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[bookmark: _Toc146726895]Introduction
If you are registered in eBusiness, you will need to add the My Agency application to your account.
Users can register to access My Agency if they are:
A staff member of one of the agencies funded by the Department of Families, Fairness and Housing (DFFH), Department of Health (DH), the Department of Education (DE) or the Adult Community and Further Education Board (ACFE), collectively known as ‘the Departments’, or
A member of the board or committee of management of one of the agencies funded by the Departments

Registering for My Agency will provide users with access to the following agency specific information:
Service agreements and variations
Funding and payments information
Performance targets
Service standards and guidelines
Data collection requirements
Program data reports
Financial accountability requirements
[bookmark: _Toc10813836][bookmark: _Toc146726896]Adding My Agency to an existing eBusiness account
1. [bookmark: _Toc256778633]Go to https://eus.webapp.dhs.vic.gov.au/EUSPortal/ to access the eBusiness Login page and enter your username and password. Click the Login button.

Note: you must tick the check box stating you have read, understood and agree to abide by the Conditions of Use and Monitoring of Computer Services to proceed.  Please ensure that you have read and understood them.  A copy can be found by selecting the Conditions of Use or Monitoring of Computer Services tabs at the top of the screen.
[image: A screenshot of the eBusiness log in page]
Figure 2 Screenshot of eBusiness login page
2. The eBusiness portal screen displays. Select Additional application access.  
[image: A screenshot of eBusiness portal with  a red box around the Additional Application Access menu ]
Figure 3: A screenshot of eBusiness portal with a red box around the Additional Application Access menu
3. The Request additional application access screen displays.
If you are a member of more than one organisation, please select the organisation that relates to the application request. If you are a member of one organisation only, the organisation will be selected automatically. 


4. From the Application catalogue, scroll down and select Funded Agency Channel – My Agency (1.0.0). Click the Apply button.
[image: screenshot of the Request additional application access screen with red boxes around the Sample agency name, Funded Agency Channel - My Agency (1.0.0) and the Apply button]
Figure 4: screenshot of the Request additional application access screen with red boxes around the Sample agency name, Funded Agency Channel - My Agency (1.0.0) and the Apply button
5. The Select application roles screen displays. Tick the application roles checkbox. Click the Apply button.
[image: screenshot of the Select application roles screen with a red box around the checkbox and the Apply button]
Figure 5: screenshot of the Select application roles screen with a red box around the checkbox and the Apply button


6. Acknowledgement of your application request displays.
[image: Screenshot of the request confirmation. ]
Figure 6: Screenshot of the request confirmation.
[bookmark: _Toc146726897]Post Registration
The Organisation Authority (OA) will receive an automated email from eBusiness to authorise their staff member’s request. 
The OA should log directly into their eBusiness account and access the Enterprise User Service application to validate eBusiness/application requests. 
It is the organisation’s responsibility to advise eBusiness if an OA has left the organisation and to designate a new OA. 
If approved, your request will then be forwarded to the Application Administrator (Funded Agency Channel) to grant access and register the user.  
[bookmark: _Toc11932250][bookmark: _Toc11932330][bookmark: _Toc146726898]Help
If you experience any difficulties with adding an application to an existing eBusiness account, please contact the eBusiness helpdesk on 1300 799 470. Select option 1, then option 4. 


	[bookmark: _Toc483575245]To receive this publication in another format, email: the Funded Agency Channel <fac@dffh.vic.gov.au>  
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