
 
 

 

How to Register as a Supplier with Essential Energy – Quick Reference Guide 
 

| Page 1 of 13 
V0.2 September 2024 

How to Register as a Supplier with Essential Energy 
 

Why should I use this 
guide? 

 
This guide provides you with instructions on how to register as a 
Supplier to Essential Energy with access to the Supplier Portal. 
Please complete all fields before clicking Register to submit your 
registration.  

Who might use this 
guide?  

 
• Suppliers who want to become a registered Supplier to 

Essential Energy 
 

Where can I go for 
additional system 
support? 

After you submit your registration, Essential Energy will review 
your submission and communicate with you via email notification 
to the email you have provided.  
 
If you require further support or are unable to complete any fields, 
please contact the Procurement team by email to 
suppliers@essentialenergy.com.au.  
 
Ensure you include your name, company name and phone 
number so we can contact you directly  
 

 

Definitions 

There are 2 different types of Suppliers:  
Prospective – Initial Registration status  

• Allows participation as Bidder in Negotiations (RFQ)  
Spend Authorised  

• Allows participation as Bidder in Negotiations (RFQ)  
• Award and acceptance of Agreements (Contracts)  
• Acceptance of purchase orders created by Essential Energy  
• Ability to create and submit invoices through the Supplier Portal  
• Visibility of remittances confirming payment for goods/services  

Additional information has been included throughout this guide to assist suppliers completing 
registrations. 

Note: where a field is marked with * it must be completed.  

A Troubleshooting section is included on page 12. 
If issues persist, please send an email to suppliers@essentialenergy.com.au for assistance. 

 
 
  

mailto:suppliers@essentialenergy.com.au
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1 
 

To register as a Supplier, please visit essentialenergy.com.au/partners/tendersandsuppliers/suppliers 
and click on Become a Supplier, OR scroll to the bottom of the page and click the box highlighted below  

 

 
 

https://www.essentialenergy.com.au/partners/tendersandsuppliers/suppliers
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2 Clicking on the link opens the Supplier Registration page. Enter your email address and click on ‘Send 
Access Code’ to receive a one-time access code to commence the registration. 

 

3 
 
 
 
 
 
 
 
 
 

The below email will be received with the access code. The access code will expire in 15 minutes from 
when the email has been received. If you don’t use your access code in time, you will need to re-enter 
your email address to generate a new code. 

 

4 
 

Once you launch the registration flow, you can save your progress along the way. If you need more time, 
just cancel and return to this page later to continue from where you left off.  
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 The registration process has 7 steps that all need to be completed. 

 
Navigation buttons  

Continue: You can use this button to move to the next Step.  

Save: Used to save a partial registration for completion later. An email will be received with a link to 
allow access to the unsubmitted registration. Note: while you won’t have to start again, the company 
ABN number will need to be re-entered. 

5 
 
 
 
 
 

Step 1 Register Supplier: Company Details 

1. Enter your Trading/Company Name, Country, Organization Type and Supplier Type 

2. Insert a value for an ACN|D-U-N-S Number (9 numbers) or ABN / Tax Registration 
Number (11 numbers)  

3. Use the Attachment field to upload a copy of your Certificate of Business Registration 
(Optional)  

Notes: Essential Energy’s preference is ABN. If you select this option, you will need to first 
select the Tax Country. There should also be no spaces in the ABN when entered. 

4. Click Save/Continue to move to Step 2.  
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6 Step 2 Register Supplier: Contacts  

5. Enter a First Name, Last Name, Email address (if not already prepopulated), Contact 
Number and Job Title for the contact person/s 

6. Multiple contacts can be added here by clicking on + Add Another Contact. There is no limit 
with how many contacts a supplier profile can have. 

Notes: The first contact entered will automatically default to the role of Administrative Contact. If 
you wish to change this, you will need to add a second contact and select/unselect the 
administrative contact filed. Essential Energy recommends at least two (2) Administrative 
Contacts be nominated where possible. 

The email must be unique to an individual, you cannot have the same email address against 
different contacts. For security reasons please avoid the use of team emails wherever possible 
unless the person monitoring that email is the only contact listed on the supplier record. 
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On the lower half of the screen, you can request for the contact to have access to the Supplier Portal 
and decide the type of access you would like them to have by assigning roles. A definition of each role is 
provided. 

For a Contact to be able to access the Supplier Portal you must click Yes, this contact required a user 
account. 

When Request User Account is selected, the system will automatically assign all roles to the contact. 
Allocating and changing roles for a contact is an optional requirement. 

7. To remove a Role, untick the box. 

8. Repeat this process unit the only Roles left are the ones you are requesting access to. 

9. Click Save/Continue to move to Step 3. 

7 Step 3 Register Supplier: Addresses  

10. Enter country of business, business address, contact number/s and email address 
11. Select address purpose. You can select as many as you like. 
Tip: Receive Purchase Orders should be selected so that purchase orders can br created. 

Recevie Payments should be selected so that remittance notices can be provided. 

Bid on RFQ’s should be selected so that the supplier can respond to negotiations, RFQS or 
Bids. 

12. Align a contact to an address. Do this by selecting/ticking the appropriate contact person 
13. Click Save/Continue to move to Step 4. 

Multiple business addresses can be entered by clicking on + Add Another Address 
Notes: Each Address Name can only be used once. Multiple contacts at the same location 
need to have a unique Address Name – Consider using numbers after the Address Name such 
as Port Macquarie 1. 

 

12 

13 
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8  Step 4 Register Supplier: Business Classifications  
Business Classification assists Essential Energy in understanding the makeup of its supplier base, 
based on the style of the company. Suppliers can select one or many from the drop-down list.  

14. Select a Classification 
15. Enter any relevant corresponding details (optional) 
16. Click Save/Continue to move to Step 5. 

 

 

 
 
 

14 

15 

16 
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Definitions of Business Classifications  
 
Classification  Definition  

Small business 1-19 FTE  Business that employs 1-19 FTE's  

Medium business 20-199 FTE  Business that employs 20-199 FTE's  

Regional NSW supplier outside Sydney  
Business of any size with a registered business address in regional 
NSW as per LGA listing  

Australian business-head office and 
operation in Australia   

Business whose organisation is primarily based within Australia (may 
or may not have offices / operations overseas and may or may not 
export goods internationally)  

Wholly International business- 100% 
operation outside Australia  Business whose organisation is wholly outside of Australia  

Multinational Head office offshore  Business with a head office outside of Australia  

Aboriginal and Torres Strait Islander owned / 
registered organisation  

Aboriginal and / or Torres Strait Islander owned business as registered 
with either NSW Indigenous Chamber of Commerce, Supply Nation 
and/or is a member of the First Australians Chamber of Commerce 
and Industry  

Significant Aboriginal and Torres Strait 
Islander employer ≥50% FTE  

Business whose workforce includes ≥50% Aboriginal/Torres Strait 
Islander personnel  

Disability business ≥50% disability 
personnel  Business whose workforce includes ≥50% personnel with disability  

Products fully manufactured in Australia  
Business whose entire supply chain and manufacture are within 
Australia  

Australian Made substantially transformed in 
Australia  

Business whose product/s undergo their last substantial transformation 
within Australia  

Green business with minimal enviro/waste 
impact  

Business which provides evidence substantiating that it operates with 
minimal environmental impact and producing minimal waste  

Government Dept/Agency/SOC  A government department, agency or State-Owned Corporation  
Business with disaster preparedness / 
financial sustainability plan  

Business which provides substantiating evidence supporting their 
disaster preparedness and economic sustainability  

Accredited/Contracted Service provider  Accredited Service Provider (this is needed to save licencing)  

Business with programs to uplift community / 
environment / culture  

Business with active ongoing targeted Corporate Social Responsibility 
(CSR) programs supporting marginalised or disadvantaged people, 
environment, culture, or socio-economic strengthening of community.  

 

9 Step 5 Register Supplier: Bank Accounts  

Company banking details are required so that payments can be processed in a timely manner following 
the provision of goods/services and the submission of an invoice.  

17. Select the Country 
18. Enter BSB number with no spaces and select the BSB and branch location when it appears. 

When you select the BSB and location, this will automatically populate the bank branch field. 
19. Enter banks account number with no spaces or special characters 
20. Enter Account holder name 
21. Click Save/Continue to move to Step 6. 
Note: If the Bank and BSB you require do not appear in the drop down options, Save your 
registration and email suppliers@essentialenegery.com.au for assistance. 

If an Error message appears on this page refer to Troubleshooting on page 12 of this guide. 

mailto:suppliers@essentialenegery.com.au
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10 Step 6 Register Supplier: Products and Services  

Products and Services allows a supplier to identify for Essential Energy which goods/services they can 
provide. This information is used when a Negotiation is being prepared. You can select a high level, 
such as Corporate Services, or navigate lower to be more specific such as Labour Services, Training 
Facilitation etc.  

22. Tick the relevant Category name for a High Level option OR 
23. To view and choose lower level and more specific Categories, click the arrow and continue 

opening new categories. 
24. Click Save/Continue to move to Step 7 
Tip: Multiple Products and Services can be selected. There is no limit. 

 
 

11 Step 7 Register Supplier: Questionnaire  

Supplier questionnaires need to answered before submitting your registration. ALL questions are 
required to be answered. 

25. Submit a response to all questions and follow related prompts. 
26. When finished, click Save and Submit. 

22 
23 

24 
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12 A confirmation message will appear; click Save to close the confirmation message.  

 
At this point, your submission will be automatically received by Essential Energy for consideration. 

 

13 Next Steps  

Upon acceptance of your registration, you will receive a series of emails from Essential Energy’s Oracle 
Fusion Application providing access to the Supplier Portal. 

These emails will: 

• Ask you to create a password, comprising a minimum of 8 characters, including a combination 
of upper and lower case; 

• Confirming your User ID; 

• Providing a link to the Oracle login page. 

Should Essential Energy have any questions about your submission, emails will be sent to the FIRST 
Administrative Contact listed in the registration. 

Note: Suppliers are solely responsible for maintaining the accuracy and currency of their organisational 
information stored in Essential Energy’s Oracle system. Suppliers must ensure Essential Energy has 
their latest business particulars on file by regularly logging into Essential Energy’s Oracle system and 
recording any changes. Essential Energy may rely upon any information of a Supplier stored in its 
Oracle system. To the maximum extent permitted by law, Essential Energy will not be liable for, or in 
respect of, any loss or damage suffered by any person or entity (including a supplier) arising from any 

26 

25 
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supplier information that is not accurate, valid or up-to-date, and each supplier indemnifies Essential 
Energy from and against all claims, demands, actions, and proceedings brought against Essential 
Energy arising out of or in any way related to the supplier’s failure to maintain the accuracy and currency 
of its information held by Essential Energy. 

Need more help? Questions?  

Please contact the Procurement Operations team by email to suppliers@essentialenergy.com.au Be 
sure to include your name, company name and phone number so we can contact you directly. 

 Troubleshooting  

 Error message – ABN incorrect  
Meaning - The ABN which has been entered is not valid. Please check the numbers, ensuring there are 
no spaces and amend.  

 

 Error message – Duplicate registration existing active record  
Meaning - The ABN is associated with an existing active supplier record. 

 

 Error message – Duplicate registration pending acceptance  
Meaning - The ABN in the registration is associated with another registration request which is pending 
acceptance. 

 

 Error message – Missing bank and branch details  
Meaning – Bank and Branch are mandatory fields for Australian bank accounts  

mailto:suppliers@essentialenergy.com.au
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