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1 Login

To log in, go to FEG IP Online. It is recommended the above link is bookmarked (ie: add to Favourites), or that
insolvency practitioners (IPs) navigate to the Information for Insolvency Practitioner section of the page Fair
Entitlements Guarantee to access FEG IP Online in future instances.

The landing page provides basic information about FEG, how the Department of Employment and Workplace
Relations (department) and IPs interact in administering FEG claims and contact details for the department.

1.1 Landing page

Department of Employment and Workplace Relations

1 acknowledge this system is for users authorised ta provide FEG services on behalf of their insolvency practitioner employer. | confirm that | am authorised to provide information in this system and consent to my activities being monitored
and recorded by System Administrators. | understand that providing false or misieading inf totheC s seri
prosecution.

ffence and may result in a range of administrative, civil and/or criminal sanctions. Including criminal

Welcome to FEG IP Online
G o : e e s — Corerue oog 70 1469 O
FeGI Pregramma. -
=
Need assistance

. wa SIS S ——

To log in you will need to create an Azure B2C account. This can be initiated by the system administrator for
your firm. Please note further information about account creation is available in the
User Account Management section at chapter 10.

To login to your account:
1. Click the Continue button under the Login section in the top right-hand corner.
2. Onthe Login page enter your email address and password and click Sign In.

Australian Government

" Department of Employment
and Workplace Relations

Sign in
Sign in with your email address

Please enter your Email Address

Email Address l

[ Password ]

[Forgot your password?

Sign in

Don't have an account?  Sign up now

Note: your Azure B2C account is linked across the offices you work in, once logged into the IP portal select
which profile you wish to access. See your System administrator if the profile is not displayed.

Updated: May 2025



https://fegiponline.dewr.gov.au/
https://www.dewr.gov.au/fair-entitlements-guarantee
https://www.dewr.gov.au/fair-entitlements-guarantee

2 My Dashboard

Once you have successfully logged in you will be directed to My Dashboard page.
& S =B w5 0

My Dashboard v

a
I EEES I
~

FEG contact details have changed

The Fair toa July 2020. The move has brought changes to the IP
Helpline number and FEG postal address.

Verification Spreadsheet

~ Updated

Fraud during COVID-19

The COVID-19, fraud and the FEG scheme. You can help by reporting any instances of suspected fraud,

Deed of Undertaking - Liguidation
10 Initial Questionnaire

Publizhed Date: 12/06/2020  Updated Date: 12/06/2020

FEG Practice Note #5: Transfer of Business and Transfer of Employment

FEG Practice Note #5 advises how FEG establishes whether a Transfer of Business or Transfer of Employment unfler the

Fair Work Act 2009 has occurred to determine y for a FEG advance. the icon
v ‘above and navigating to the FEG Practice Notes section.

Invoice for Services

Confirmation Report

1
1
1
Froof of Debt 1
1
1
1

Published Date: 12/03/2020  Updated Date: 12/03/2020

FEG has moved to the Attorney-General’s Department

Responsiailiy for administration of the FEG pragram and the FEG Recovery program has moved to the Atiomey-
‘General's Department. It is largely business as usual in terms of the people, systems and processes you engage wih
presently. Some critical things have changed inciuding aur ABN.

Progress  Created

Updated

v

WEESIICE

Using the drop-down options you can select to view My Dashboard or Firm Dashboard.

My Dashboard displays the following:

e tasks assigned to you and your team

e tasks you have created

e messages you have created

e messages you have sent and received

e the stage these tasks are in (overdue, new, in progress, approved)

e all active cases assigned to you and your team

e tasks assigned for approval to you and other users with the same role permission
e notice board articles.

Firm Dashboard displays the following:

e tasks assigned to your firm

e the stage these tasks are in (overdue, new, in progress, approved)

e messages created by the firm

e messages the firm has sent and received

e all active cases assigned to you and your team

e tasks assigned for approval to you and other users with the same role permission
e notice board articles.

Note: all fields within the page are dynamic allowing you to drill into specifics.

The Notice Board contains communications that are typically short-form messages. Clicking on the heading

directs the user to another tab containing the full message content.
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2.1 Navigation pane

The navigation pane is displayed in the top left of the landing page.

The navigation pane allows you to navigate directly to the following options:

The home icon takes you to My Dashboard

The case icon takes you to Manage Cases

The claim icon takes you to Manage Claims
The task icon takes you to Manage Tasks
The messaging icon takes you to Message Search
The correspondence icon takes you to Manage Correspondence
The reports icon takes you to Reports
The settings icon allows you to Manage Teams, Manage Users, manage Task Workflow and
Manage Templates
The resource centre icon takes you to the Resource Centre to view FEG related information and
guides.
Page 7
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3 Manage Cases

The Case Search page allows you to search cases assigned to your firm.

This function allows you to search by Legal name, Trading name, etc. as shown below.

Note: if a search returns no result, try leaving the Status field empty. You can use the Reset button to clear
previous search parameters.

Case Search Criteria

Legal Name

Trading
Name

ACN

ABN

Insoivency Date - (dd/MM/yyyy)

o

Assigned Select options

Users

Assigned Select options

Teams

Status Active v

Reset
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3.1 Searching for a case
To search for a case assigned to your firm:

Click the Cases Icon within the Navigation Bar

Enter the search criteria (e.g. company name, ABN etc.) within the Search Criteria
Select the Case from the Search Results by clicking the Manage button

Click the Manage button and you will be taken to the Manage Case page.

Eal S

Note: you can only view cases the department has assigned to your firm.

CaseSearch P  Manage Case

_

LngaiHama Frrprrshort o by
Tindng Mame Fapsdenen wnoy nee bt 1 ot - L ity
Frna G ooe

Crdmeey bapan L gudn oy

Emguresss 01 Cume
8

BaaEry R e 8 ]
[ P

e ey Cmsnng P (e
e, ol G e Ly

The Manage Case page displays the following:

e Case Details — provides case basic information such as the number of claims submitted, number of
employees and the date of the insolvency event. Allows you to create a task for cases where you are
assigned as the liaison.

e (Claims —displays a graph of the number of claims submitted and the claim assessment stage the claim is in

e  Tasks —displays a graph of all tasks for the case and the stage they are in

e Total Payments Made — displays a table including the amount that has been paid for each employment
entitlement type

e Case Assignment — allows you to assign a new team or user to the case from your firm

e Business Details — provides basic information about the business

e (Claims By Stage — shows a graph of how many claims are in each stage

e Questionnaires — displays a list of all questionnaires (ie: Initial Contact and Recovery) for the case, what
stage they are in and the percentage completed for each

e  (Case Attachments — contains relevant attachments to the case.

Note: some fields within the page are dynamic allowing you to drill into specific details.

The Create Task button will display if you are assigned as the liaison for the case. The button will be greyed out
do not have the relevant role permissions (System administrator or Action Tasks) assigned to your profile.
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3.2 Status of a case

A task may be in the following status:

e Active —the case will be in this status when it has been created and applicable service provider details are
entered. Cases are generally created on the receipt of the first claim

e Recovery — the task will move to this status when all claims have been processed

e (losed —the task will move to this status when all claims have been processed, no further claims are
expected and no further action is required on the case by the FEG branch.

3.3 Reassign a case

System administrators and users with Maintain Case Assignment role permissions can reassign a liaison in
FEG IP Online when a case is in the status of Active or Recovery. To unassign and replace a liaison on an Active
or Recovery case follow these steps:

3.4 Assign a new liaison

1. Select Assign Liaison in the Case Assignment panel. The pop-up box will give an option to assign the case
to an individual user
2. Select Set as Liaison.

3.5 Remove aliaison

1. Within the Case Assignment panel select Unassign next to the user you wish to remove
2. Select Unassign
3. Select Case Search to return to the tasks with the previously applied search criteria.

Note: if the user is the last remaining liaison on a case, the system will prevent the user from being
unassigned. A new liaison must be added before the last remaining liaison can be unassigned from the case.

Please see Unlinking/Deactivating users — FEG IP Online in the Resource Centre for further details.
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4 Manage Claims

The Claim Search page allows you to search through claims for a case.

A SR A=B W £ O a

Claim Search

S

Frechiams Frsthame Last Name Case Legal Name Date O Birth Caim Stage Eigibiiity Determination

Last Name.

Case Legal
Name.
Date OF Birth - (/MMy}

3

Claim

Select options
Stage

gibiicy

Determination

LT

Showing 10100541 rows | 10 records per page

4.1 Searching for a claim

To search for a claim:

1. Click the Claims icon within the Navigation Bar

Enter the search criteria (e.g. claimant’s name) within the Search Criteria
Select the claim from the Search Results using the Manage button

W

Click the Manage button and you will be taken to the Claim View page.

Note: you can only view claims for cases that are assigned to your firm.

Claim Search P Manage Claim

Atawsamreri Compiris ye— [ SRR S L -
Cove aged Hama Fogary Dararmingis et Caraper=aras

Bt e Dsagats Fas R

Bt Mg Fraparsd

Clairm Onrvisn

Cpan Type  Beterord Deie Padd Dote  Cladmanst Toted Verfled Total FPEG Totel  Pasd Todedl  Sistun Gt orrer Lt

] SR Bt e El ] 1 bt ad o R e e ]

e ALAL T

Amamep e frraloman
e Ondine Fonms Attachments

0O 00 © O
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The Manage Claim page displays the following:

Claim Progress — provides an overview of the progress of the claim

Claimant Details — provides basic information about the claim such as whether the claim is effective, claim
outcome details, and the claimant’s contact details. Allows you to create a task for a claimant where you
are assigned to the case as the liaison.

Claim Overview — provides a list of the decisions that have been made on the claim and any outcome
letters that have been sent to the claimant by the department

Tasks — shows any tasks that relate to the claim

Correspondence List — displays correspondence sent to the claimant by the department

Online Form Attachments — displays relevant attachments that the claimant has sent the department.
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5 Manage Tasks

The Task Search page allows you to create and search tasks for cases assigned to your firm.

s w=eo s

Task Search

Task Search Criteria Tasks

Case Legal
Name

Case Legal Name. Type Tesm | User v DateSent | DaeDue | Staws

i

TR Select options
27Feb2020 | 26FenZ021 | New

Status
Select options 0302019 | 070er2020 | New

Overdus “ Adhoc 19Dec2018 | 18Dec2020 | New

Date Sent - (Ga/MMyy) Creditors Reports - 1Sun2020 | 15jun2021 | New
Uiquidation

Adhoc 13Nov208 | 12Nov2021 | New
Date Due - (de/MMiyyyy)
Adhae 13May2020 | 105ep2020 | New

18un2020 | 18Jun2021 | New

Select options

0jun2020 | D4jun2021 | Mew

Select options
1602020 | 23jun2020 | New

TEpn2020 | 23jun2020 | New

.
- ¢

Showing 110 10068 rons | 10 | records per page

m > >

5.1 Creating atask for a case

System administrators and users with the ‘Action Tasks’ role permission can create a task for a case where
they are assigned as the case liaison. To create a task for a case:

1. Click the Tasks Icon within the Navigation Bar
Select the Create button in the Tasks panel
3. Complete the Create Task pop up box
a. Select a Type from the drop-down
b. Enterin a Task Name
c. Select a Case Legal Name from the drop-down. The list will display all cases where the users is
assigned as the liaison.
d. Select a Category from the drop-down

Create Task
Type* | Select options N
Task Name*
Case Legal Name * | Select options \/|
Category * | Select options vl

4. Select Create

Note: once the task has been created you can Submit, Assign or Delete the task.
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5.2 Creating atask for a claim

System administrators and users with the ‘Action Tasks’ role permission can create a task for a claimant
associated with a case where they are assigned as the case liaison. To create a task for a claimant:

Click the Tasks Icon within the Navigation Bar

Enter the search criteria (e.g. claimant’s name) within the Search Criteria
Select the claim from the Search Results using the Manage button

Click the Manage button and you will be taken to the Claim View page.
Select the Create Task button

Complete the Create Task pop up box by

AN S o

a. Selecting a Type from the drop down
b. Enteringin a Task Name
c. Selecting a Category from the drop down

Create Claimant Task

Type * | Select options v

Task Name*

Case Legal Name * | hd

. N
Claimant Name *

| Select options 4 |

Category *

7. Select Create

Note: the Case Legal Name and the Claimant Name will auto populate. Once the task has been created you can
Submit, Assign or Delete the task.

5.3 Selecting atask

You can select a task by:
e searching for a task through the Task Search page
e opening the task through the My Tasks panel on My Dashboard, Case or Claim pages.

5.4 Searching for atask

The search task function allows a user to search and filter tasks. To search for a task:
1. Click the Tasks Icon within the Navigation Bar

2. Enter the Search Criteria and select Apply

3. Select the task from the Search Results list using the Manage button.

Note: you can apply filters based on Case Legal Name, Type, Status, Date Created (Date Range), Due Date
(Date Range), Team, and User.
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Task Search P  Manage Task

Task Details Task Status History Task Instructions

Type Invoice for Services

Seatus D
Hpee Sy Once your firm hes completed providing Verification
Case Legal Name Services for the Department, you can subme your
Assigned To Frop uay 20 ” services for payment.
Claim Assessor Name s Apr 2017
Claim Assessor Phane i R ttach the Invoice for Services to this task
Status . o Suometes or 2 by selecting Create within the Task
R : e e attachments panel
- —— e
comments to this task. Select Create to
344 3 comment to the task

3 Once you are satisfied that all of the
require: ion

the Department. Only

attachments and
comments that have been submitted can be
viewsd by the De nt.
Task Attachments v portmer

Date Created Source Modified by User Actions

Once you select the Manage button in the Actions column, you will be taken to the Manage Tasks view. The
Manage Tasks page displays the following task details:

e Task Instructions — please read these instructions as the department usually provides specific instructions
for each task

e Task Details — displays details such as the types of task, status and who it is assigned to

e Task Status History — displays the history of the task

e Task Attachments — displays attachments that have been sent to you as well as attachments you have
uploaded.

e Discrepancy Data — contains a Manage Data button and displays details of the case and claimant decision
progress

e Questionnaires — displays details of the questionnaire (ie: Initial contact or Recovery) and the ability to edit
or view the questionnaire.

e Task Comments — displays comments that have been sent to you as well as comments you have sent to
the department.

e Tasks Claimants — displays the details of the claimant linked to the task (ie: claim reference number,
claimant name and date of birth).

Note: you will only see the Questionnaire panel and the Discrepancy Data panel if the task type is a
questionnaire or discrepancy report (case and claimant) respectively. Refer to the FEG Discrepancy process
help guide in the IP Resource Centre to learn more about the discrepancy task types.
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5.5 Status of task

A task may be in the following status:

e [P Created — the task will be in this status when it has been created but not submitted to the department.

e New —the task will be in this status when it is first assigned to you

e In Progress — the task will move to this status when you commence work by clicking Work on Task or
when a task submitted for approval has been rejected

Work on Task

e Submitted — the task will move to this status when you submit the task to the department
e Overdue —the task will be in this status if you do not submit the task before the due date

Status  New (OVERDUE)

e Completed — the task will be in this status if no further action is required
e Pending Approval — the task will move to this status once you have clicked Request Approval
e Approved —the task will move to this status once approved to be submitted.

5.6 Accessing questionnaires through tasks

Some tasks are questionnaire task types and in these instances the user will need to complete the
questionnaire within FEG IP Online by following these steps:

Click the Task Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button

Select Work on Task for new task to go to the questionnaire. For tasks in progress select Edit or view

P wnN PR

under the Questionnaire heading.
Refer to how to access, edit and view Questionnaires at chapter 6.
5.7 Uploading a file to a task
Some tasks require the user to complete and return documentation. To upload completed documentation:

Click the Tasks Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button

Select Create under the Task Attachments heading

Drag and drop the appropriate file or select the Upload File button to choose a file manually

owu e wDNRE

Once the attachment has successfully uploaded, select Close.

Note: you can upload multiple files to a task or documents can be dragged and dropped from the users’
desktop and local drives.
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5.8 Removing an uploaded file from a task

If you wish to remove an uploaded file from a task:

1. Click the Tasks Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button

Select the Remove button against the appropriate attachment under the Task Attachments heading

vk wnw

Select the Remove button to confirm you wish to remove the attachment.

Tash Antachemants

Fille bosmer fmETE A Azt Caste Atz
Fabthaltacet Of FIG it veb - Dt 12 ikl o FiG O Fow JU1 T

Note: once the task has been submitted to the department, attachments can no longer be removed.
5.9 Assigning atask

To assign tasks to a user, office or team for completion:

1. Click the Tasks Icon within the Navigation Bar

2. Enter the Search Criteria and select Apply

3. Select the task from the Search Results list using the Manage button

4. Select the Assign button under the Task Details heading. The pop-up box will give you the option to assign
the task to an individual user or a team under Assignment Type

5. Once you have selected the Assignment Type and User, select Assign.

5.10 Creating comments for a task

To add a comment to a task:

Task Comments

Date Created Source  Modified by User ~ Comment Actions

06 Nov 2017 FEG Please find attached the form for this case. No action is required.

06 Nov 2017 13 Hi | have attached the following documents for your review.

Click the Tasks Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button
Select Create under the Task Comments heading

Type in the comment

Once you have finished the comment select create.

IR o
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Add Comment
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Note: you can update and remove a comment you have created by clicking on the applicable button. However,
you can no longer change or remove a comment once the corresponding task has been submitted.

5.11 Deleting an IP created Task

If you wish to delete a task:

1. Click the Tasks Icon within the Navigation Bar

2. Enter the Search Criteria and select Apply

3. Select the task from the Search Results list using the Manage button

4. Select the Delete button against the appropriate attachment under the Task Attachments heading.

* Please note a task cannot be deleted after it has been submitted to the department.
5.12 Submitting a task

To submit a task:

1. Click the Task Icon within the Navigation Bar

Enter the search criteria and select Apply

Select the task from the Search Results list using the Manage button
Complete the task

vk wnb

Once the task is complete click Submit under the Task Details heading.

Note: to complete some tasks, you may need to upload a file, please refer to Uploading a file to a task at 5.5.

You can Submit an incomplete task if you require extra time to action the task or require further guidance or
clarification. Use the comments field to provide details for the department to consider the request.
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5.13 Requesting approval of a task

To request approval for a task:

1. Select Work on Task

2. Select Request Approval

3. Select who should be notified to approve the task and select Request Approval
4. The task status will change to Pending Approval.

Request Approval

Request Approval

5.14 Approving and rejecting a task

Tasks pending approval will appear under the Notice Board panel in the My Dashboard and Firm Dashboard
pages.

L ila ¥ =B w £ 0

My Dashboard ~

i e

Compliance and accuracy testing of FEG daim decisions

The Dezariment undertakes rofing com plance and accuracy testng o1 8 1anGom telecton of clawn Sec3ons 10 ssses e Departmant
o « oty &

Recovery Quezsannare 1
7 Qs racy Voy Partormance indicasse (K9Y)for FEG. Cick 0n the ik for more informasien.

Updates Dote 13712018
FEG Practice Note #2, 2018-19
4 This Practice Mote iscusses Subcause 19(b) of FEG Deea Pofl 8 Question 24 of the © sl Questonnaie

Subished Dane ZB0SI0E Updaned Date: 28092018

2 Guidance on Tax Invoices for FEG verification services

Susiohed Dane: 21022018 Updened Dote: 210272018

prvT — T Providing additional information to FEG
On oxcasions. B3 mey cencty seceonsl ot FEG caim, sty e
epartmant. This Srief i 5 8 e on how FEG deais with e #23hous e

conser e imtsrmamr 3s0-opnatey

Sutered Dare 09112017 Updaned Date: 031172017

I e i

Camant Discrepancy #eport

To approve or reject a task:

Click the Tasks Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button

Enter any further comments or upload attachments prior to Rejecting or Approving the task
Select Approve Task or Reject Task

The task status will move to Approved in My Tasks on My / Firm Dashboard.

owu kA LNRE

Note: rejecting a task will revert the status to In Progress and send an email notification to the assigned user.
The user can make necessary changes and resubmit for approval.
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Important: users including system administrators must be assigned the same role permissions as the task for

approval, e.g. if the role assigned to a discrepancy report is Approve Tasks then this permission needs to be

added to any user, in the Manage Users setting, who needs to approve this task. System administrators will

therefore need System Administrator and Approve Tasks permissions.

If the user does not have the same permission as the task, the task will not appear in the Tasks for Approval

panel on their dashboard. In addition, the user will not be able to approve the task.

5.15 Complete a task

The complete a task function allows a user to complete IP created tasks. To complete a task:

1.

2.
3.
4

Click the Tasks Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button
Select the Complete button under the Task Details heading.

Note: only IP created tasks can be completed. Once a task is completed it can no longer be used to send

comments or attachments.

Page 20



6 Questionnaires

There are two types of questionnaires: The Initial Contact, and Recovery. Completing the Recovery
guestionnaire is optional. The Initial Contact questionnaire should be completed by the due date.

6.1 Accessing questionnaires

Questionnaires are initially sent from the department to the firm as a task. Users are able to access the task
through My Dashboard or the Task Search. Questionnaires can also be accessed through Case Search.

The Questionnaire banner will display the following:

Case: Status: Last Submitted By: Last Submitted Date: (incl. Time)

6.2 Editing the questionnaire

To edit a questionnaire:

1. Click Work on Task for a new questionnaire

2. Select Edit in the Questionnaire panel for In Progress questionnaire tasks
3. From the Case page users can click on the relevant questionnaire.

Within Edit Mode the following functions are available at the bottom of the page:

e  Prev—allows user to move to the previous page of questions

e Next —allows user to move to the next page of questions

e  Print — allows user to print out the questionnaire

e Save Draft — allows user to save the questionnaire in draft without submitting to the department

e Save and Submit — allows user to save the questionnaire and submit to the department

e View Task —if the task has not been submitted to the department the user will be able to go back to view
to task and add attachments or comments.

Once the user is in the questionnaire they can navigate through the questionnaire either by using the Selection
Bar on the left hand side of the page, or clicking Next (and Prev).

Note: you must complete the mandatory questions before submitting either questionnaire. These include the
‘Agree’ checkbox at the Acknowledgements section, and Question 7 in the Initial Contact questionnaire.
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6.3 Viewing questionnaires

To view a questionnaire:

1. Click Work on Task for a New questionnaire

2. Select View in the Questionnaire panel for In Progress questionnaire tasks
3. From the Case page users can click on the relevant questionnaire.

Within View Mode the following functions are available at the buttons at the bottom of the page.

e Prev—allows user to move to the previous page of questions

e Next —allows user to move to the next page of questions

e  Edit —allows user to edit the questions

e Print —allows user to print out the questionnaire

e Submit — allows user to submit to the department

o View Task — if the task has not been submitted to the department the user will be able to go back to view
to task and add attachments or comments.

Once the user is in the questionnaire they can navigate through the questionnaire either by using the Selection

Bar on the left hand side of the page, or by clicking Next (or Prev).
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7 Verification Spreadsheet Task

FEG IP Online requires that you upload, rather than attach, the completed verification spreadsheet to the
Verification Spreadsheet task.

Note: if you attempt to attach the verification spreadsheet to the verification task, instead of uploading the
completed verification spreadsheet, you will receive the following error message and will not be able to
submit the verification spreadsheet task.

Submit

L ]

Error
An error cccurred. Please zee below for details.
Imported data has not been uploaded (without errors), and user has not opted out of providing data.

Are you sure you want to submit the task Verification Spreadsheet?

The Data Import page allows users to Upload Data or Opt Out of providing data. Click Opt Out if you are unable

to provide verification services at all or by the due date.

Data Import

Import Details

Type Verification Spreadsheet
Currently Uploaded File n/a
Import Status Not
Uploaded
Task Status In Progress

7.1 Accessing the verification spreadsheet

Verification spreadsheets are sent from the department to the firm as a task. Users are able to access the task
through My Dashboard or the Task Search. Verification spreadsheets can also be accessed through Case
Search.

Note: you can use the FEG supplied verification spreadsheet or your own spreadsheet used to verify employee
data. Refer to chapter 12 for more details.
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7.2 Uploading a completed verification spreadsheet

To edit a spreadsheet:

1. Click Work on Task

2. Select Upload Data in the Data Import page

3. Confirm the correct Template is displayed

4. Drag and Drop file or select Upload File and select the completed verification spreadsheet from the users’
desktop and local drives.

Note: if the FEG supplied verification spreadsheet is used the applicable template is ‘Default (Excel) [xIsx]’. This
template appears in the drop down box unless your firm sets an IP firm alternative template as default.

A preview of the data will appear in the Preview panel of the Data Import page.
7.3 Error and warning flags

Errors and warning flags appear in the preview panel to draw a user’s attention to:

e  missing data
e data that may require amending, or
e data that may require additional information before submitting the task.

A verification spreadsheet containing an error message cannot be submitted back to the department until all
errors have been addressed or the applicable line entry is removed from the spreadsheet and the amended
spreadsheet uploaded.

Warning flags should be addressed but do not prevent the user from submitting a verification task.

Preview

0 2 Errors A 49 Warnings

oA Family Name First Name Date of Birth Employment Type Relationship to Directc
Doe Jane 01/01/1901 Employee None
Smith John 01/01/1901 Employee None

oA Button [x] 01/01/1901 Employee None

oA o Adam 01/01/1901 Employee A Child

« v

Showing 1 to 4 of 4 rows
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7.4 Editing the verification spreadsheet

Only one spreadsheet can be uploaded to a verification task. To make a change to the data that has been
uploaded but not submitted, you will need to upload a new spreadsheet. The imported spreadsheet will
replace any information that has previously been uploaded.

To upload a new or amended spreadsheet:

(If you are returning to a task already in progress)

1. Click the Tasks Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the task from the Search Results list using the Manage button
Click Manage Data under the Data Import heading

vk wn

Complete steps 6 & 7.

(If you are already in the Data Import page)

6. Select Upload Data in the Data Import page

7. Drag and Drop file or select Upload File and select the completed verification spreadsheet from the users’
desktop and local drives.

7.5 Submitting the verification spreadsheet

Click Return to Task in the Import Details panel
Select Create under the Task Comments heading
Type in the comment

Once you have finished the comment select Create

vk wN e

Select Submit in the Task Details panel.

Note: please use the Task Comments to list the names of any workers you consider to be clearly ineligible for a
FEG advance (this should not require a detailed assessment). The verification spreadsheet should only include
employee entitlement data for former employees who are likely to be eligible for a FEG advance.

7.6 Opting out

If the firm is unable to provide verification services, you must select the Opt Out button. The Opt Out button
allows the user to notify the department that the firm has elected not to provide verification services. The Opt
Out button is also used to request an extension. This button is only available where you have not already
uploaded a verification spreadsheet.

To remove data from the task:
1. Select Delete Data from the Import Details panel.

To Opt out of providing data or request an extension:

Click Work on Task

Click Opt Out from the Import Details panel

Select Opt Out Reason

Enter Additional Information if Other or Extension Required is selected
Select Opt Out

Select Submit Task from Task Details panel

NoukwneR

Select Submit to confirm you wish to submit the Verification Spreadsheet task.

Note: you will not be able to opt out of a task if additional information is not supplied for opt out reason
“Other” or “Extension Required”.
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8 Messaging

The Message Search page allows you to create and search Messages for companies not currently reflected
within the eFEG database. Messages could relate to an impending liquidation against which FEG claims are
anticipated.

Message Search

g Name  ABN Lastsent

Thread CresteaBy | ListMessage from | Last Message To

g

i

i
=
2
2
g
H

Note: users must use the creating a task function when providing information in relation to existing FEG claims

or cases assigned to their firm.
8.1 Creating a message

All users can create a Message for a non FEG related case. To create a Message for a non FEG case:
1. Click the Messaging Icon within the Navigation Bar
2. Select the Create button in the Tasks panel
3. Complete the Create Task pop up box by
a. Selecting a Message Category from the drop down
b. Enter an Entity Name
c. Enterthe ABN
d. Enter a Subject heading

Add Message Thread

Message Category * | Select options A

Entity Name *

ABN

Subject*

Save Message Thread Cancel

4. Select Save Message Thread

Note: once the Message has been created you can Add a Message or Delete the Message.
8.2 Selecting a message

You can select a message by:
e searching for a message through the Message Search page
e  opening the message through the My Messages panel on My Dashboard.
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8.3 Searching for a message

The search messages function allows a user to search and filter messages. To search for a message:
1. Click the Messaging Icon within the Navigation Bar
2. Enter the Search Criteria and select Apply
3. Select the message from the Search Results list using the Manage button.

Note: you can apply filters based on Category, Status, and Created By.

Once you select the Manage button in the Actions column, you will be taken to the Manage Message Thread

view. The Manage Message Thread page displays the following task details:

e Message Thread Details — displays details such as the message subject, entity name, category, status and
who created the message

e Messages — displays Messages that you have sent to the department as well as message that have been
sent to you

e Attachments — displays attachments that you have uploaded as well attachments that have been sent to
you.

Message Search P Manage Message Thread

Message Thread Details

Subject dministrators Appoined
Encity Name A Test Case Pry Led

Aan 12246456789

Category Credtors Report - Non FEG Matter
Service Provider Contact Name Alicia Pitman

Service Provider Trading Name. RSM Australia Canberra

New

I

Date Created Message Message From Message To Message Sent Actions

No matching recards found

Attachments

File Name. Source User Attached Date Actions

No matching records found

8.4 Status of amessage

A message may be in the following status:

e New - the message will be in this status when you create a new message thread and it does not include
message text

e In Progress — the task will move to this status when you commence work by clicking New Message and
save message text

e Submitted to Department — the task will move to this status when you submit the task to the department

e Sent by Department — the task will move to this status when the department responds to the message

e Completed — the task will be in this status when you or the department have completed the message
thread and no further action is required
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8.5 Uploading a file to a message

Files can be added to a message if the message thread contains message text. To upload a file:
Click the Messaging Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the message from the Search Results list using the Manage button

Select Create under the Attachments heading

Drag and drop the appropriate file or select the Upload File button to choose a file manually

ok wN e

Once the attachment has successfully uploaded, select Close.

’

Note: you can upload multiple files to a message or documents can be dragged and dropped from the users
desktop and local drives.

8.6 Removing an uploaded file from a message

If you wish to remove an uploaded file from a message:

1. Click the Messaging Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the message from the Search Results list using the Manage button

Select the Remove button against the appropriate attachment under the Attachments heading.

vk wnb

Select the Remove button to confirm you wish to remove the attachment.

Create

File Name Source User Attached Date Actions

Creditors Report .pdf 13 19 Nov 2020 m

Note: once the message has been submitted to the department, attachments can no longer be removed.
8.7 Creating message text

To add text to a message:

| Message Thread Details

Subject Administratars Appointed
Entity Name A Test Caze Pry Lud

ABN 12346456789

Categary Creditors Report - Non FEG Matter
Service Provider Contact Name Alicia Pizman

Service Provider Trading Name RSM Australia Canberra

Status New

Click the Messaging Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the message from the Search Results list using the Manage button
Select New Message under the Message Thread Details heading

Type in the message text

Once you have finished the comment select Save.

AN
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Add Message

* - required
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Cancel

Note: you can view / update and remove a comment you have created by clicking on the applicable button.
However, you can no longer change or remove a comment once the corresponding message has been
submitted to the department.

8.8 Deleting a message

If you wish to delete a message:

1. Click the Messaging Icon within the Navigation Bar

2. Enter the Search Criteria and select Apply

3. Select the message from the Search Results list using the Manage button
4. Select the Delete Message button under the Messages heading.

Cutr Crrated  Meuiage Mrusage from  Meusage To  Meage Sent Actionn

Hhov 630 Tawosmement m PG Cesarimant Mo _

Note: a message cannot be deleted after it has been submitted to the department. The deletion of an unsent
message will also remove any unsent attachments.

8.9 Submitting a message

To submit a message:

1. Click the Message Icon within the Navigation Bar

Enter the search criteria and select Apply

Select the message from the Search Results list using the Manage button

Add message text and attachments

Once the message is complete click Submit under the Message Thread Details heading.

Note: to submit a message, the message thread must contain message text.

vk wnN
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8.10 Complete a message

To complete a message:

1.

2.
3.
4

Click the Message Icon within the Navigation Bar

Enter the Search Criteria and select Apply

Select the message from the Search Results list using the Manage button
Select the Complete button under the Message Thread Details heading.

Note: completing a message indicates no further action is required and the message can no longer be used to
send comments or attachments. Only messages in the status of Sent by the Department can be completed.
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9 Manage Correspondence

The Correspondence Search page allows the user to search for correspondence that has been sent to their firm
or that relates to a claim or case assigned to their firm.

# 8 g =Sl K 0

Correspondence Search Criteria Correspondence
,
b setect aprians Type Case Legal Name: Claimant First Name: Claimant Last Name DateSent Stas
FEG 530 St Aside Dacision Lattar 27 jun 2018 Unrasd
Case Lega!
Nome
FEG Paymant Letts Intal 21002018 Unesa
aimant
First Name FeG paymant Latter iniiat 21 jun 2018 Unraad
Caiman:
o FEG Payment Letter Intal 25 jun 2018 Unesd
Date Sent- [V FEG Payment Letter inical 22jun 2018 Unresa
FEG Inciigste Lactar 26jun 2018 Unresd
Sestus v
FEG 538 Set Aside Decision Letter 22un 2018 Unesa
I T S -
FEG Paymant Letter iniial 26 jun 2018 Unresd

9.1 Searching for correspondence

To search correspondence:

1. Click the Correspondence Icon within the Navigation Bar

2. Enter the search criteria (e.g. name) into the Search Criteria box
3. Select the correspondence from the Search Results list.

Note: you can apply filters based on Case Legal Name, Date Created (date range), Due Date (date range),
Status and Claimant.

Click on the Manage button to view the correspondence and mark it as read.

# B @ Silu KO L]

Correspondence Search P Manage Correspondence

Correspondence Detalls

Type FEG Paymant Leeter inieal Case Lagal Name:

Date Samt 71 jun 2018 Claimant Full Hame
Status. Unress
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10 User Account Management

Liquidators and system administrators are responsible for managing user accounts linked to FEG IP Online for
their firm. User roles need to be reviewed and maintained on a regular basis - this is a key requirement to
maintain integrity in access controls for IP firms to FEG information held in FEG IP Online. Please see
Unlinking/Deactivating users — FEG IP Online in the Resource Centre for further details.

System administrator functions are viewable in the Settings icon. Within Settings, the system administrator
can Manage Teams or Manage Users, and manage Task Workflows.

=6 w <)

M y Manage Teams

Manage Users

Task Waorkflow

Manage Templates

Settings > Teams Search

A B % S HE WESO a

Teams Search

(S

imary. Team Name Primary Contact Email Staus Actions
ntact

Ne matching records found

st Actwe

Settings > User Search

User Search

User Search Criteria Users
-
First Name Last Mame ContactEmall  Teams Roles  FEGIPOnline Logon Email  Status  FEG IP Online Account Status Actions

No matching records found

FEG IR

Emall
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10.1 Create users

To create a new user:

1. Click Settings within the Navigation Bar

2. From the drop-down list select Manage Users

3. Within the User Management page select Create

a. Complete the User Details fields
4. Click Create.

Create

Contact Details * . raquired

First Name*
Last Name*

Contact Email
Address*

Work Phone Number *

FEG IP Online Account Details

FEG IP Online Logon
Ermnail

The system administrator enters the email address the user will use to register for multi-factor authentication
into the FEG IP Online Logon Email field. Users will see the following (Azure) sign in screen to input their email
address.

S
Australian Government
Department of Employment
‘and Workplace Relations

Sign in
Sign in with your email address

Please enter your Email Address

Email Address ]

[ Password ]

Forgot your password?

Don't have an account?  Sign up now

For troubleshooting the Azure user sign in process see How do | access FEG IP Online Services.
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https://www.dewr.gov.au/fair-entitlements-guarantee/resources/how-do-i-access-feg-online-services-fact-sheet

10.2 Update user details

The system administrator can update user details such as contact number, email or office within the User

Account page as follows:

1.

vk wnn

Click Settings within the Navigation Bar

From the drop down list select Manage Users

Enter the users details within the User Search Criteria

Select the user from the search list using the Manage button
Update the users details, and select Update.

10.3 User permissions

System Administrator

The system administrator has permission to perform all these actions. The following role groups have the

corresponding permissions listed below.

Maintain Users

create new user accounts
edit existing user accounts
assign users roles

assign users to teams.

Maintain Teams

create new teams
edit existing teams
assign users to teams.

Action Tasks

create an IP created task

delete an IP created task

add attachments to a task

add comments to a task

remove an attachment from a task
remove a comment from a task
update a comment on a task
complete an IP created task.

Assign Tasks

assign tasks to a user or team
add comments to a task
remove comments from a task
update comments on a task.
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Submit Task

e submit tasks

e add comments to a task

e remove comments from a task
e update comments on a task.

Maintain Case Assignments

e add a liaison contact to a case

e remove a liaison contact from a case
e assign ateam to a case

e remove a team from a case

e  Assign a user’s permissions.

The system administrator can update a user’s permissions by:

1. Click Settings within the Navigation Bar

2. From the drop down list select Manage Users

3. Enter user’s name within the User Search Criteria box

4. Select the user from the search list using the Manage button
5. Click Assign next to the desired role type.

To unassign:

1. Click System Settings within the Navigation Bar

From the drop down list select Manage Users

Enter user’s name within the User Search Criteria box

Select the user from the search list using the Manage button

vk wnb

Click Unassign next to the unwanted role type.
10.4 Create teams

To assist in managing workflows, you can create teams within your offices by:
1. Click Settings within the Navigation Bar

From the drop down list select Manage Teams

Within the Team Management page, click Create

Complete the Team Details fields

Click Create.

vk wnN

Create

Team Name

Email
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10.5 Maintaining a team

The system administrator is responsible for maintaining the teams within your firm.

Team Name ‘
Email |

Status

/ Unassigned \
N
\

10.6 Assign a user to ateam

A user can be assigned to a team to help prioritise and distribute tasks. To assign a user to a team:
1. Click Settings within the Navigation Bar

2. From the drop down list select Manage Teams

3. Create a new team or select an existing Active team from the list and select Manage

4. Select the user from the User Assignment list by clicking Unassigned.

10.7 Assign a primary contact to a team

To assign a user as the primary contact for a team:

1. Click Settings within the Navigation Bar

2. From the drop down list select Manage Teams

3. Create a new team or select an existing Active team from the list and select Manage
4. Select the user from the User Assignment list by clicking Make Primary.

10.8 Update team details

To update team details:

Click Settings within the Navigation Bar

From the drop down list select Manage Teams

Enter the team’s name within the Team Search Criteria box
Select the Team from the search list using the Manage button
Update the Team details

Click Update.

AN o
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10.9 Deactivate a team

To deactivate a team:

Click Settings within the Navigation Bar

From the drop down list select Manage Teams

Enter the Team’s name within the Search Criteria box

Select the Team from the search list using the Manage button
Select Deactivate

Select Deactivate to confirm you wish to deactivate the Team.

ok wN e

Warning: deactivating a team will unassign all users, tasks and cases that are assigned to that team.
10.10 Task workflow

The Manage Settings icon includes management of Task Workflow. This enables system administrators to
manage workflow rules for tasks, including who has permission to approve specific tasks.

The Task Workflow page allows system administrators to assign an approver role to a Task Type.

&« B % =5 uE4O a

Task Workflow

Task Workflow Search Criteria Task Workflow

Select options Task Type Value Approver Role Name:

Actions

Recovery Program Funding Application Mo approval required T
Claimant Discrepancy Repart Approve Tasks m

“ o A Wl Update

Click Settings within the Navigation Bar

From the drop down list select Task Workflow

Enter the Approver Role Name within the Search Criteria box

Select the Update button to define the role the user must have in order to approve a particular task
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Select the New Approver Role from the drop down, and select Submit.

Note: the system administrator role permission does not automatically include a permission to approve tasks.
To be able to approve or reject a task they must also be assigned the Approve Tasks role permission for each
applicable task type in Manage Users.

Define Approwa®

n which e 2 Usar must have
erre arncn g -
Current Approves Acke  Approve T4
P
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11 Exportable Reports

The Reports page allows you to select the report type and case to then generate reports against your firm.

« B g =l 0 &

Reports

Report Name Description
Claimant Entitlements By Case Details amaunts claimed, verified, capped and paid far each Claimant by Case and Entitiement
Proaf of Debi: Details all payments, averpayments and dvidends to date for a Case.

Claim Desaits Details data submitad to the departiment by the FEG Claimant as part of their claim form.
Dividends Received Details all dividends received for a Case.

Payments and Overpsyments by Case Details of all payments and overpayments for a Case

Active Tasks Details active. i iision to

Active User Case Assignment Details al active users assigned to Cases

Showing 10 7 af 7 rows

11.1 Generating a report

To generate a report:
1. Click the Reports Icon within the Navigation Bar

Report Name Description

Claimant Entitlements By Case Details amounts claimed, verified, capped and paid for each Claimant by Case and Entitlement.
Proof of Debt Details all payments, overpayments and dividends to date for a Case.

Claim Details Details data submitted to the department by the FEG Claimant as part of their claim form.
Dividends Received Details all dividends received for a Case.

Payments and Overpayments by Case Details of all psyments and overpayments for a Case

Active Tasks Details active tasks currently waiting submission to the Department.

Active User Case Assignment Details all active users assigned to Cases.

Showing 110 7 of 7 rows

2. Click on the Report Name you would like to generate
3. Select Caseld where applicable
4. Click the Generate button.

Note: the Dividends Received Report will be empty where no dividends have been received. You can only
generate a certain report one at a time — save and or close the current report before attempting to generate
another of the same name (type).
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12 Manage Verification Spreadsheet Templates

The Import Template Search page allows a system administrator to map a firm or case specific verification
spreadsheet in FEG IP Online. This process will allow IP firms to use their own spreadsheet instead of using the
FEG supplied verification spreadsheet.

«sw=buffo .

Import Template Search

Import Template Search Criteria Import Templates

Template
Name

Template Name Status Default Ovmer Extension Actions

Detaute (Excel Aetive ves rec siax

Showing 1102 of 2 rows

12.1 Creating a template

Before creating an alternative template to the FEG supplied verification spreadsheet, you must ensure it
contains columns for all employee entitlement data required as part of providing verification services to FEG.

To create a template in FEG IP Online:

Click on the Settings within the Navigation Bar and select Manage Templates
Click on the Create button on the Import Templates page

Enter the Template Name. Note: there is a limit of 50 characters

Select the File Type of your template

Select if you want to create a blank template or copy from an existing template
Click Create.

o wu e wWwNRE

Create Template

* - required

Template Name*
File Type*

@ Create Blank Template

O Copy from Existing Template

Create Cancel

Note: once you select Create, you will be presented with the Template Details page where you will be able to
manage and map your spreadsheet to the template.
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12.2 Creating mapping definitions
For the Upload Data process to work it is necessary to map the source column headings to FEG fields.

To map the new template to FEG fields:

1. Open your existing template

2. Copy and Paste your column headings from your spreadsheet into the Source Column Heading field on the
Mapping Definition section of the Template Details page. For example, FEG Field: Surname = Source
Column Heading: Last Name; and FEG Field: Date of Birth = Source Column Heading: DOB

3. Click Save Mapping.

Mapping Definition

Clear Mapping Save Mapping

FEG Field Data Type Mandatory Source Column Heading
surname @ Text Yes Lact Name

First Name a . Text . Yes First Name

Date of Birth . Date (DD/MM/YYYY) . Yes DOBl x
Employment Type Text Yes Employment Type
Relationship to Director/Owner . Text Yes

Relationship to Director/Ow

Basis of Employment Text Yes

Basis of Employment
State in which employed Text Yes State in which emplayed
Date of Commencement . Date (DD/MMAYYYY) . Yes
Date of Termination . Date (DD/MMAYYYY) . Yes

Note: where your column heading matches the FEG column, for example ‘Surname’, please make sure this is
copied into the Source Column heading from your own spreadsheet. It is possible to copy over from the FEG
Field column in FEG IP Online, however, you must make sure it’s an exact match to the column heading in the
selected spreadsheet.

12.3 Finalising template setup

1. Click on Activate
2. Click on Set Default.

Note: only the FEG .xlsx spreadsheet and one IP spreadsheet can be set as a default template. Users have the
ability to swap which template is set as default to make selection easier.
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12.4 Managing templates
System administrators have the ability to Update, Deactivate or Activate any template.

Managing a template allows you to:

e Update its name, header row number, lookup data import file type
e Activate or Deactivate the templates

e Setatemplate as your Default

e Map your own spreadsheet column headings to your template.

Template Details

Template Name Solutions Verification Spreadsheet Template
Owner P

Header Row Number 1

Extension xlsx

Status Active

Default Yes

Update Unset Default

Note: you will need to Update the header row number when the source column heading is not located in row
1 of the verified spreadsheet.

12.5 Searching for a template

You can search for a template by:

e Template Name (also a fuzzy search)
e  Status, or

e A combination of both.
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13 Resource Centre

The resource centre page allows you to select and view FEG related information such as Practice Notes, Fact
Sheets, and a list of FEG contacts, etc.

A B % =B w of i &

Resource Centre Search n

Expand All

9 FEG Practice Notes
9  Fact Sheets & FAQs

> Notice Board Articles

| ‘v | | |
m
E

» FEG Contacts

Note: the resource centre displays a list of categories. Each category contains one or more files. The files will
either open up as a document or open a new tab in the explorer bar.

13.1 Searching documents

A user can conduct a search across the whole resource centre or within a specific category. To search for a
document:

1. Enter the keyword(s) in the search field

2. Select the search button or press the enter key.

The page will expand the categories containing files that match the search parameter.
13.2 Viewing documents

1. Click on file name.

13.3 Viewing links

1. Click on file name
2. Click on Set Default.
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