whose role you wish to change. 

	3. From the drop down list select the role you now wish this user to have – Manager or Member. You will receive a pop-up box asking if you are sure you wish to make this change. 
	3. From the drop down list select the role you now wish this user to have – Manager or Member. You will receive a pop-up box asking if you are sure you wish to make this change. 

	4. Once a user’s role has changed, an email is sent to the user to advise them of the role change. 
	4. Once a user’s role has changed, an email is sent to the user to advise them of the role change. 


	Figure
	Figure
	Figure
	 

	NEED TO KNOW 
	NEED TO KNOW 
	NEED TO KNOW 
	If you unsubscribe yourself from your only Group, your access to the EP Portal will be removed and you will be taken back to the EP Portal Subscription page. To access the EP Portal, you will need to subscribe to another Group. 

	To Unsubscribe from a Group 
	You can remove your subscription from a Group at any time under the My Groups area. 
	Figure
	Member 
	1. Once your subscription has been approved an Unsubscribe button will display. 
	1. Once your subscription has been approved an Unsubscribe button will display. 
	1. Once your subscription has been approved an Unsubscribe button will display. 

	2. To remove yourself from a Group, click on Unsubscribe. If you are a Member to multiple Groups, ensure you unsubscribe from the correct Group. 
	2. To remove yourself from a Group, click on Unsubscribe. If you are a Member to multiple Groups, ensure you unsubscribe from the correct Group. 

	3. You will receive a prompt box confirming that you wish to remove yourself from this Group. Click Confirm to continue. 
	3. You will receive a prompt box confirming that you wish to remove yourself from this Group. Click Confirm to continue. 

	4. Click on the Delete button that will now appear for you to remove the Group from your My Groups area. 
	4. Click on the Delete button that will now appear for you to remove the Group from your My Groups area. 

	5. When you unsubscribe from a Group, an email will be sent to the Group Manager and to your registered email address advising that you have removed your subscription to that Group.  Look for emails from energexportal@energex.com.au 
	5. When you unsubscribe from a Group, an email will be sent to the Group Manager and to your registered email address advising that you have removed your subscription to that Group.  Look for emails from energexportal@energex.com.au 
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	NEED TO KNOW 
	NEED TO KNOW 
	NEED TO KNOW 
	The EP Portal will now allow you to unsubscribe yourself if you are the only Group Manager. You will need to change a Member to a Group Manager before you can unsubscribe yourself. 
	If you are the only user for your Group (set up as Group Manager), you will need to email us at to disable your Group from the EP Portal. 
	energexportal@energex.com.au 


	NEED TO KNOW 
	NEED TO KNOW 
	If you unsubscribe yourself from your only Group, your access to the EP Portal will be removed and you will be taken back to the EP Portal Subscription page. To access the EP Portal, you will need to subscribe to another Group. 

	Group Manager 
	1. As a Group Manager, you can only Unsubscribe yourself from a group if there is another Group Manager set up. The EP Portal will not allow you to unsubscribe if you are the only Group Manager. 
	1. As a Group Manager, you can only Unsubscribe yourself from a group if there is another Group Manager set up. The EP Portal will not allow you to unsubscribe if you are the only Group Manager. 
	1. As a Group Manager, you can only Unsubscribe yourself from a group if there is another Group Manager set up. The EP Portal will not allow you to unsubscribe if you are the only Group Manager. 

	2. If you are not the only Group Manager set up for the Group, click on Unsubscribe to be removed. 
	2. If you are not the only Group Manager set up for the Group, click on Unsubscribe to be removed. 

	3. You will receive a prompt box confirming that you wish to remove yourself from this Group. Click Confirm to continue. 
	3. You will receive a prompt box confirming that you wish to remove yourself from this Group. Click Confirm to continue. 

	4. Click on the Delete button that will now appear for you to remove the Group from your My Groups area. 
	4. Click on the Delete button that will now appear for you to remove the Group from your My Groups area. 

	5. When you unsubscribe from a Group, an email will be sent to the Group Manager and to your registered email address advising that you have removed your subscription to that Group.  Look for emails from energexportal@energex.com.au 
	5. When you unsubscribe from a Group, an email will be sent to the Group Manager and to your registered email address advising that you have removed your subscription to that Group.  Look for emails from energexportal@energex.com.au 
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	Subscription Emails  
	Subscription Emails  
	Each time you create a new Group or join an existing Group within the EP Portal, you will receive emails which advise where your subscription status is at or what change you have made in the EP Portal. These emails will be generated for several reasons such as: 
	• A Group Manager subscribing to the EP Portal for the first time 
	• A Group Manager subscribing to the EP Portal for the first time 
	• A Group Manager subscribing to the EP Portal for the first time 

	• A Member subscribing to the EP Portal for the first time 
	• A Member subscribing to the EP Portal for the first time 

	• A Group Manager or Member unsubscribe from the EP Portal 
	• A Group Manager or Member unsubscribe from the EP Portal 

	• A Group Manager or Member is unsubscribed from the EP Portal by the Group Manager 
	• A Group Manager or Member is unsubscribed from the EP Portal by the Group Manager 

	• A Member cancels their pending subscription request under My Groups 
	• A Member cancels their pending subscription request under My Groups 

	• A Group Manager changes the role of a Member or Group Manager under My Groups 
	• A Group Manager changes the role of a Member or Group Manager under My Groups 

	• A Group Manager updates any business details under My Groups 
	• A Group Manager updates any business details under My Groups 

	• A Group Manager or Member changes their email address under Manage My Notifications 
	• A Group Manager or Member changes their email address under Manage My Notifications 

	• A Group Manager or Member changes their mobile number under Manage My Notifications 
	• A Group Manager or Member changes their mobile number under Manage My Notifications 


	 
	All users who are set up as Group Manager will receive emails. Look for emails from energexportal@energex.com.au 
	 
	 
	 
	 




