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1 Creating a User account.

1.1 Reaqistering for the Equipment Safety Approval Database.

Please note if you have been supplied an account by ESV do not create a new account.
Begin by going to ESV home page at www.esv.vic.gov.au. Mid way down the screen on the right hand side
of the home page is a login button. Right click on this button. The page should look like the one below.
Right click on “Register for the Equipment Safety Approval Database”.
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1.2 Contact details page.

This will open the contact details page. This will bring you to a screen which allows you to enter your user
details.

All fields with the exception of business phone/mobile phone are mandatory. Mandatory fields have a red
star next to them grouped fields have a green star next to them. In the case of a grouped field you need to
fill in at least one field.

You must enter in a password you wish to use; it must be at least six alpha and humeric characters long,
include one capital letter.

After all the details have been entered correctly you simply right click on register. You will first be sent a
conformation email. This email will contain your user 1.D which you should note for further reference. It
also contains a link that you must access to verify your details and complete the creation of your user
account. After this has been completed you will be able to logon and begin submitting applications.
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Logging on using an existing password and user i.d.

2.1 Login page.

Begin by going to ESV home page at www.esv.vic.gov.au. Mid way down the screen on the right hand side
of the home page is a login button. Right click on this button. This will bring you to the logon page shown.
Then simply enter your User i.d and password and hit submit.
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2.2 Application status page.




When you login you will automatically be directed to the application status page. This page acts as a home
page for the approvals data base. It will also show you the status of your applications and any
communications from this office. Move your mouse over the user details tab on the menu at the top of the
page, wait for the drop down menu to appear and left click on applicant.
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2.3 Updating/entering in your user details.

This will bring you to a screen which allows you to enter your user details.

All fields with the exception of business phone/mobile phone are mandatory. Mandatory fields have a red
star next to them grouped fields have a green star next to them. In the case of a grouped field you need to
fill in at least one field.

You must enter in a password you wish to use; it must be at least six alpha and numeric characters long,
include one capital letter.

After all the details have been entered correctly you simply left click on save.
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3 Creating manufactures profiles.

3.1 Creating manufactures profiles.

You access the manufactures profiles through the user details tab and opening the applicant detail. When
you bring up your applicant detail you will see a manufactures tab toward the top of your screen on the left
hand side.

You then proceeded to fill out the manufactures fields as you would for applicant detail. All fields with the
exception of business phone/mobile phone are mandatory. Mandatory fields have a red star next to them
grouped fields have a green star next to them. In the case of a grouped field you need to fill in at least one
field.

Once you have completed filling in the required fields you must hit the save button. This will save the
profile for you. If you wish to enter in more than one manufacture profile then hit the clear button and go
through the same process.
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4 Creating a new application.

4.1 Cover page.

Navigating from the application status page you place your mouse over the application tab on the left hand
side of the user menu you then left click.

This brings up a drop down menu, scroll down and right click on new application. This action will redirect
you to a new page that will look similar to the one bellow.
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All fields that have a red star next to them must be completed by the applicant. All fields that have an arrow
on the right hand side of the field have a drop down menu associated with them this will allow you to
quickly enter in saved data such as manufactures details. If the piece of equipment you are applying for
approval for has been tested to more than one standard then simply select the standard that is most relevant
e.g. a hob that incorporates a microwave that has been tested to AS/NZS 60335.2.6 and AS/NZS
60335.2.25 should only be marked down as complying with AS/NZS 60335.2.6. Once you fill all the
required details hit the save details button at the top right hand side of the screen.

4.2 Adding equipment profiles.

In order to submit a new application you must first create at least one profile for each application. Simply
put this is where you enter in the model and trade names you want to use for the equipment that you wish to
gain approval for.
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Mandatory fields have a red star next to them grouped fields have a green star next to them. In the case of a
grouped field you need to fill in at least one field.

As you enter in a Model or trade name you must click on the add button so that it populates the box below
the entry field. You then enter in the relevant fields for input and output voltage as applicable. Then click
on the save profile button on the top right hand corner of your screen. The profile should then display at the
bottom of the screen. You can enter in as many profiles as you wish for any application.

4.3 Adding test reports.

All new applications must be accompanied by at least one test report. In order to attach a test report you
must first hit the test reports tab. The bellow page should then appear.
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The report name is auto populated by the program. You must fill in the lab name, the standard tested too
and the date the tests were completed. You can then use the browse button to locate the test report and once
the correct path is displayed in the text box to the left of the browse button you can then upload the file. If
you have more than one test report to the same standard from the same lab then you can upload more than
one test report for each “report name”. Once you have uploaded the test report you hit the save test report
button on the right top area of your screen.

4.4 Adding other documents.

Sometimes you may need to attach documents other than test reports for example photos or signed
declarations. In order to attach a document you must first hit the other documents tab.

The document name is auto populated by the program. You must fill in the description using the dropdown
menu. You can then use the browse button to locate the document and once the correct path is displayed in
the text box to the left of the browse button you can then upload the file. If you have more than one
document to attach you simply keep creating documents. Once you have uploaded the document you hit the
save other document button on the right top area of your screen.

4.5 The summary page.

To view the summary screen you must first hit the summary tab button. The summary page gives you a
brief description of all the details you have entered. It is also the screen you use to submit you application.



e
T i el ]
Gt v Lo

-

B - R -
L L |
nergysale

[T T———— Comimums:  Appweduai
remr———

Once you have checked all your details hit the submit button in the top right hand corner of the screen.

4.6 Payment details.

After you hit the submit button you will automatically sent to a secure connection to pay for your
application. You simply choose what type of card you are paying with. Then enter your details as requested
and hit the gray pay button in the middle of the screen. Please note that applications will no longer be

assessed without an upfront payment being made.
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You will then be sent a conformation of payment which can be printed at any stage if you wish. If you ever
wish to access the payment recept it is permanently saved in the other documents section of the approval.
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5 Modifications.

5.1 Modification & General modification.

After logging on to the system place the mouse over the certificate tab until the dropdown menu appears
and left click on modify. The below screen will appear.

Canggle (v R - . e - T e -ttt
B L e [ S
nergysate

|

2
P bt 2 g it it i e i -

You enter in the approval number for an example 060708 and then choose the certificate that you are
modifying. So for example if the model that is to be changed is on certificate 20 of that approval you enter
20 in the certificate number box in the centre of the screen.

At this stage you choose the option that describes the type of modification you wish to submit. Once you
enter this information you hit the submit button located in the summary page.

You then to proceed to fill in the relevant information using the tabs at the top of the screen to navigate
through the application process. The major difference between the modification screen and the general
modification screen is you can not add new models on the general modification screen. As you can see in
the next screen shoot there is no profiles tab this is the screen you will see when you are entering in a
general modification.

B b g fpe e e

Cocgle (v o B | O tmtee Bt P ma v g Rt e P
U || e s e b8 | e ke st | 00 1 Fi e e e e ¥
=

Aergysale Approvals Dalabasy

€1 THTH 1)

G e

11



5.2 Change of markings.

After selecting the change of markings option in the modify screen and hitting submit. You will be directed
to the bellow page. As you can see there is no provision for attaching test reports with this type of
application but you can still enter in comments and submit the required photos and create new profiles.
Once you enter this information you hit the submit button located in the summary page.
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6 Renewals.

6.1 Renewals.

You start by selecting certificate on the status screen then select renew on the drop down menu. You then
use the drop down menu to populate the approval number field and select the certificate number you wish
to renew. If you wish to renew more than one certificate then you use the control key to highlight the
certificates you wish to renew.
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So for example if you wish to renew certificate V040610 and it has three sub certificates (i.e. 040610-00,
040610-01 and 004610-02) and you only wish to renew the first and last certificate as you no longer retail
the models associated with 040610-02 you only highlight the two certificates you wish to renew. Please see
the example above.

You also have the option to request for a twelve month extension to allow for testing or to run out stock of
your approval. Or you can select to have a full 5 year renewal.

12



After you complete the initial two pages for renewal the application process is the same as for a new
application.

7 Transfers.
7.1 Transfers.

The transfer certificate page is located under the certificates tab. You simply enter in the Approval number
and the applicants details. The applicant must already have a user name in order to transfer the certificate to
them. You then hit the submit button.
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8 Notifications.

8.1 Notifications.

This screen is used to accept transfers of certificates and to allow consultants to act on your behalf. You
simply click on the yes or no buttons.
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9 Consultants.

9.1 Updating your user details.

There is one major difference between the general applicant and a consultant, a consultant has the option as
to wether or not they display there user details to the public or not. If you choose to display your details any
applicant can nominate you as a preferred consultant. Your contact name will be displayed in the drop
down boxes for consultant.
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9.2 Making applications on the behalf of an applicant.

If you are an authorised consultant you can select the applicant from the drop down box.
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If you are making a one off application and you are not an authorised consultant you can request

permission to act their behalf by typing in the relevant User ID, select “Find applicant” check that the
details are correct and then select the “Request permission” button. An email will be sent to the relevant

applicant requesting permission.

Once the applicant has given permission the application will appear in your application status screen.

You can follow the same steps when making modifications, or renewal applications.
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9.3 Applicant Details (Consultants).

If you are an authorised consultant, you can access your applicant’s details including their manufacture

details by clicking on the link at the bottom left of the screen you will be able to view the applicant’s
details, as an authorised consultant you have permission to edit some of their details.

15



Approvals Database
wacsrn Castscrniama

St e
Ninw
i sy 3000

[Fam we mme i
[ plonon v b Birna sy

Prmr—
sseanre
[ |
ek
prav
_H___
LYTErTeY Cambadl fame woblhabn wlar Phend fumber e L IO LT T Adlive
s in

9.4 Manufactures (consultants).

After selecting an applicant you can select the manufactures tab which will display the selected applicants
manufactures.
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