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[bookmark: _What_is_Online][bookmark: _Toc235690054]What is Online Services?
Online Services is the secure gateway where our clients access systems including the: 
Australian National Registry of Emissions Units (ANREU) 
Emissions and Energy Reporting System (EERS) 
Renewable Energy Certificates (REC) Registry. 
For National Greenhouse and Energy Reporting (NGER) participants, Online Services is necessary to: 
access EERS to enter data and submit NGER reports 
view and manage NGER user permissions for organisations 
access forms and submit applications. 
[bookmark: _How_to_create][bookmark: _Toc235690055]How to create an Online Services account
Select the ‘sign-up now’ link from the Online Services login page[footnoteRef:2] and follow the steps to complete the process. To ensure secure login, Multi-Factor Authentication is enabled and requires an additional authentication method (email, text or phone call) after entering your username and password.  [2:  https://onlineservices.cer.gov.au/] 

A new user will then need to be added to the organisation’s account by personnel with the appropriate permissions. Once complete, EERS can be accessed via the ‘NGER reports’ link from the ‘Manage’ dropdown menu in the Online Services Dashboard.
[bookmark: _Toc235690056]Accessing EERS via Online Services 
‘As part of the initial NGER registration process for new controlling corporations, the nominated Executive Officer and NGER contact are automatically given:
access to the organisation’s NGER Reports  
the ability to edit the company’s details and corporate structure in EERS
the ability to link additional users via the self-service functionality. 
Once registered, permissions can be changed in Online Services using the self-service function. Refer to How to give permissions. It is important this is managed before staff changes occur. For further support on managing access to EERS, please email us at cer-nger-reporting@cer.gov.au.
Once the right persons have the correct permissions to the organisation in Online Services, they can access EERS. Refer to our Emissions and Energy Reporting System navigation guide to help you navigate EERS in Online Services. 
[bookmark: _Toc235690057][bookmark: _Toc104241415][bookmark: _Toc108442501]Keeping details up to date in Online Services 
In addition to granting users the right permissions in EERS, we send the NGER contact news about reporting requirements, tips for reporting and important dates. 
Keeping contact information up to date is particularly important when staff move on, or there are other changes within the organisation. The NGER contact should manage these updates, however, in instances where no-one else at the organisation can be contacted, we will contact the Executive Officer. 
[bookmark: _Toc235690058]Account types
In Online Services a user is given an ‘individual’ account. The user can then associate (link) to one or more organisations. For NGER purposes, the user will primarily be performing actions on behalf of an organisation. It is important you are ‘acting on behalf of’ the organisation account to assign roles or permissions. This can be done by either switching the account when first logging in to Online Services, or setting a default to be taken to the organisation account when logging in. See how to switch accounts.
You may also link with an individual and ‘act on behalf’ of their account, but this has limited functions in the NGER scheme. For example, while acting on behalf of another individual, such as the Executive Officer of an organisation, the only function you can perform is to update their profile. You will not be able to submit an application or report while acting on their behalf. The individual will need to invite you to their account. See How to add a user for instructions.
[bookmark: _Toc235690059]EERS roles and permissions
Online Services has several roles and permissions that allow users to perform different functions. When a user’s details are added or updated, they can be assigned one or more ‘relationships’ that best describe their connection with the Clean Energy Regulator and the various schemes, such as employee, agent and Executive Officer. The main roles associated with NGER are described below.
[bookmark: _Toc235690060]Available roles
[bookmark: _Toc235690061]Primary contact 
This role is useful when an organisation participates in several of the CER’s schemes and allows one person to be the main contact for an organisation. 
See How to assign a Primary or NGER contact persons. 
[bookmark: _NGER_Contact][bookmark: _Toc235690062]NGER contact
The NGER contact is the first point of contact in relation to an organisation’s NGER reporting obligations. This person will also be sent general EERS/NGER information and updates from us. Because this role is vital for communication between us and an organisation, this role cannot be unassigned (left blank when an existing user leaves the organisation) in Online Services. 
An organisation can only have one NGER contact at a time. Assigning this role to a new user will automatically remove this role from the existing user. 
The NGER contact has permissions (see available permissions) to perform any action within an organisation’s Online Services account, except ‘submit report’.
See How to assign a Primary or NGER contact persons. 
[bookmark: _NGER_Executive_Officer][bookmark: _Toc235690063]NGER Executive Officer
A person assigned the role of Executive Officer must meet the definition in section 7 of the National Greenhouse and Energy Reporting Act 2007 (NGER Act). An Executive Officer is defined as a:
Director
Chief Executive Officer
Chief Financial Officer
Secretary (i.e. a company secretary).
The contact details of the NGER Executive Officer stored in Online Services are included in the NGER Report when submitted each year, so it is important that the organisation maintains a valid NGER Executive Officer and that their contact details remain up to date. 
The NGER report must be submitted by either an NGER Executive Officer or another user who has specific written permission from an Executive Officer to submit the report on behalf of the organisation. Such written permission should be retained within the organisation in case of an audit.
Executive Officers can also act as the NGER Contact. It is recommended that organisations establish more than one Executive Officer role in EERS for greater flexibility and assurance the company will be able to submit NGER reports by the due date. 
An Executive Officer should be allowed all permissions (see available permissions) in Online Services, but at a minimum must have the ‘submit report’ permission to submit NGER reports on behalf of an organisation.
See How to add a user to update Executive Officers for an organisation and Managing user profile to update contact details.
[bookmark: _Available_permissions][bookmark: _Toc235690064]Available permissions
New users added to an organisation in Online Services and EERs will need permission to complete tasks. The permissions are described below. 
[bookmark: _Admin][bookmark: _Toc235690065]Admin
Admin permissions apply to all schemes an organisation participates in.
There are two types of Admin permissions: 
[bookmark: _Hlk197073264]Edit account details allows the user to edit the details of the organisation such as company address. 
Manage Users allows the user to:
· manage other users for the organisation including adding or removing users 
· allocate roles to users 
· allocate permissions to different people in an organisation. 
When a new organisation is registered with the NGER scheme, the designated NGER contact and NGER Executive Officer are given full Admin permissions. 
[bookmark: _Toc235690066]Basic
Basic permissions allow you to control the personnel other users can see:
View all users allows the user to view all of the users of the organisations, but not the Online Services permissions they have.
View user permissions allows the user to view all users of the organisation and the Online Services permissions they have. 
Basic permissions do not allow the user to update or change any user permissions.
[bookmark: _Toc235690067]Forms
Submissions
These permissions allow users to view submissions list, edit or delete draft submissions. 
[bookmark: _Toc235690068]NGER 
View corporate structure
This permission allows users to view the corporate structure but not make any changes to the corporate structure.
Edit corporate structure
This permission allows a user to change the corporate structure by adding or removing group members and facilities.
View report data
This permission allows a user to view the organisation’s report but not edit or generate a report.
Edit report data
This permission allows a user to enter and edit report data but not generate a report.
Generate report
This permission allows a user to generate a report prior to final submission but not submit the report.
[bookmark: _Submit_report]Submit report
This permission allows a user to submit the report and it should be granted to the Executive Officer. If other users are allowed to submit the report on behalf of the organisation, the organisation should have a written record of this permission being provided to the appropriate user.
[bookmark: _Toc104241426][bookmark: _Toc108442512][image: Image showing a screenshot from Online Services on the 'Manage users' page. It shoes General, NGER and Form menu options. ] 

[bookmark: _Toc235690069]How to view and manage users
[bookmark: _How_to_switch][bookmark: _Toc235690070]How to switch accounts
Logging into Online Services will open the Online Services Dashboard. A pop-up box will appear asking if you want to ‘Switch account’ or ‘Continue as myself’. You will need to switch account to act on behalf of an organisation to access their NGER/EERS data. 
Select the organisation you wish to view, edit, or act on behalf of. You can set a default so when you login to Online Services, you are immediately taken to an organisation, and the pop-up box does not appear.  
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. A pop-up box in the centre has buttons with the options of 'Switch account' or 'Continue as I am'.]
This function can also be performed by clicking the white profile menu box in the top right corner and from the drop-down menu, selecting ‘Switch account’. Select the account you want to view, edit, or act on behalf of. A green pop-up alert appears confirming this change and the profile menu will read ‘You’re acting on behalf of…’
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The page is titled 'Switch account', and a list is shown featuring one person's name, and a number of sample organisations. The mouse arrow is shown pointing to one of the sample organisations, FireRangers Pty Limited.]
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. A blue rectangle is around text above the page title that says 'Successful account switch - You're now acting as FireRangers Pty Limited'. A second blue rectangle is around a button at the top-right of the page with text that says 'You're now acting on behalf od FireRangers Pty Limited'.]


[bookmark: _How_to_set][bookmark: _Toc235690071]How to set a default organisation
You can select one organisation to open automatically when you sign into Online Services by choosing it as your ‘default account’. This means every time you log in, you will be automatically acting on behalf of this organisation. 
Go to the ‘Switch account’ page and select the grey ‘Set default account’ box at the top-right of the screen. A pop-up text box will ask you to select which account you wish to make default, and then select ‘Confirm’. 
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The mouse arrow is shown pointing to a button middle-right with text that says 'Set default account'.]

[bookmark: _How_to_add]

[bookmark: _How_to_add_1][bookmark: _Toc235690072]How to add a user
Anyone with the ‘manage users’ permission can add a user to the organisation, however, that user must first set up an Online Services account. 
To add a user, go to the Online Services Dashboard, click on the white Profile Menu and select ‘Manage Organisation’ from the drop-down menu.
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The mouse arrow is shown selecting a menu item in the top-right corner of the page, 'Manage organisation']



From the menu on the left side of the screen, select ‘Manage users’. 
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. This page is titled 'FireRangers Pty Limited'. 
The menu item 'Manage users' is highlighted in a column list of options on the lefthand side.] 

Then select the grey ‘Add user’ button to the right of the screen. 
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. This page is titled 'FireRangers Pty Limited'. The 'Manage users' is option in the lefthand side column is selected and coloured blue. The mouse arrow is shown selecting a button on the righthand side with text 'Add user'.] 

Type in the email address of the person you want to add, select the ‘Relationship type’, and select ‘add user’. If the user does not have an Online Services account, a red pop-up alert will appear. Ask the person to create an account following the steps described in the how to create an Online Services account section.

[image: Online Services ‘Add a user’ page showing email psmith@firerangers.com and ‘Relationship type’ field. Red alert reads: Can’t add user - You can only add users with a CER Online Services account. Ask them to sign up, then try again.]
If a user has an Online Services account and is already linked to the organisation, an orange pop-up alert will appear. Continue assigning roles or other actions as normal. 
[image: Online Services ‘Add a user’ page showing email jpatterson@firerangers.com. Orange alert reads: User exists - A user with this email is already linked.]

The Relationship Type list contains several roles that describe how the user will interact with our schemes and Online Services – Executive Officer, Employee or Agent. More than one type can be selected if the user has roles across other schemes. 
The ‘help’ icon provides definitions of these relationships. This is where the Executive Officer is assigned – this role is required to submit an NGER report.
After the user has been invited to join the organisation’s account, they will receive an email asking them to check their Online Services inbox to accept the invitation. Their name will appear in the list of users with a yellow ‘Invited’ icon in the ‘Key attributes’ column until they accept the invitation. They can accept the invitation through their ‘Inbox’ in Online Services. Their permissions and relationship will only become active once they accept the invite. 
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. This page is titled 'FireRangers Pty Limited'. The 'Manage users' is option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Manage users'. A blue rectangle is shown around a green alert box with a tick and the text 'Request sent to user'. A second blue rectangle is shown around one of the names in a list of users below this, 'Ross Malgana'.]


[bookmark: _How_to_give][bookmark: _Toc235690073]How to give permissions
A user with 'manage users’ permissions can assign roles, permissions and what other users can view. After adding a user to the organisation following the steps above, click on ‘Manage users’ and select the user’s name in the list.  Assigning permissions can be done even before the person has accepted the invite but they will only become active once the invite is accepted.
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. This page is titled 'FireRangers Pty Limited'. The 'Manage users' is option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Manage users'. The mouse arrow is shown pointing to the user name 'Ross Malgana' that was enclosed by the blue rectangle in the previous screenshot.] 

Next in the ‘General’ tab, select the appropriate permissions for the user.
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. This page is titled 'FireRangers Pty Limited'. The 'Manage users' is option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Ross Malgana'. There is a grey box below the subheading with the bold text 'Admin' and 'Basic'. There are two checkboxes next to each. The boxes next to 'Admin' are checked and the mouse arrow is shown pointing at them. These checkboxes have the text 'Edit account details' and 'Manage users'.]
Select the NGER tab and check the boxes to allow the permissions for that user. Select ‘update’. 
Note: the NGER report must be submitted by either an NGER Executive Officer or another user who has specific written permission from an Executive Officer to submit the report on behalf of the organisation. 
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. This page is titled 'FireRangers Pty Limited'. The 'Manage users' is option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Ross Malgana'. Under the tab 'NGER' the mouse arrow is pointing to a group of unchecked checkboxes.] 
User permissions can also be changed in this section. Select the user you want to change the permission for from the ‘Manage users’ page. Go through the tabs and assign or unassign permissions as required.  
[bookmark: _How_to_assign][bookmark: _Toc235690074]How to assign a Primary or NGER contact role
A user with the ‘Manage users’ permission can add or edit a Primary or NGER contact. First, ensure the user you want to add as a contact has been added to the organisation following the steps described in How to add a user.
Select ‘Manage Organisation’ from the drop-down list under the Profile Menu. In the ‘Manage account’ page, select ‘Edit contacts’ above the Contact persons list. 
Note: once assigned, the role of NGER contact cannot be blank, it can only be reassigned to new users. If a Primary or NGER Contact has not been assigned, these boxes will appear red to alert an Admin that this step needs completing. 
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The 'Manage account' option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Account details'. The mouse arrow is pointing at a hyperlink titled 'Edit contacts'.]


Select the drop-down arrow under the ‘NGER contact’ box. Find the name of the user you would like to add to this role. Select ‘Update’. A green pop-up alert appears to confirm the NGER contact has been updated. The user will receive a notification.
Note: the NGER contact should also have the Admin and the NGER report permissions (except submit report, unless authorised. See Submit report).
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The 'Manage account' option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Edit contacts'. One mouse arrow is pointing at a drop-down selection box titled 'NGER contact'. A second mouse arrow is pointing to a button at the bottom-right of the page titled 'update'.] 


[bookmark: _Toc235690075]How to remove a user
Note: If a user has been assigned as a Primary or NGER contact, they must be replaced before they can be removed from the organisation. Also, if a user is the last user with admin permissions, they cannot be removed from the organisation until a new user is assigned admin permissions – refer to How to give permissions.
A user with ‘Manage users’ permission can remove other users from the organisation. To remove a user, select ‘Manage Organisation’ from the drop-down profile menu and then ‘Manage Users’. 
A user can be removed from the organisation by selecting the red ‘remove’ icon next to the user’s name.
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The mouse arrow is shown selecting a menu item in the top-right corner of the page, 'Manage organisation']
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The 'Manage users' option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Manage users' and a list of example users is shown. The mouse arrow is pointing at an example user with the role of executive officer, named 'Derek Namatajira'.]

[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The 'Manage users' option in the lefthand side column is selected and coloured blue. The subheading of the page is 'Manage users' and a list of example users is shown. A pop-up box in the centre of the screen has the text 'Remove Derek Namatjira' with the selection options of 'cancel' and 'yes, remove'.]


[bookmark: _Manage_Organisation_Details][bookmark: _Toc235690076]Manage Organisation Details
[bookmark: _Toc235690077]How to update the organisation’s address
Anyone with the ‘manage users’ permission can add a user to the organisation, however, that user must first set up an Online Services account. 
To update the address of the organisation in Online Services, go to the Online Services Dashboard, click on the white Profile Menu and select ‘Manage organisation’ from the drop-down menu. This will open the ‘Manage account’ screen.
Note: changing the address will also change it in the NGER report. If the report is already generated, you will need to withdraw the report and regenerate it for the new address to flow through to the report. In some cases, you may need to log out and in again to Online Services for the change to take effect.
[image: Online Services dashboard showing green banner ‘Successful account switch’ and message ‘You’re now acting for Company A’. User menu is open with options including Switch account, Manage organisation, My profile, Account security, Inbox and Logout.]


From the ‘Manage account’ page, click on the ‘Edit details’ link.
[image: Online Services ‘Manage account’ page for Company A. Green banner reads ‘Successful account switch - You’re now acting for Company A’. Account details shown include legal name Company A, organisation type Body Corporate, street address 47 Bowes St Phillip ACT 2606 Australia.]
The address details for the organisation will then be editable. Start typing the new address and when the correct address appears in the list select it. Check the Postal address box if it is the same as the street address and select ‘update’. 
[bookmark: _Toc235690078]NGER Reports
NGER Reports is the Emissions and Energy Reporting System (EERS). This is where entities can report on their greenhouse gas emissions, energy consumption and energy production required under NGER legislation.
To view and edit NGER Reports, ensure you are ‘acting on behalf of’ the relevant organisation (see How to switch accounts). From the Online Services Dashboard, select the drop-down arrow next to ‘Manage’. Select ‘NGER reports’.
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The 'Manage' drop-down menu at the top is opened and the mouse arrow is pointing at the option titled 'National Greenhouse and Energy Reporting (NGER)'.] 

A list of available EERS workspaces for the organisation is displayed on the NGER reports landing page. Click the individual link to open the EERS workspace for that reporting period.   
[image: A website screenshot showing the Clean Energy Regulator Online Services dashboard. The page heading is 'NGER reports' and a list of hyperlinked example reports from past years appears below.]
[bookmark: _Submitting_registration_and]For further information on NGER reporting, please refer to the EERS Navigation Guide.
[bookmark: _Manage_User_Profile][bookmark: _Toc235690079]Manage User Profile
To access your personal user profile to view or update details (street address, contact phone, email address or account security details), click the profile menu box, select ‘My Profile’.
If you want to update your name or date of birth, and you have a ‘verified’ identity status, then follow the instructions to tell us about this change.
 To update details, click on the ‘Edit overview’ and edit the relevant fields.
[image: ]
[bookmark: _Toc235690080]Account Security Details
To change the number where authentication texts are received when logging in, change the phone number by clicking on ‘Edit number’. 
To change the password, click ‘Reset password’ and follow the prompts.
For certain schemes requiring an increased level of security, authenticator apps are required. You can add Online Services as a new service to these apps by generating a QR code. This is not required for the NGER scheme.
 [image: ]
[bookmark: _Submitting_registration_and_1][bookmark: _Toc235690081]Submitting registration and deregistration applications
Corporations wishing to register for or deregister from the NGER scheme must complete applications via Online Services. This includes NGER Controlling Corporation Registration, NGER Responsible Emitter Registration, and Controlling Corporation Deregistration. For all other NGER scheme applications, please email us at cer-nger-reporting@cer.gov.au
To access the registration forms:
Log in to your Online Services[footnoteRef:3] account (refer to How to create an Online Services account).  [3:  https://onlineservices.cer.gov.au/] 

From the Dashboard - Forms and applications - click on the NGER scheme button.
Select the applicable registration form.
The deregistration form tile will only appear when acting on behalf of the relevant organisation. Refer to How to switch accounts.
Note: you can leave and return to the application at any stage by selecting ‘save draft’ at the bottom of any page of the application. All draft applications are located in the Submissions list under the inbox on the Dashboard. 

[image: Online Services dashboard showing ‘Forms and applications’ filtered to NGER. Two tiles displayed: ‘NGER Controlling Corporation Registration’ and ‘NGER Responsible Emitter Registration’. Yellow arrows highlight the Dashboard tab and the NGER filter.][image: Online Services ‘Inbox’ and ‘Submissions’ page showing message ‘You haven’t sent any tasks yet’. Under Submissions, a blue information banner reads ‘We’ve made a change to submissions’. One submission listed for ‘NGER Controlling Corporation Registration’ with status ‘Draft’ and actions ‘Edit’ and ‘Delete’.]

[bookmark: _NGER_Controlling_Corporation]

[bookmark: _Toc235690082]NGER Controlling Corporation Registration form
The information below follows the structure of the NGER registration form in Online Services and provides guidance to help you complete each numbered part of the form.
[bookmark: _Toc235690083]1. Before you start
On this page, read the information about NGER thresholds and ensure the organisation you are registering is eligible for the scheme.
If the organisation is already registered with other Clean Energy Regulator schemes, ensure you are ‘acting on behalf of’ the organisation by switching accounts. If the organisation is new to the CER you will only have the option of using your individual Online Services account. 
[image: Online Services ‘Check user account’ page showing message to confirm correct account. User is acting for Joyce Paterson. Checkbox reads ‘I confirm that the correct account is selected’. Link provided to switch account. ]
[bookmark: _Toc235690084]2. Organisation Details
If the organisation does not have an existing Online Services account and you are applying through your individual account, ‘New organisation’ is automatically selected. If the organisation is registered with other schemes, ensure you are ‘acting on behalf of’ the organisation, and select ‘Current selected organisation’.
[image: Online Services ‘Select an applicant’ page showing options ‘Current selected organisation’ and ‘New organisation’, with ‘New organisation’ selected.]


Identifying details
If the organisation has an ABN or ACN, select ‘yes’ and start entering the identifying number or organisation name and then select when the auto-populated list displays the correct entity. 
[image: Online Services form section showing Yes selected for organisation identifier and an Identifier field with 85 entered, triggering a dropdown list of matching ABNs and organisation names.]
*Note, if the organisation has an ACN but not an ABN, the entity may not appear when the ACN is entered. If this is the case, select ‘no’ and enter the details manually. From these details, the CER will add the organisation’s ACN number to the system.[image: Online Services form section showing No selected for organisation identifier. Fields displayed for Legal name, Trading name, and Organisation type dropdown, each with Help links.]
Address details
To enter the street address, start typing the address and select from the auto-populated drop-down list and select when you see the correct one. 
[image: Online Services form section for head office address with Australia selected. Add address field shows 35 Smith Street with a dropdown list of matching street addresses across multiple states.]
If the address does not appear in the list, you can select ‘Enter manually’. 
[image: Online Services form section showing head office street and postal address fields with country set to Australia, links to enter address manually, and a field for Indigenous Corporation Number.]
Fill in the address details. Enter the suburb and select from the auto-populated list. This will place a marker on the map with longitude and latitude details. If the address is still not available using this method, use the map tool to zoom in and click on the location to place a marker on the map which will populate the longitude and latitude coordinates. Do the same for postal address. 
[image: Form section for head office street address with Australia selected and an interactive map showing Australia and surrounding regions with zoom and navigation controls.][image: Manual address entry form showing fields for latitude, longitude, unit type, unit number, street number, street name, street type, and suburb, state, postcode.]
[bookmark: _Toc235690085]3. Foreign Corporation
If the organisation is incorporated outside Australia or an authority of a foreign country select ‘yes’. The option to add the details of the Australian agent will become active in the Executive Officers and Organisation Contacts page of the application.

[bookmark: _Toc235690086]4. Executive Officers and Organisation Contacts
For a description of these positions, refer to NGER Executive Officer and NGER Contact.
When registering a new organisation only the details for the current logged on user will appear in the ‘select individual’ drop down. If you are not the Executive Officer, select ‘Someone else’ then ‘The person isn’t listed’ then check the ‘Executive Officer’ field. Enter the email of the designated individual in the space provided and select ‘Send invite’. 
Enter the details of their position with the organisation.
*Note, for the application to be approved, only a person meeting the NGER criteria of an Executive Officer will be accepted, which we will verify through the organisation’s ASIC details or supporting documentation attached to the application. 
[image: Online Services form section for adding executive officers or contacts with Someone else selected, a required Select individual field showing an error message, and options to invite a new individual by email.]
Once the invite is sent, the Executive Officer will receive an email notifying them someone wants to link with them in Online Service. They will need to log in to Online Services, and from the Dashboard, scroll down to the inbox and click on ‘yes, link’. 
The person completing the application form will receive an email the Executive Officer has accepted the link request and their name will now be an option in the ‘select the individual’ drop-down arrow. 
Select ‘Add’ and then enter the details for the Contact Person. If this is the logged on user, select ‘current logged in user’ and select your name from the drop-down arrow next to ‘select individual’ and check the ‘Contact Person’ box then press ‘next’. 
If the Contact Person is not the person logged in, follow the same instructions as for adding the Executive Officer above.
[bookmark: _Toc235690087]5. Affected Group Entity Details
This page is where you will add the details of any group members. 
If the controlling corporation is the only entity other than facilities, select ‘no’ and move to the next page. 
If the controlling corporation is not the only entity of the corporate structure, select ‘yes’ and enter the details for each subsidiary. 
[image: Online Services form step asking if a controlling corporation has other affected entities in its group, with options "Yes" and "No" and explanatory text about operational control and subsidiaries. If "Yes" is selected, a section titled "Organisation details" appears and requires input for Organisation Identifier, legal name, and type, with a validation error indicating the Organisation Identifier field cannot be blank.]
If the group member organisation has an ACN but not an ABN, the entity may not appear in the auto-populated list, and it will say ‘no data’. If this is the case, select ‘other’ and enter the details manually.


[bookmark: _Toc235690088]6. Eligibility Details
Using the drop-down arrow, select the financial year the applicant first exceeded an NGER threshold (read information on the ‘Before You Start’ page of the application about NGER thresholds).
Provide reasons why the trigger year was selected. 
Reasons might include:
this was the first financial year that measured emissions for your facilities exceeded the threshold
you acquired a facility in this year that exceeds thresholds.
If the trigger year is earlier than the current financial year, provide an explanation as to why an application was not submitted at the time. Use the upload function at the bottom of the page to attach any documentation such as threshold calculation datasets.
[image: Online Services form step showing ‘Select the trigger year’ with a financial year dropdown, guidance text on NGER thresholds, a required field to explain the selected year (0/1000 characters used), and a file upload section for supporting documents (.pdf, .doc, .docx).]


[bookmark: _7._Declaration][bookmark: _Toc235690089]7. Declaration
This page will display in red any unfinished fields from earlier pages. These will all need to be addressed before the application can be submitted.
The applicant then needs to check each check box in the declaration statement, ensuring these statements are true.
[image: Online Services form section titled ‘The Applicant’ with three required conditions under the NGER Act listed as bullet points, and a single required checkbox labelled ‘Yes’ to confirm eligibility based on thresholds and controlling corporation status.]
[image: Online Services form declaration section outlining legal statements for NGER registration, including authority to act, accuracy of information, offence provisions, and privacy and data use acknowledgements, with five required ‘Yes’ checkboxes.]


There are two ways to submit the application, by electronic submission or by printing and uploading.
Only the Executive Officer can submit the form electronically. They must be signed into their Online Services account and open the application from their submission box at the bottom of their Online Services dashboard.
If the form is submitted by anyone other than the Executive Officer, they will need to select the second signing option and then use ‘print form’ at the bottom of the page. This will create a PDF version of the application that can be signed by the Executive Officer. Once you have a signed copy available, press ‘select files’ and upload the signed PDF, then select ‘submit application’.
[image: Online Services form section titled ‘Signatory is’ with instructions to nominate an executive officer as signatory using a dropdown list, followed by submission options (electronic or print, sign and upload), and fields for signature and signature date.]
[image: Online Services form final step showing instruction to print, sign and upload the application, with a file upload field for .pdf, .doc or .docx files, and action buttons: Back, Print Form, Save draft, and Submit application; step indicator shows 7 of 7.]


[bookmark: _Toc235690090]NGER Responsible Emitter Registration
The application steps for an NGER Responsible Emitter registration are the same as listed in NGER Controlling Corporation Registration form except for step 5.

[bookmark: _Toc235690091]5. Controlling Corporation Details
Select the drop down and arrow and either scroll to the correct controlling corporation or start typing until the organisation appears in the list and then select it. 
[image: Online Services form section to select organisation using a required dropdown field, with a refresh icon and a checkbox labelled ‘The organisation isn’t listed’; step indicator shows 5 of 7 with navigation buttons.]
If the organisation does not appear in the list, check the box ‘The organisation isn’t listed’ and enter the ABN or ACN identifier details. 
[image: Online Services form section showing ‘The organisation isn’t listed’ selected, followed by a required question on whether the organisation has an ABN or ACN with Yes/No options, and fields to enter head office street and postal addresses, country selection, and Indigenous Corporation Number (ICN); step indicator shows 5 of 7.]



*Note, if the organisation has an ACN but not an ABN, the entity may not appear when the ACN is entered. If this is the case, select ‘no’ and enter the details manually. From these details, the CER will add the organisation’s ACN number to the system.[image: Online Services form section showing ‘Does the organisation have an ABN or ACN?’ with ‘No’ selected, followed by required fields for applicant identification details including legal name, trading name, and organisation type dropdown.]




[bookmark: _Toc235690092]NGER Controlling Corporation Deregistration form
Note: to submit a deregistration form, you will need to be ‘acting on behalf’ of the organisation you wish to deregister. Refer to the section how to switch accounts. 
Select the NGER button and the NGER Deregistration form.
[image: Online Services dashboard showing the user acting on behalf of ‘Company A’, with the NGER filter selected and three application tiles: NGER controlling corporation registration, NGER deregistration, and NGER responsible emitter registration.]


[bookmark: _Toc235690093]1. Before you start
Read the information about NGER thresholds and ensure the organisation you are deregistering is eligible.

[image: Online Services form section titled ‘Purpose of this form’ explaining deregistration under section 18B of the NGER Act, followed by ‘Eligibility’ criteria with bullet points on thresholds, reporting transfer certificates, and compliance requirements; step indicator shows 1 of 4 with action buttons.]


[bookmark: _Toc235690094]2. Applicant details
Controlling Corporation
The Controlling Corporation name will be auto populated when you are ‘acting on behalf of’ the correct organisation.
[image: Section titled ‘Controlling Corporation’ confirming the organisation selected for deregistration, displaying the organisation name ‘Company A’.]
Australian Agent for a foreign corporation
The Australian Agent details are only required when deregistering a 'foreign corporation' that is incorporated outside Australia or an authority of a foreign country. If this does not apply, leave this field blank.
[image: Section titled ‘Australian agent for a foreign corporation’ with a definition of a foreign corporation and a required field to enter the name of the Australian agent.]
Executive Officer nomination
The Executive Officer that appears in the drop-down arrow is the person allocated this ‘relationship’ in the organisation’s Online Services account. If this is not the individual that should currently be acting in this role and signing the application, this role will need to be updated prior to completing this section, following the steps in How to add a user and ensuring the individual meets the definition of NGER Executive Officer. *Note, applicants will not be approved unless the CER is satisfied an individual meets this definition.
[image: Section titled ‘Executive Officer nomination’ with a definition of eligible roles, a required field to select an executive officer, and a validation error message stating ‘Select executive officer cannot be blank’.]
Review your contact details
These details are auto populated for the person completing this form. Ensure these are correct and if changes are required, update your details in My Profile prior to completing this form.
[bookmark: _Toc235690095]3. Deregistration details
Why is the applicant deregistering
Please select from one of the three options provided. 
[image: Section titled ‘Deregistration details’ explaining reasons for deregistration, including no longer being a controlling corporation, unlikely to meet thresholds, or invalid registration, with a required question to select one reason from three options.]


Once an option has been selected, another field opens for you to provide more information about the reason for deregistration. 
*Note, the information you provide in this section is a key determinant of your organisation’s eligibility for deregistration. Please be as clear as possible and provide any supporting documents, the ‘Help’ includes examples.
[image: Section titled 'Applicant no longer a Controlling Corporation' requesting a brief explanation and supporting evidence for why an applicant no longer meets the definition of a controlling corporation under section 12 of the NGER Act. The form includes a large text box for explanation, file upload options for supporting evidence (.pdf .xlsx and docx), and help icons for guidance.]
Eligibility statements
Ensuring both statements are true, check the eligibility statements. Please refer to explanations of these statements below.
[image: Section titled 'Eligibility statements' with two checkboxes for applicant declarations regarding 'the applicant does not hold a reporting transfer certificate' and 'the applicant has complied with its obligations under the NGER Act. ]Eligibility statement – The applicant does not hold a reporting transfer certificate 
A reporting transfer certificate (RTC) allows the voluntary transfer of NGER reporting and record keeping obligations from a controlling corporation, where one member of its group has operational control of a facility, to a member of a different corporate group that has financial control of that facility. Holders of an RTC take on reporting, record keeping and compliance obligations under the NGER Act. 

A deregistration application cannot proceed whilst a RTC, with reporting obligations, is in force. 
If the applicant does hold a RTC they must make a request to the Clean Energy Regulator, in writing, that they would like to surrender the RTC. The surrender takes effect when consent is given by the Clean Energy Regulator. 
Eligibility statement – The applicant has complied with its obligations under the NGER Act 
Obligations of the applicant are to submit a compliant section 19 NGER report, by the statutory deadline, for each financial year the controlling corporation was registered. A controlling corporation must report for all affected group members (subsidiaries) and facilities within their corporate group that contribute to section 13 corporate group or facility thresholds regarding scope 1 emissions, scope 2 emissions, energy production and energy consumption. 
A deregistration application cannot proceed if the applicant has not complied with their NGER obligations.
Failure to meet obligations under the NGER Act may attract civil penalties that accrue each day until obligations are met. 
[bookmark: _Toc235690096]4. Sign and submit
This page summarises the responses and displays in red any unfinished fields from earlier pages – these fields must be completed before the application can be submitted. 
There are two ways to submit the application, by electronic submission or by printing and uploading.
Only the Executive Officer can submit the form electronically. They must be signed into their Online Services account and open the application from their submission box at the bottom of their Online Services dashboard.
If the form is submitted by anyone other than the Executive Officer, they will need to select the second signing option and then use ‘print form’ at the bottom of the page. This will create a PDF version of the application that can be signed by the Executive Officer. Once you have a signed copy available, press ‘select files’ and upload the signed PDF, and select ‘submit application’.

[image: Section showing declaration signing options with paper copy selected, signature and signature date fields, and a required upload area for the signed application (.pdf), with buttons to print, save draft, and submit; step indicator shows 4 of 4.]

[bookmark: _Support][bookmark: _Toc235690097]Support
For any further help with your Online Services account, please get in touch.
Email: cer-nger-reporting@cer.gov.au
Phone: 1300 553 542 within Australia 
Web: www.cer.gov.au
[image: ]
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Declaration

The declaration for the application for registration of a controlling corporation form must be signed by
an executive officer of the controlling corporation. The declaration will be comprised of a printable
version of all the information collected, plus the declaration statement as set out below.

Declaration Statement

By signing this application, the signatory declares that he or she has legal capacity and authority to
make this application on behalf of the applicant and to bind the client in respect of the matters
contained in this application, and declares and acknowledges, for and on behalf of the client that:

I declare | have legal capacity and authority to make this application on behalf of the applicant
named in the form and to bind the client in respect of the matters contained in this application.”
Yes

I declare that all information provided in, or in relation to, this form is, having made all reasonable
enquities, complete, true and correct and not misleading by inclusion or omission.”

Yes

I acknowledge that giving false or misleading information is a serious offence and carries penalties
under the Criminal Code Act 1995.

Yes

I acknowledge the Clean Energy Regulator may copy, record, use o disclose any of the information
provided in relation to this application for the purposes of processing the application, monitoring
compliance, enforcement of laws, the performance of the Clean Energy Regulator’s statutory
functions and for related purposes subject to the requirements of relevant laws, in particular the
Privacy Act 1988 and Part 3 of the Clean Energy Regulator Act 2011."

Yes

I acknowledge the personal information provided in this application may also be copied, recorded,
used or disclosed by the Clean Energy Regulator for its administrative purposes, for example, to pre-
populate other Clean Energy Regulator forms filled out online in the future, and for improving the
Clean Energy Regulator's service delivery to the applicant.”

Yes
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ignatory is *

Nomination of signatory: Please nominate the Signatory for the declaration and the application for
registration of a controlling corporation form. The signatory must be an executive officer of the
controlling corporation.

The signatory details

appear on the printable version of the application form.

| setect individual

How would you like to submit the form?* *

Electronic submission by the nominated signatory

© Print sign and upload the application

ignature

Signature Date
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Please print, sign and upload the application for registration of a controlling o
corporation

paf doc docx

| selectfies... Drag and drop files here to upload

Step7of 7 Back  PrintForm  Savedraft |
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Controlling Corporation Details

Select organisation *

[ "]o

[_] The organisation isn't listed

Step50f7 Back  PrintForm  Savedraft
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The organisation isn't listed

Does the organisation have an ident

O ves

O No

Applicant detai

Head office - street address «

Country
O Australia

() Other country

Add address

r such as ABN or ACN? *

Enter manually

Head office - postal address «

Add address

(

Enter manually

Indigenous Corporation Number (ICN)

l

Step5of 7
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! Australian Government

Youre acting on behalf of a
2 i i = » B
" Clean Energy Regulator Online Services Company A

Dashboard Manage v Unit and Certificate Registry Other systems v

You're nowacting for Company A

Dashboard 55

Forms and applications

sort
[(an][accu][anreu |[General] [ co | [JEEE [ Nature Repair| [RET ] Safeguard |[sREs ] Q Relevance -
NogR NoER NoER
NGER Controlling Corporation NGER Deregistration NGER Responsible Emitter
Registration Use this form to apply for deregistration Registration
Use this to Register controlling under section 188 of the National Register a responsible emitter
Corporation in NGER Greenhouse and Energy Reporting Act (safeguard)

(NGER Act).
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Before you start

Purpose of this form

This form is for entities that wish to apply to the Clean Energy Regulator for deregistration under section 188
of the National Greenhouse and Energy Reporting Act 2007 (NGER Act). f the applcation is approved, the.
applicant’s name wil be removed from the National Greenhouse and Energy Register.
Elgibility
The Clean Energy Regulator must deregister an applicant and remove the applicant's name from the
National Greenhouse and Energy Register i satisfied that:
+ where the applicant is a controlling corporation, s corporate group s not likely to meet any of the.
thresholds under section 13 of the NGER Act for:
+ the financial year in which the application is made, and
+ the next two financial years, and
« for il applicants, the applicant can demonsirate that they:
+ do not hold a reporting transfer certficate (RTC), and
+ have complied with their obligations under the NGER Act.

Please note that a person that was registered as a liable entity (undr Division 4 of the NGER Act), does not
need to apply for deregistration. The Clean Energy Regulator will automatically remove those entites from
the National Greenhouse and Energy Register.

soprora ktam | s
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Controlling Corporation

The following organisation name and identifying details should be the Controlling Corporation you wish
to deregister.

Company A
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Australian agent for a foreign corporation @ Help

I @ A foreign corporation' is incorporated outside Australia or an authority of a foreign country.

Please tell us the name of your Australian agent.
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Executive Officer nomination @ Help

® An Executive Officer is someone from your company that is a: @ Director, Chief Executive Officer, Chief Financial
Officer, or Company Secretary

Select executive officer «

The listed Executive Officer will need sign the declaration at the end of the form.

‘ rrype name of executive officer

I @ select executive officer cannot be blank
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Deregistration details

Tell us why your Controlling Corporation needs to deregister from its
NGER obligation.

Tick only one box below next to the statement that applies to the applicant and follow the relevant
instructions.

No longer a Controlling Corporation (e.g, due to acqu
has a new Australian incorporated holding company).

ion, takeover or corporate restructure, the applicant

Unlikely to meet any of the thresholds in the next three financial years including this one (e.g., due to sale of
assets or improved operational efficiency)

Was invalidly registered as a Controlling Corporation (e.g, at the time of registration there was a mistake
made and you had an Australian incorporated holding company, or you were not a constitutional
corporation)

Why is the applicant deregistering? *
Tick the box that applies to this application.
The applicant was previously the entity at the top level of the company structure, but due to changes

is no longer the Controlling Corporation.

The applicant is a Controlling Corporation, but its group is unlikely to meet any of the NGER thresholds
in the next three financial years including this financial year.

The applicant should not have been registered as it is not a Controlling Corporation and was invalidly
registered.
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Applicant no longer a Controlling Corporation

Provide a brief explanation of why the applicant no longer meets the definition of a Controlling *

Corporation
The applicant was registered as a controlling corporation under section 12 of the NGER Act, but no longer
meets the definition of a Controlling Corporation.

Describe any relevant changes and when they took effect and outline any relevant shareholders of the
applicant.

0/5000

Supporting evidence @ Help
You may attach evidence that supports the fact that the applicant no longer meets the definition of a
controlling corporation.

palf xisx docx

select files... Drag and drop files here to upload
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Eligibility statements

By ticking the boxes below, the applicant makes the statements next to them.

[ "] The applicant does not hold a reporting transfer certificate. AND *

["] The applicant has complied with its obligations under the NGER Act. *

Step 3 of 4 Back Print Form Save draft Next
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How will the declaration be signed?

Sign digtally using Online Services account (Executive Officers only)

O sign the paper copy that 1 will upload on their behalf (submitting on behalf of an Executive Officer)

Signature

Signature Date

sign application *

You must print the entire application so the signatory can review and sign it. You can download and
print the form responses using the print button below.

pot

Seloct iles... Drag and dirop files here to upload

soptora kit | s
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