A Quick Reference Guide @E ESS

Electrical Equipment Safety System

Guide for consultants

First time registration

* Browse to www.eess.gov.au

» Selling of electrical equipment in Australia

Click on the Equipment
Responsible Supplier & Equipment Registration Login -3 e R .
Geaafo complenc W e e Certification Login button.
» Information and advisory notices
> About the EESS
> ACMA requirements

Search Registered Equipment

Equipment Certification Login CI iC k Registe r-

Search Certification

EEESS

Equipment Certification

> About the new EESS platform project

Log in

First time using the platform? Register

Forgot password?

Create your account

Create account Verify email

o @

* Enter the information
required for each field.

Create your account

If there is more than one team member in your organization who will use the EESS Platform, it is best you discuss who will register first
This is because all other team members will need to be invited by that person so that everybody is correctly associated with your
organization

Fields with an * indicate a

Your details mandatory field
First name * Last name *

Hover over e for a tool tip.
Email address * Phone number

* Don’t forget to read the
Terms and Conditions and
tick the box as read.

This email address will be your account’s username

Create password

Password * @ Confirm password *

e Click on the Next button.

By registering, | agree and accept the Terms and Condit

Cancel

ions

* You will receive an email
with verification code.

* Enter the code to verify your
email.

Create account

°® Y

Verify Your Email

We have sent you the verification code in an email. Please enter the code to activate your
account

* Click on the Register button.

Verification code *

Your account has been
created. Use your username
and password to login.

Electrical Equipment Safety System — Equipment Certification Platform



http://www.eess.gov.au/

@ Electrical Equipment Safaty System

EESS Platform Set up your business

Welcome! * Must select the button Set up as a

Before applying for certifications, complete your setup below. consu Ita nt

Set up as an applicant or Set up as a consultant

Create Resohe Resoluron Enter your company information
@ ContactPerson * Enter your contact telephone
N N number

[ 3
* Click on the Continue button

Update your phone number

In order to set you up as a certification consultant, first we need your phone number.

e — * Enter your ABN or search for it to
| J| populate your business details

or

* Enter the details manually

Create Resolve Resolution ° When Complete, CliCk On the Create
@ Business information bUtton
Contact person Business information
¢ °

Business Information

The business you enter here is the organisation you operate on behalf of,

ABN/NZBN ‘2
| | Search ABN/NZBN :
Business name * Trading name ™
| /|
Business email address * Country Code ™
| | J
Phone *
\ |
Now your company has been set up as
Business Address
Country * Consultant.
’ Select - . . :
Addeess You must be invited first by the
e ‘Applicant’ as their ‘Consultant’ before
adaress ine 1* adoress ine 2 you can complete an application on
: - their behalf. Please refer to item ‘2
City/Suburb State/Province/RegiodlP/Postal code Applicant inviting a consultant’ of this
guide.
Enter address manually

Contact Certification

Need more he|p? Phone: +613 9203 9700 (opt 5)
Email: electricalequipmentsafetyenquiries@energysafe.vic.gov.au




@ Electrical Equipment Safaty System

To invite a Consultancy Business

Both Applicants and Consultants need to register first on the database. The applicant then
logs in and invites the consultant

Your profile has been set up!

Now you can invite your colleagues to work together on the platform and retrieve your existing
certifications.

Invite a teamn member Invite a consultancy business Retrieve certificates

© How do | do equipment and supplier registrations?

Click Invite a consultancy Business.

Contact Certification
Need more he|p? Phone: +613 9203 9700 (opt 5)

Email: electricalequipmentsafetyenquiries@energysafe.vic.gov.au



@ Electrigal Equipment Safaty System

Invite Business Consultancy
Enter Information

As & business administrator, you can add a consultancy business to work on your behalf for electrical
equipment certifications.

Begin typing the name of the consultancy business and choose from the results, select the relevant
permission and hit '5end imvitation”.

An invitation will be sent to the consultancy business you want to join the team.

Business Consultancies

—> | FE 4
FE ConsultO1 I:} FE Consult WNew1
Energy 5afe Victoria Dave's Consult

Select Permission (?)
Full

Limited

Cancel Save

Send invitation

Enter the consultancy business name and you must select from the options.

* ' Select either “full’ or ‘limited’ permission.

* Click on the Send invitation button.

* The Consultancy Business will receive an email to accept or reject the invitation.

Contact Certification
Need more he|p? Phone: +613 9203 9700 (opt 5)

Email: electricalequipmentsafetyenquiries@energysafe.vic.gov.au



@ Electrigal Equipment Safaty System

Application by Consultant with full permission:

A full consultant should have accepted the invitation from the Applicant to be their full
consultant.

A full consultant can now initiate and manage new certification applications, renewals,
modifications, and transfers on behalf of the Applicant Company.

* New application: Consultant can initiate a new application directly.

* Modification and Renewal Application: Applicant should have retrieved the
certificate from the old database in order to complete a modification or renewal of
existing certificate. Refer to ‘A Quick Reference Guide — Managing Certifications: 3
Retrieving certificates from current”.

Only an Applicant, the Certificate holder, can
retrieve certificates from the old database.

* Transfer: ‘Transferee’, the Company whom the certificates are to be transferred,
should have created an account on the database.

To initiate a certification action: @EESS  EESS Plactorm

Q Search

New
Equipment Certification

{t Home

* Click on the + from Navigation

Modify

e Select the Q Certification
action you want to perform : Renew

Transfer

Contact Certification

Need more he|p? Phone: +613 9203 9700 (opt 5)
Email: electricalequipmentsafetyenquiries@energysafe.vic.gov.au



https://www.eess.gov.au/wp-content/uploads/2021/09/Managing-Applications-EESS-Equipment-and-Certification-Platform-1.pdf

@ Electrical Equipment Safaty System

Application by Consultant with limited permission:

A Limited Consultant should have accepted the invitation of the Applicant to be their
Limited Consultant.

A Limited Consultant, can only work on new certification applications, renewals,
modifications, and transfers allocated to them by the Applicant. The Applicant is
initiating the application and will assign the certificate case to a Limited Consultant.
Refer to ‘4 Applicant to assign case to limited consultant’.

The Limited Consultant will receive an email to accept or reject the certificate case.

To accept/reject an assigned certificate case:

- Goto ‘My Applications’ and select the case by clicking on the Case ID.
My applications

In-progress applications ~ Other applications

[o] Group Fields = Density ~ Refresh
Case ID Application App_llcant Equipment Equipment Assigned Certifier i Assignment
date business class To step
MNEW-66006 Air conditioner...  Level2 Franz Evan Pending- C...  Acceptor rej..
3 [ ’
- Click ‘Go
To do
@ Capture Details
Caprure Details [Apply)
Accept or reject consultant request ﬂ
Azcept or reject consultant request ¢ Due 2 days from now

- Tick ‘Accept’ or ‘Decline’” and click ‘Submit’

Your response
-+
Response

Accept Decline

- Continue working with the application if accepted.

Contact Certification
Need more he|p? Phone: +613 9203 9700 (opt 5)

Email: electricalequipmentsafetyenquiries@energysafe.vic.gov.au



@ Electrical Equipment Safaty System

* Applicant to initiate the application
- Click on the + from

N avigation | Equipment Certification
Equipment Certification
- Select the Certification - New
q My organisation ;
action you want to perform Mody

Certificates Renew

Transfer

* Once an application is created, Applicant is to send to the Limited Consultant

- Open the application created. & N

New
- Click on Actions

o e Access Token
- Select the Send to limited -
consultant | Refresh
Equipment Details
Ap Re-zssign case APpOo1
ista

c°:= Send to limited ::-"Eulta;... |

Ap Withdraw/Cance t
Send to limited
Exl Tags

Eq Notifications

Eqi History

Eookmark to recents on-
TIEMIMEnIE or 10w
flammakle refrigerant

* To ‘Send to limited consultant’, type the limited consultant business name and
select from the options.

- - Send to limited consultant
* Click ‘Submit’ ©
Certification  Equipment
Applicant type details
@ & &

Consultant will complete the application on your behalf. You can route your application at any step for the
consultant to pick up where you left off.

Consultant company
EE y

FE Consult01 Limnited sing to Navigation »

Contact Certification
Need more he|p? Phone: +613 9203 9700 (opt 5)

Email: electricalequipmentsafetyenquiries@energysafe.vic.gov.au
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