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Purpose

This guide serves as a comprehensive reference for internal staff wishing to understand how the 
AV Connect Portal works for external stakeholders and can be used as a baseline to assist in 
customer calls and issues and serves as an essential resource for new team members.

While it is designed for internal consumption the contents could be used for external messaging 
by internal staff to support their customers.

Ownership: Biosecurity Services Centre

Update Process:  Since the completion of hypercare, feedback has been incorporated into the 
document and this is the 'final’ version.

As the AV Connect Portal continues to evolve, the responsibility for updates lies with the 
Biosecurity Services Centre team, unless a technical release results in wholesale changes. In the 
event of large changes, BAS IT will provide an update of the latest version held by the 
Biosecurity Services Centre.
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1. Create an Account
2. Add a Token
3. My Applications
4. My Records
5. My Businesses
6. Add Roles
7. My Profile
8. Apply for ACUP
9. Apply for PCRL
10. Apply for AAOL
11. Renew or add Endorsement
12. Audit Trail
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Create an 
account
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CREATE AN ACCOUNT

Applicant will go 
to the AV 
Connect website 
and click “Create 
an account”
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Add all details 
agreeing to 
Privacy Policy 
and Conditions 
of Use

Confirm you are 
a human and 
select register

CREATE AN ACCOUNT
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Email will be sent 
to the email 
address that 
includes a 
verification code

The Code will 
remain active for 
10 minutes

CREATE AN ACCOUNT
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Login to your 
account using 
your email and 
password

CREATE AN ACCOUNT
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You will be asked 
to enter a 
verification code.

Use the code 
from the email 
account and hit 
verify

CREATE AN ACCOUNT
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A notification will 
be received 
confirming the 
account has 
been verified and 
advising you to 
login to the 
system

CREATE AN ACCOUNT
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CREATE AN ACCOUNT

Return to login 
screen and Log 
in again
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CREATE AN ACCOUNT

You will need to 
complete your 
profile
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CREATE AN ACCOUNT

Login again to 
complete the 
profile 

Update profile 
details
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WELCOME SCREEN

Use your mouse 
to hover over 
the left-hand 
menu bar 

Toggle between 
the icons to 
select your item  
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ADD A TOKEN
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Add a token

Return to login 
screen and Log 
in again
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Add a token

Enter your 
personal details.

Note: a warning 
message appears 
as a reminder that 
a token is required 
to connect 
previous 
authorities

First name, Surname and 
DOB must match to the 
existing account, otherwise 
the token will not work
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Add a token

For tokens that 
have been 
received in the 
mail, tick the 
box to add your 
token ID (found 
on the renewal 
letter)

Enter Token ID 
and Validate 

Confirm Permit 
ID is correct and 
check box to 
proceed



OFFICIAL

Add a token

You will be 
redirected back 
to the Welcome 
screen
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Add a token

From the My 
Records tab, you 
can confirm the 
Permit ID from 
earlier screen 
shot, and if this is 
a match, hit 
“Connect to 
existing 
authorities”
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My applications
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MY APPLICATIONS

Click My 
Applications

Click on top 
menu bar to 
view the status 
of applications 



OFFICIAL

APPLICANT DETAILS

Check all details 
are correct and 
update in My 
Profile
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My records
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MY RECORDS

Click My 
Records

You can view 
status of all 
authorities



OFFICIAL

MY RECORDS

You can also 
view the history 
of all records 
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MY BUSINESSES

If you are applying for an Agriculture Aircraft Operated Licence 
(AAOL) on behalf of a business, the applicant will need to register the 
business first.
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MY BUSINESSES

Select My 
Businesses

You can view 
and add 
Businesses here
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MY BUSINESSES – Add_by_ABN or ACN

Search by ABN 
will return the 
specific 
business details

Enter business 
email and 
business phone

Read and tick 
declaration and 
hit Submit

Note: This is a legal 
declaration confirming 
authorisation of the business

The declaration details will 
update to reflect a business or 
partnership accordingly
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MY BUSINESSES – Add by name

Search by 
Business Name 
and select 
entity
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MY BUSINESSES – ACN only

• If you do not 
have an ABN, 
you MUST have 
an ACN to 
proceed
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MY BUSINESSES – ACN only

Select yes to 
registering with 
ACN and not an 
ABN

Enter all details 
as well as 
declaration 
before hitting 
submit

If a business has an ACN only, 
then a case will be created for 
the Assessment officer to 
manually verify against the ASIC 
register.
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MY BUSINESSES – confirmation

You will receive 
a confirmation 
message  

Once approved, 
your business 
will appear in 
the My Business 
List
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ADD A ROLE

If you are applying on behalf of a business, you will need to add a person to associate with the 
business and specify which roles employees are approved to have within the business.

There are 3 roles in Agriculture Victoria Connect:

1. Administrator: An Administrator can manage all aspects of the business record and will 
have full access and editing capability of the business records and profile. An 
administrator will receive Administrator Notifications to approve changes to the business 
record or the roles of users associated with the business, and it is their responsibility to 
ensure the business profile remains up-to-date.

2.  Applicant: The Applicant role is required for individuals who are authorised to apply, 
renew or endorse licences or permits on behalf of the business. This role on its own does 
not allow the user to modify the business profile.

1.  Associate: This is a default role given to all people who create a profile in Agriculture 
Victoria Connect. It will allow a user to view business profile information but with no editing 
capability.
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ADD A ROLE

On the business 
details page, 
the first person 
to add the 
Business 
becomes the 
'Administrator' 
by default.

On the business 
details page 
you can select 
manage 
associations, to 
add a person to 
your business
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ADD A ROLE

Select 
“Associate 
Person” 

To enable the 
applicant to 
apply for a 
licence or permit, 
they need to be 
added as an 
“Applicant” 
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ADD A ROLE

The most recent 
role will include 
confirmation of 
“Added”
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ADD A ROLE 

Once the role 
has been 
assigned as an 
“applicant” the 
business will  
appear in the 
drop-down list

For AAOL applications, 
the applicant can now 
continue the 
application, on behalf 
of a business.
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My profile



OFFICIAL

MY PROFILE – Change password

Select My Profile

All personal 
details are 
viewed and 
updated here
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Apply for Agricultural 
Chemical User Permit 
(ACUP)
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WELCOME SCREEN (ACUP Application)

Select 
Agricultural 
Chemical User 
Permit 
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AGRICULTURE CHEMICAL USER PERMIT (ACUP)

Check all details 
are correct and 
use the My 
Profile section 
to update



OFFICIAL

AGRICULTURE CHEMICAL USER PERMIT (ACUP)

Select which 
ACUP you want 
to apply for

After selecting 
Standard, other 
options (1080 
and PAPP and 
Pindone 
concentrate) 
are enabled 

Select “Start” to proceed 
noting the fee amount and 
licence period notification
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ACUP – QUALIFICATIONS 

Enter the 
AusChem 
registration 
number as 
evidence for 
your authority

Otherwise 
attach a file 
containing 
evidence of 
qualifications
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ACUP – SUITABILITY

If you click "Yes" 
to having a 
prior conviction 
in the last 10 
years, you will 
be asked for 
more 
information and 
be given the 
option to attach 
any relevant 
documents
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ACUP – REVIEW 

Expand each 
section to 
review 
application 
details.

Once reviewed, 
check box to 
declare that all 
details provided 
are true and 
correct.

Hit Continue.
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ACUP – PAYMENTS

Review fees, 
noting that they 
are and non-
refundable

Hit proceed to 
payment
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ACUP – PAYMENTS

Enter payment 
details
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ACUP – PAYMENTS

Enter payment 
details

Confirm payment 
details
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ACUP – PAYMENTS

Notification 
message will 
appear with the 
application 
reference ID



OFFICIAL

ACUP 

Application will 
appear “In-
Progress” under 
My Applications 
tab
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Apply for Pilot Chemical 
(Chemical Rating) 
Licence (PCRL)
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WELCOME SCREEN (PCRL Application)

Select Pilot 
(Chemical Rating) 
Licence
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PCRL – CHECKLIST (Manned)

Select which 
endorsement 
you require, and 
the checklist will 
appear

Select “Start” to proceed 
noting the fee amount and 
licence period notification
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PCRL - CHECKLIST

If you do not 
complete the 
checklist, an 
error message 
will appear
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PCRL – CHECKLIST (Remote)If you select a 
Remotely Piloted 
Licence only, an 
alternate 
checklist will 
appear to 
confirm if you 
have a Spraysafe 
credentials

Select “Start” to proceed 
noting the fee amount and 
licence period notification

If no is selected, 
you will be asked 
to confirm 
completion of 
the Agvet course 
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PCRL – CHECKLIST (Combined)
If you select both 
licences, a 
combined 
checklist will 
appear

Select “Start” to proceed 
noting the fee amount and 
licence period notification

If no is selected, 
you will be asked 
to confirm 
completion of the 
Agvet course 
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PCRL – QUALIFICATIONS 
Enter the 
AusChem 
registration 
number as 
evidence of your 
authority.

AusChem 
addresses 
AHCCHM307 and 
AHCCHM304. 

If there are other 
qualifications, 
then applicant 
cannot proceed 
without 
providing 
additional 
documents.



OFFICIAL

PCRL – SUITABILITY

If you select 
"Yes" to having 
a prior 
conviction in 
the last 10 
years, you will 
be asked for 
more 
information and 
be given the 
option to attach 
any relevant 
documents
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PCRL – DECLARATIONS

Expand each 
section to 
review 
application 
details.

Check boxes to 
declare that all 
details provided 
are true and 
correct.
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PCRL – PAYMENT

Review fees and 
time period of 
valid licence
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PCRL – PAYMENTS

Enter payment 
details

Confirm payment 
details
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PCRL – APPLICATION ID

A notification will 
appear 
confirming your 
submission and 
the Application ID

A copy of the 
correspondence 
will also be 
emailed to the 
applicant
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PCRL – STATUS

Once submitted 
the application will 
sit “In-Progress” of 
“My Applications” 

Once approved, 
it will appear in 
the Completed 
section 
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Apply Agricultural 
Aircraft Operator Licence 
(AAOL)
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WELCOME SCREEN (AAOL Application)

Select 
Agricultural 
Aircraft Operator 
Licence
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WELCOME SCREEN (AAOL Application)

When applying 
on behalf of a 
business, you 
need to add the 
business first, 
and be 
assigned the 
correct role.  

See “My 
Business Slides”
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AAOL – CHECKLIST (Manned)

If applying on 
behalf of a 
business, select 
the Business 
Entity name from 
the dropdown box

If a Spraysafe 
accreditation has 
not been obtained, 
an alternate 
question will 
appear confirming 
an equivalent 
assessment in the 
last 3 years
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AAOL – CHECKLIST (Manned)

The ready to 
proceed 
notification will 
appear with the 
fee and time 
period of licence
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AAOL – CHECKLIST (Remote)

If the applicant 
does NOT hold the 
required 
certificates, they 
must confirm they 
are applying for 
an exemption

Hit start to continue to 
the next screen

Select Remotely 
Piloted Aircraft

Applicant must 
confirm aircraft is less 
than 150kg
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AAOL – QUALIFICATIONS

Attach the 
relevant 
qualifications 
and hit continue
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AAOL – SUITABILITY

If you select 
"Yes" to having 
a prior 
conviction in 
the last 10 
years, you will 
be asked for 
more 
information and 
be given the 
option to attach 
any relevant 
documents
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AAOL – DECLARATIONS

Review 
application 
details and check 
the boxes to 
declare that all 
details provided 
are true and 
correct
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AAOL – DECLARATIONS

Review fees and 
time period of 
valid licence

Hit submit to complete 
your application
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AAOL – PAYMENTS

Enter payment 
details and hit 
next

A confirmation 
notification will 
appear with 
application 
reference 
number 
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AAOL – PAYMENT

Payment details 
and 
Correspondence 
will be captured 

A copy of the correspondence will 
also be emailed to the applicant
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AAOL – STATUS

Once submitted 
the application will 
sit “In-Progress” of 
“My Applications” 

Once approved, 
it will appear in 
the Completed 
section 
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Respond to RFI
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RESPOND TO RFI

Any applications 
that are waiting 
for RFI response, 
will appear under 
“Information 
Required” section.

Click on ID to open application
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RESPOND TO RFI

Update comments 
field and attach 
documentation, 
before hitting 
Submit

Notification will 
appear advising 
outcome in 2-5 
days
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Renew or add 
endorsements
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RENEW OR ADD ENDORSEMENT

There's two paths:
1) Create an account
2) Update profile
3) Enter token

OR

1)    Account already created
2) Go to my Records
3) Connect to existing authorities
4) Enter token
5) Then:
6) Click on the authority in the connected 

authorities list
7) Action menu
8) Renew or Add endorsement
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RENEWAL REMINDERS 

 Renewal Notifications are sent out 60 days before expiry. 
• This is BOTH via email and letter (for migrated permits/licences)

 Then a Reminder goes out 15 days before expiry. 
• This applies to email ONLY 

 A Notice of Expiry goes out on the day after expiry. 
• This applies to email ONLY 
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AUDIT TRAIL

Version No. Date Update Description Who

01 11.01.24 1st draft completed Joanne Baldwin

02 15.01.24 Review and updates provided Avneesh Rupal

03 15.01.24 Updates provided Nicole Olsen

04 08.04.24 Updated with Add/Remove Roles Joanne Baldwin

05 22.04.24 Revised old screen shots, Added payments, and 
Add a token

Joanne Baldwin

06 23.04.24 Review and updates provided Avneesh Rupal

07 24.04.24 Updated ACUP and PCRL, Payments, Revised 
screens shots

Joanne Baldwin

08 22.05.24 Added Renewals process and Reminder’s 
schedule (reviewed by Damien)

Joanne Baldwin

09 23.05.24 Formally handover manual to BSC for future 
updates and management

Joanne Baldwin
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AV CONNECT ACTORS - EXTERNAL
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AV CONNECT ACTORS - EXTERNAL


