
A Learning Guide

Electrical Equipment Safety System – EESS Platform 1

Setting up your business in the platform

This button will reflect the intent to 
use the platform as previously 
selected

To start setting up your business
• Click on the button

Hovering over the button will remind you 
of the key next steps to set up your 
business

If you are registering with EESS and on the EESS platform for the first time, the 
following steps will apply:
1. Enter the requested business information
2. Type of registration - EESS / EESS&ACMA / ACMA
3. Business address
4. Review
5. Declaration
6. Payment

NEW RESPONSIBLE SUPPLIER
Registration as a Responsible Supplier is necessary to meet the requirements of the 
EESS and ACMA. The person in the Responsible Supplier organisation who does this 
will be the Authorised Officer. This person will be responsible for complying with all 
legislative requirements. They must reside in Australia (if registering as responsible 
supplier in Australia) or New Zealand (if registering as responsible supplier in New 
Zealand). The Authorised Officer will have sufficient seniority to ensure the 
supplying requirements are met and completes the declaration
Once you have completed creating your individual account (see Setting up yourself 
on the EESS Platform in the Learning guides) and selected how you intend to use 
the platform, when you log in again you will see a ‘Welcome’ message top left of 
your screen. Below this will be a button to set up your business
The Authorised Officer should set up their business in the EESS Platform and then 
invite team members to join the platform

https://www.eess.gov.au/about/about-the-new-eess-platform/learn-more/
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STEP 1: Enter the business information

• Select the Country using the dropdown
• Once you enter the correct ABN/NZBN* click on 

the Refresh button.
The Business & Trading name fields will auto 
populate according to the details associated with 
the ABN/NZBN
Note: if New Zealand is selected, your IRDN is 
required

• For country code type a + then select the correct 
code from the list

• Enter your business phone number
• Enter a business email address**
• Click the Continue button to go to the next screen

*ABN/NZBN: The Australian or New 
Zealand Business Number 
associated with the Responsible 
Supplier.
IRDN: Inland Revenue Department 
Number for New Zealand 
companies. 
Note: It is mandatory for a 
responsible supplier to be based in 
Australia or New Zealand and have 
an ABN or IRDN

** it is advised the business email 
address be generic such as: 
infoequip@xyzcompany .com and 
not an individual’s email address as 
that person may leave the 
organization at some point
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STEP 2: Select registration type

It is important to read all the notes that appear as 
the information may vary depending on your 
selection
• Click the type of registration you intend to 

perform in EESS and the EESS platform

For further information on the 
ACMA or EESS requirements, 
please review the information 
on their respective websites:
ACMA www.acma.gov.au
EESS www.eess.gov.au
Note: references to ACMA 
should be read as including RSM

Note: the Breadcrumbs at the top of the screen will show you where you are in 
the process

• Click to confirm you are the Authorised Officer
• When done click the Continue button to go to the next screen

http://www.acma.gov.au/
http://www.eess.gov.au/
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STEP 3: Enter your business address

• Select country
• Start typing the address to select it from a drop-down
or
• Click the box to enter the address details manually
• When done click the Continue button to go to the next screen
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All the details you have captured thus far will be displayed. Please review these 
carefully. You can click the Back button to go back to fix incorrect details
• When done click the Continue button to go to the next screen

STEP 4: Review
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You will be asked to make a declaration confirming the equipment supplied is 
electrically safe and meets all relevant electrical safety standards. 
A Responsible Suppliers Declaration is a declaration of compliance with either 
the EESS and/or the ACMA schemes, made when registering on the platform. 

Please read the Declaration carefully

Note: the Declaration screen will differ depending on the Registration Type 
you selected in Step 2. The example below is for EESS and ACMA registration 
type

• Click on the ‘I agree’ boxes to make the declaration

• When done click the Continue button to go to the next screen

STEP 5: Declaration
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Registration types EESS & ACMA and EESS only will incur an Application fee 
(renewable annually)
NOTE: no payment is required for ACMA Only certificate applicants. If you are 
declaring for ACMA only and see this payment page, do not proceed. Go back and 
unselect EESS declaration

STEP 6: Make payment

*2 payment methods:
• BPoint uses Credit or Debit 

card to make an immediate 
payment

• BPAY applies a Biller Code and 
allows payment later through 
your bank channel.

BPoint requires you to enter your Credit or Debit card details

• Click on the Pay button

The first screen shows the amount owed
• Click on the Submit button to go to the Select 

Payment Method screen
• Select the payment method *
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BPoint Payment complete
• Once you receive the Payment Successful message you can click on SUBMIT 

APPLICATION to complete your Responsible Supplier Registration
• You will receive the following messages:

- Confirmation that you have been set up as a Responsible Supplier
- A message to say that you are registered as a Responsible Supplier stating the 

registration type. The message will ask you to log off and log on again
- An email confirming your registration which will have the declaration and tax 

invoice attached

Note: All EESS fees do not include GST and once payment is processed, a receipt will 
be issued

Setting up your business is complete

NEXT STEPS:
• When you log on again you can begin inviting team members, External 

Consultants and Third-Party Certifiers as relevant
• It is at this point, as Authorised Officer that you can assign the platform role of 

Business Admin to one of your team members who can then manage the 
system. See the Learning guides:
- Understanding Role and Permissions
- Managing Users in the EESS Platform

https://www.eess.gov.au/about/about-the-new-eess-platform/learn-more/
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BPAY
If you selected BPAY, the Biller Code and payment details will appear. These details 
are essential to process the payment with your Bank
BEFORE YOU CLICK ON THE CONFIRM BUTTON

Note: You will have 29 days to complete the payment. YOU ARE NOT A REGISTERED 
RESPONSIBLE SUPPLIER UNTIL THIS IS DONE 
Log off the EESS Platform and process the payment with your Bank

! Read the instructions that appear on the platform 
screen in the blue box

! WRITE down the Biller Code, Reference Number, 
Payment Amount and Payment Due Date

STEP 6: Make payment
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Business Setup is complete

NEXT STEPS:

• Once the payment has been made, you will receive an email confirming your 
business set up is complete and that you are a registered Responsible Supplier

• You can now log on to the EESS Platform and begin inviting team members, External 
Consultants and Third-Party Certifiers as relevant

• As Authorised Officer you can assign the platform role of Business Admin to one of 
your team members who can then manage the system.

• If you realise that you need to also set up as a Certificate Applicant, when you log 
back in you can Extend as a certificate applicant

• For more information, see the Learning guides :

- Understanding Role and Permissions
- Managing Users in the EESS Platform
- Extending privileges in the EESS Platform

https://www.eess.gov.au/about/about-the-new-eess-platform/learn-more/
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