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1 Context

1.1 What the document covers

This document provides guidance on accessing the EPBC Act Business Portal. Part 1 of the
guidance documents covers the following aspects:

1) Accessing the Business Portal

2) Creating an account and logging into the Business Portal

3) Accessing the dashboards

For more guidance on how to create and submit a new referral and managing a project, please
refer to other guides.

1.2 Audience for this guidance document

This document is for:

e those who submit EPBC Referrals to the Department

o those who are project contacts for EPBC Referrals that are submitted to the Department.

Department of Agriculture, Water and the Environment
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2 @Guidance

2.1 Accessing the EPBC Act Business Portal

1) The new EPBC Act Business Portal can be accessed here.
2) Select Sign in at the top-right to sign in or create an account.

Figure 1 Business portal home page

AN C EPBC Act Business Portal

Departmen re,
Water and the Environment

Guides and Resources Q Sign in

Welcome to the EPBC Act Business
Portal

Using this Portal, you can:
* Create a new account
* Manage your existing account
* Start a new referral
* Access your dashboard with all your
applications and projects

Built for everyone Easily refer your action Track assessment progress

This Portal is for anyone who wants to take an action that will, or You can use the Portal to refer your action if you are uncertain The Minister will use the information you provide to decide if your
is likely to have a significant impact on matters of national about the impacts your project may have but want to be sure you action needs Commonwealth Government approval and, if it
environmental significance. are acting responsibly in accordance with the EPBC Act does, what type of assessment will need 1o be done
Identify significant impacts easily Get help guidance Pre-referral checklist

It your project has significant impacts to any matter that is Any guidelines or policy documents relevant to compietion of the Use our step by step pre-referral checklist to ensure that you
protected by the EPBC Act, you can use the referral form to tell referral form may also be taken into account by the Minister in have all you need when you're ready to start.

us about those impacts. This is called ‘referring your action’ to us. making their decision, and proponents should address them

relevant to their circumstances

3) Ifyou have an account already, you can enter your email address and password and sign in.
If you do not have an account, you can create an account by selecting Sign up.

Department of Agriculture, Water and the Environment
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Figure 2 EPBC Business portal sign in page

! Australian Government

2
% Department of Agriculture,
Water and the Environment

Signin

Email address *

Password *

|

Eorgot your password?

*indicates required

Don't have an account? Sign up

Read our privacy policy.

2.2 Create an account

1) When you have selected Sign up, you will have to provide your preferred email address.
Then select Send verification code.

Figure 3 EPBC Business portal sign up page

Cancel X

‘k Australian Government
“  Department of Agriculture,
Water and the Environment

Sign up

Email address *

*indicates required

Send verification code

Read our privacy policy.

Department of Agriculture, Water and the Environment
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2) Averification code will be sent to the email provided, from the Department of Agriculture
Water and the Environment. Please look for an email from
msonlineservicesteam@microsoftonline.com

Figure 4 Screen shot of verification email with verification code

Verify your email address

Thanks for verifying your GHUNEINSSSEINIIEN. com.au account!

Your code is: 796562

Sincerely,
Department of Agriculture Water and the Environment - Test Auth

This message was sent from an unmonitored emall address. Please do not reply to this message.

=

3) Type in the verification code provided and select Submit.

Figure 5 Code verification page
Cancel %

Australian Government

Department of Agriculture,
‘Water and the Environment

Verify the code

A verification code has been sent to your inbox.
Please copy it to the verification code field.

Email address *

Verification code *

295351

*indicates required

Read our privacy policy.

4) Create your account by providing a password, your first name and last name. Select Create
account.

Department of Agriculture, Water and the Environment
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5) The password must be between 8-64 characters. The password must have at least 3 of the
following:

e Alowercase letter

e  An uppercase letter

e Adigit

e Asymbol

Figure 6 Account creation page

Cancel X

Australian Government

Department of Agriculture,
Water and the Environment

Create an account

Your email address is verified. You can now create
an account.

Email address *

Verification code *

776913

New password *

Confirm new password *

First name

Last name

*indicates required

Create account

Read our privacy policy.

Once you have created an account, you will be able to see the Dashboard tab.

Department of Agriculture, Water and the Environment
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Figure 7 Dashboard accessible after successful log in

EPBC Act Business Portal

Guides and Resources Dashboard [o} Sneha Prasad ~

Welcome to the EPBC Act Business
Portal

Using this Portal, you can:
* Create a new account
* Manage your existing account
* Start a new referral
* Access your dashboard with all your
applications and projects

Built for everyone Easily refer your action Track assessment progress

This Portal is for anyone who wants to take an action that will, or You can use the Portal to refer your action if you are uncertain The Minister will use the information you provide to decide if your
is likely to have a significant impact on matters of national about the impacts your project may have but want to be sure you action needs Commonwealth Government approval and, if it
environmental significance. are acting responsibly in accordance with the EPBC Act does, what type of assessment will need to be done.
Identify significant impacts easily Get help guidance Pre-referral checklist

If your project has significant impacts to any matter that is Any guidelines or policy documents relevant to completion of the Use our step by step pre-referral checklist to ensure that you
protected by the EPBC Act, you can use the referral form to tell referral form may aiso be taken into account by the Minister in have all you need when you're ready to start

us about those impacts. This is called ‘referring your action’ to us. making their decision, and proponents should address them
relevant to their circumstances.

2.3 Overview of Dashboard

When you have successfully signed into your EPBC Business Portal account, you can access the
Dashboard. The dashboard is the place where you can see your applications and your projects.
Please note: You will have immediate access to see new projects you have submitted and
existing projects where you are listed as a contact with the same email.

Department of Agriculture, Water and the Environment
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Figure 8 Applications and projects dashboards

.‘t:.‘“ Australian Geosernment
TR Depm .

Guides snd Resources

Dashboard

EPBC Act Business Portal

Your projects

All your applications

Filter view by Status

2§

M

‘ Application Number ©  Project Title

v ’ Status Commenced On
Apply filter ‘,
‘ 1 Second minng project for demonstrabon Draft 2103
2.3.1 The Applications dashboard

The applications dashboard area lets you start new referral applications, progress them and
submit them to the Department. You can also see the progress of any referral applications that
you have commenced.

Figure 9 Applications dashboard area

EPBC Act Business Portal

Guides snd Resources Dashboard

Dashboard

Your projects

All your applications

Filter view by Status

= ]

Apply filter

3

‘ Application Number ©  Project Title

Status

Commenced On

‘ Example mining progect 10r demonstration

!
‘ Second minng project for demonstr aton

Declared

7

Department of Agriculture, Water and the Environment




New EPBC Act Business Portal user guide part 1: Access and overview

The creation of a new application will be covered in a separate guidance document.

2.3.2 The Projects Dashboard

This is the dashboard that lets you see every project that has been submitted to the Department
where you are registered as a project contact. In this dashboard, you will be able to see the
general details of the project and a visual indicator of where your project is up to.

Figure 10 Projects dashboard

EPBC Act Business Portal

Dashboard

Your Appicaons

All your projects o
M

Filter Ly state

Y - EPBC Number Project Title Received Date Status
2 16932022 Awabng Avsess:
Decaco

aceimse viod Farr

Filtor by Status

, ]

Apply filter

1) Selecta project to see its summary. The summary page shows the project’s name, EPBC
number, assigned officer and its current status. There is also a visual indicator to show the
progress and status of the project.

Figure 11 Project summary view

Adelaide Wind Farm

EPBC 202201057 Referral lodged 16032022 Assessment officer Sue Radic Status Awaiting Assessn ment Approach

E Upcates Resated mtormaton

Compun Summary

Project Summary

M

Primary Jurisdiction *

@® Aoreal ‘

Industry Type
Post Approval ‘ =

Industry Sub Type

Completed ‘
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8



New EPBC Act Business Portal user guide part 1: Access and overview

2) Select Updates (Figure 12). This view shows all notifications and emails between the
project contacts and the Department related to this project.

Figure 12 Project updates view

Adelaide Wind Farm

EPEC 202201057 Referral lodged 16032022 Assessment officar Sue Radic Stats Awaiting Assessment Approach
Decision
Sumrar, Usestas Reiated rfermaton
@ Lodgement :
o Recent project updates
Notifications.
© Validation e e
TS Jp— Q
Activity
@ e .: Subject Descripnon Date Created & Status Request Type  From
Dear Propoment, This s s 22032022 T08AM  Open
Petticance N regaen | o
@ Assessment
Zomseinc NoGication fo Dex Proposer The wa 20002022708 AM  Open
reencantr n regwon t o
‘ W"‘ ’ . Dea Proparer Than s 22032022 T 0T AN Oper
ading : s rebhcaee m regaes | ©
i Dear Proponent Thes s 8 22032022 7 03 AM Oper
1Bt anie 0 eGa 08 M
Post Approval
-
s Dew Proposer. Tha ma 23032022 T03AM  Opee
rcthcansr o regos t °
Completad Notifica Dear Preparer Thaima 22030022 702AM  Open
L] retficator n reaaes t °

3) Select Related information(Figure 13). This is where you will be able to see any links,
documents and linked referrals related to the project.

Figure 13 Project related information
P —— e oD |

Adelaide Wind Farm

EPEC 2022001057 Referral lodged 160372022 Assessment officer Sue Radic Status Awaiting Assessment Approach
Decision
P
Summaey Updates J Roum 4 wioemamton

@ Lodgemenm . -

Compas Related information

Project documents

@ Vatidation

Comoetec Q

Name Description Created On

@ Referral Decision

smpeec
© Assessment

smeaac
@ Approval Project links

Zomeetec

Q

Post Approval Information

P Source Address (URL) Author Title Croated On 4

Compileted
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