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How to register

Step 1
Visit the QRIDA portal at www.applyonline.grida.gld.gov.au

ﬁQuunsland Government Contact Help

_'C_idéensland Rural and Industry Development Authority

O Remember me

Login

Step 2

Click ‘Register’ at the top of the Login box or follow this link:
applyonline.grida.gld.gov.au/auth/register

Register Forgot password

Password *

[ Remember me
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Step 3

Fill in your name, email and nominate a password on the Portal Registration screen and select
‘Register’ when finished.

Login Register Forgot password

Given name(s) *

Surname *

O tmail”

Confirm email *

0 Password *

Confirm password *

Register

Password Requirements:

Step 4

10 characters long

At least (1) uppercase letter

At least (1) lowercase letter

At least (1) number

At least (1) special character (example: ! @ # $)

After filling in the above details and clicking “Register”, you will receive a message saying your
email address will need to be validated prior to logging in.

Thanks!

An email has been sent to your inbox with instructions to validate
this account before you can login.
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Step 5

Log into your email account and find the verification email. It will most likely be in your inbox. The
email will be from noreply@messages.qgrida.gld.gov.au and will look like the below:

Queensliand Rural and Industry Development Authority

Loan & Grant
Portal Notification

Please validate your email address

Hi Test,

Thanks for registering an account with the Queensland Rural and Industry
Development Authority Loan & Grant portal. To complete your registration

process, please follow the link below to validate your email address. You will
then be taken to the login page, so you can start your application process.

To validate your account

If this doesn't work for you, or if you have any issues please contact us on
Freecall 1800 623 946.

Kind Regards,
Queensland Rural and Industry Development Authority

If you are unable to find this email in your inbox, check your junk or spam folders.

Some email providers may mark the email as junk meaning it won’t appear in your inbox. If you
have used a work email as your username, but have not received a validation email, there may be
filtering in place preventing it from being delivered to your inbox. You will need to contact your IT
administrator for assistance before contacting QRIDA.

You can also log into the portal with the email and password of the account to request the email be
resent. If you need to, click the ‘Resend Email’ button

Only one validation email can be re-sent in a 5-minute window.

Your email still requires validation

You won't be able to login until vou validate vour email address. If yvou didn’t
receive the validation email that was sent [and it's not in your spam folder),
please click the button below to resend it.

Resend email

Only the portal user can validate their email address. If the validation email has not arrived in your
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inbox after the above troubleshooting, please attempt to register with an alternative email address.

Step 6

Click on the link in the email: To validate your account ‘click here’. Once you have clicked the link, a
new page will open with the portal. You may need to log-in with your username (email address) and
password again..

To validate your account

You will see the following page. This page will allow you to see all your current applications. As a
new user you won't have any yet.

Applications  Portaluserdetails  Profile management

Home > Applications

Applications

There are no applications.

Disclaimer Privacy Righttoinformation Accessibility JobsinQueensland Government Other Languages

© The State of Queenstand - Queensiand Rura!l and Industry Development Authority 2010 - 2021

Queensland Government

portal v2.32.209
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Creating a profile

Step 1
Click the orange “Start New Application” button on the right-hand side of the page.

Applications Portal user details  Profile management

Home > Applications
Applications [ st oo sptcation |
. . g Q
There are no applications.
Step 2

On the New Application Screen, you will see a selection of schemes open for online application.
Choose the scheme you wish to apply for by clicking on the associated tile.

Note: the actual applications that appear on the portal may be different than in this instruction
manual as current programs change.

Applications Portal user details Profile management

Home > Applications > New application

New application

This portal currently only offers 2 small subset of our applications for completion online. For details of the other loans, grants and rebates availzble through
Queensiand Rural and Industry Development Authority, please visit our website at www.arida.gld.gov.au

To start, select an application from the options below:
24 4 @ 4
Tourism Business Professional Work in Paradise Southern Queensland Severe TC Niran - Disaster Recovery

Advice Rebate Weather - Disaster Recovery Grants - Primary Producer
Grants - Primary Producer

74 74 74 4

Back to Work in Agriculture COVID-19 Daintree Area COVID-19 Small Business Carbon Farming Advice Rebate
Incentive Scheme Scheme Adaption Grants - Regional -Approved Advisers
Queensland
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Step 3

A message will appear asking you to create a profile. Click ‘Create New Profile’ to be taken to the
Profile Management page.

Profile

Please Create 2 profile
Aprofile will record personal/business details for the entity applying for assistance.

Take ma back Create new Profile

Creating a profile allows you to record your basic applicant details such as:

e Name/s
e Legal structure (e.g. Sole Trader, Company, Trust)
e Address

e Contact details (phone number and email address).

This allows you to use the portal without having to re-enter these details each time you may
wish to apply for various programs. You may re-use a profile multiple times, and you can also
develop new profiles as required.

If you own more than one business, you must make a new profile for each one applying.

For example, if you own two companies, you will need to make a profile for each of the two
companies if they are both submitting applications.

Step 4

You will be taken to create a profile. Name the profile and fill out the required information. The
profile name can be anything but is most useful when it describes you as the applicant. For
example, if you are applying as a partnership entity, you may use the names of the partners. The
rest of the profile information is basic applicant details. See on page 8.
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Applications Portal user detalls  Profile management

Moms Prafile managerment Creste new profile
New profile

A profile il record personzl business cessiis for the entity soplying for assistsnce. These Setsils should Se recardes in the name of the spplicsmtoaly. i
you intens onsubmtting multicle applications under yaraus entity names, 3 separste orofie shau'd be created foresch

Profile

Profile entity information
Enzey tyee' O
() Indivicasiis;

() Scieiraser

Compasy
Trust
) Partnership

Nor-Frofe

Profile contact details

Step 5

Click ‘Save’ in the bottom right hand corner of the page to save your profile.

Step 6

Once you have completed your profile, a message box will appear asking whether you wish to
continue with the application for the program you selected.

Clicking ‘Create Application’ will return you directly to the application form. (Refer page 13)

@

Use New Profile?

ere creating an applicat

or: Work in

th this profile?

It looks like you w

Paradise. Do you want to create an application

| No ][ Create Application I
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Creating multiple profiles

If you are not applying using multiple profiles, you may skip these steps and proceed directly to the
next section, ‘Starting Your Application’. If you are only submitting an application on behalf of one
business, you do not need to create multiple profiles.

Step 1

If you need to create several profiles, you may navigate back to the Profile Management tab at the
top of the screen and create a new profile by clicking ‘Create New Profile’ as required.

Applications Portal user details ~ Profile management

Home > Profile management

Profile management
Profile name Actions
Self Edit Delete

*To start a new application, return to the applications tab.

Multiple profiles are required if you as the portal user own multiple businesses (i.e. with different
ABNSs) and intend to lodge more than one application.

Once you have created all the profiles required, you may save and begin your applications.

Step 2

Click the ‘Applications’ heading at the top of the screen to navigate back to the tile selection page.
Click ‘Start New Application’ same as before.

Applications Portal user details Profile management

Home > Applications
Applications
Search By v Keywords, 1Ds. etc Q

There are no applications.
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Step 3

This time, when you click on the scheme you wish to apply for, you will be prompted to choose a
profile to make the application.

Use the dropdown menu to choose your preferred profile and click ‘Create new application’ on this
box.

Profile

The details saved in this profile will be linked directly to your
application and recorded as the entity applying for assistance.

Please select 3 profile or
click here to create a new one.

Selectaprofile

Create new application

Last updated 13/07/2021 10
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Starting your application

Step 1

The application form will open, and you will be able to fill it out to apply. You will also be able to see
which profile you are using, at the top of the form.

Applications Portai user detalls Profile management

—=re > Apglicstisns > ID&5919 Edit application - Tourism Business Professions| Advice Rebate

Tourism Business Professional Advice

Rebate
You are using profile Self

Details

@i Queensland Government

Tourism Business Professional
Advice Rebate

o
Overview

The Tourzm Business Professicasl Advice Redate Schame will orovide an eligibie businress in 3 tourism industry in Queensiand with 3 rabate for
srofessions! Bnancial legal 3nd’or human ressurce advice that has been severely financially impactes as 3 result of COVID-19
Instructions

Applicants should provice 3ny previous QRIDA client 1D if soplicable

Applications must be made in accordance with Scheme Zuidelines anc thase instructons.

Fill in each question, following the directional text as required.

When you navigate to the next page using the button at the end of the page, the information you
entered will be automatically saved.

All required fields must be filled in on a page in order to proceed and

select the ‘Next’ button.
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To save and return to the application later

1. Click the ‘Next’ or ‘Previous’ button on a page to save the information you entered
2. Once you successfully navigate pages, you can close the browser window

3. To return to an application, log back into the QRIDA portal

4. You will see in-progress applications on your Applications page in Draft status

5. Click ‘Edit’ next to the Draft application to continue to fill it in.

Applications Portal user details Profile management

Home > Applications
Applications
Search By v Keywords, IDs, etc Q

Application Profile Submission date

Draft Tourism Business Professional Advice Rebate (#65899) Self Not yet submitted. Edit Delete

sage 25 -

If you are unable to continue through the form, check whether there are any errors in the fields
above, as some questions may show error messages.

Submitting your application

When you reach the end of the last page on the application form, you will need

to click the ‘Complete’ or ‘Submit’ button

Once you click this button, a message confirming you have submitted will appear.

©

Your application has been

submitted.

oK

At this point, your application will move through a process to be assessed by the team.
Once an application has been submitted it cannot be edited. If you have made a mistake on your

Last updated 13/07/2021 12



Queensland

Queensland Rural and Industry Development Authority Government

application form, do not withdraw it. Contact QRIDA for further assistance at Freecall 1800 623 946
or contact_us@gqrida.gld.gov.au .

Withdrawing your application

If you need to withdraw your application after you have submitted it, you may do so by logging into
the portal, finding your application on the “Applications” tab, and selecting the “withdraw” button.

Please note, once an application is withdrawn, it cannot be re-instated.

Last updated 13/07/2021 13
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Application status changes

Each application on the ‘Applications’ page will have a status that changes depending
on where your application is in the process. Received

Applications in ‘Draft’ status are applications you have not yet submitted and may be

edited until you do submit. praft

‘Received’ applications are ones which have been submitted and are currently with QRIDA to be
picked up for assessment.

Applications in ‘In Progress’ status are currently being assessed, and once assessment is
completed, the status will then further update to reflect the decision depending on the outcome of
the application.

You may check back at any time to view the status of your application(s).

If you require further information regarding the application process or any of our programs or
services, you can call QRIDA on Freecall 1800 623 946.
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Uploading additional documents after submitting

Step 1

Navigate to the applications page and find the application you wish to upload associated
documents under. Note the ‘Upload Document’ option under ‘Actions’

Applications

Search By v Keywaords, IDs. etc. Q

Submission

Status Application Actions
date

Upload document

Pocaivad Tourism Business Professional Advice Rebate Self Jul2.2021

( 17)
L0357 Withdraw

Step 2

Select ‘Upload Document’ and you will be presented with the following upload option:

Upload documentation to this
application
ing documentation required to assist

pment Authority in

J Choose files | No file chosen

l Take me back l [ Upload Document

Step 3

Select ‘Choose Files’ and select a file from your file system to upload. You can hold the Ctrl key on

your keyboard (or command if using a mac) to select multiple files.

Step 4

Once the files have been chosen, select the “Upload Document” button you will see the
followingsuccess message:

Last updated 13/07/2021
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©

Document submitted!

You submitted the document to this application.

=]

If you upload a document that is not accepted, the following message will appear.

Documents uploaded using this method will be available to an assessor assessing your application,
along with all other documents you have uploaded.

>

Error

File extension is not valid or file is too big {max size is 50Mb).
Combined file size must not exceed 100Mb

Individual attachment file sizes may not exceed 50 MB, and the total maximum size of all files may
not exceed 100 MB.

Accepted file types are:
e Word docs (e.g. .doc, .docx,
e PDFs
e Spreadsheets excluding macros (e.g. .xIs, .xIsx, .csv)
e Plain text files

e Images (.png, .jpeg, .gif).
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