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Register and Manage eOrganisation

Register 
eOrganisation

1. Select Register a new eOrganisation

2. Register eOrganisation can also be found from the 
account drop down in the top right

3. Type either an:
- ABN
- ACN

4. Click either:
- Confirm ABN
- Confirm ACN

5. The Responsible legal entity name displays

NOTE: The following steps can only be completed after a user account is created 
and the user is logged in.
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Register and Manage eOrganisation

Register 
eOrganisation
(cont.)

6. Type a name for the eOrganisation

7. Select the eOrganisation type

8. Complete the fields in the Organisation representative 
section with the details of the user creating the 
eOrganisation

NOTE: An eOrganisation, enables you to replicate your business, company or 
other organisation structure in an online format. It is a mechanism for grouping 
together your users to:

• provide specific permissions to members within an eOrganisation
• allow delegates to work with others for the benefit of their business within an 

eOrganisation

Multiple eOrganisations may be created to manage areas of your business 
separately, for example, an eOrganisation for each:

• Office location, i.e. Sydney, Parramatta
• Department, i.e. accounts, legal

NOTE: Legal practitioners/delegates of solicitors will need to select the eOrganisation 
type as Legal practitioner. Litigant should be selected for all non-legal entities.
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Register and Manage eOrganisation

Register 
eOrganisation
(cont.)

9. Complete the fields in the Organisation address section

10. Complete the field in the Additional information section, 
as required

11. Read and accept the terms of registration

12. Click Register

13. A message displays, confirming the eOrganisation 
registration submission
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NOTE: The person that creates the eOrganisation is the Admin by default. This 
can be updated and an eOrg can have more than one Admin. 

An Admin can:
• Add/remove users
• Manage user permissions
• Assign delegates



Register and Manage eOrganisation

Register 
eOrganisation
(cont.)

14. The eOrganisation is successfully registered and ready to 
use when the email confirmation is received 

15. Hover over your icon in the top right

16. Click the drop down arrow

17. Select Manage eOrg

18. Scroll to the bottom and click Add registered user

Add User to 
eOrganisation
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Register and Manage eOrganisation

Add User to 
eOrganisation
(cont.)

19. Complete the following fields:
a. eId = Type the username of the registered user
b. Email Address = Type the email address of the user

20. Click Confirm details

21. Select the required permissions

22. Select the confirmation checkbox

23. Click Save

24. A confirmation message is sent to the Admin
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Register and Manage eOrganisation

Add User to 
eOrganisation
(cont.)

25. The newly added user has been added to the table at the 
bottom

26. Repeat steps 15-23 to add additional eOrganisation users

27. Hover over your icon in the top right

28. Click the drop down arrow

29. Select Manage eOrg

30. Scroll to the bottom and select the user to update
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Update User 
Permissions
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Register and Manage eOrganisation

Update User 
Permissions
(cont.)

31. Update permissions as required

32. Click Save
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