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What are the System Requirements?




Austrade strongly recommends using the Chrome web browser
Austrade recommends a minimum screen resolution of 1280 x 800
To prevent errors, please do not use your browser “Back” button to move between pages in
the application form, please use the circled tabs that are numbered on the pages of the
application form, for example:

Supporting Documents:









Naming convention: WORD_WORD_WORD_WORD_Index.pdf (for example,
Chine_Contract_Declaration_1.pdf)
The maximum total number of characters for a file name should be less than 80
characters, preferably 40 characters.
Documents uploaded must be in the English language
No non-English words in the title of the document you are uploading
No special characters in the title of the document you are uploading
The maximum files size is 10MB.
Only PDF files are allowed

What is MyGovID?
If you’re planning to apply for an EMDG grant for the 2020-21 grant year you will need to
set up your MyGovID.
MyGovID is the Australian Government’s digital identity – a new way to prove who you are
online. The myGovID app is available to download to your smart device, using security
features in your device such as fingerprint, face or password to help keep your information
secure. This is to protect your identity and help stop other people accessing your
information.
Once the app is set up, you need to link your MyGovID to your business using the
authorisation service called Relationship Authorisation Manager (RAM).
To get started, the principal authority (business owner) needs to do the following steps:
Step 1: Set up your MyGovID - download the MyGovID app from the App Store or
Google Play and use your Australian identity documents to enrol.
Step 2: Log in to RAM using your MyGovID and link your business. Before you link
your business, check your details on the Australian Business Register are up to date so
RAM can use the correct information.
Step 3 (optional): Authorise your employees and others in RAM to act on behalf of
your business online. They will receive an email to accept the authorisation request
using their MyGovID.
Set up your MyGovID and link it to your business using RAM today – it’s simple, secure and
flexible.
For more information visit:



MyGovID
Relationship Authorisation Manager

I am getting a Bad Request error when I try to log on with my MyGovID, what do I do?
The error is “Bad Request HTTP error 400”
Resolve this by clearing the web browser cache and restart the computer, see the following page for
instructions.

I cannot access the application form what can I do?
The preferred internet browser is the Chrome Web Browser, if you have issues close the browser
you are using and re-start another session of the browser and attempt to log in again.
You can also try to “clear your internet browser cache” and restarting your computer.
Open Chrome web browser:

Click on the 3 horizontal ellipses and then “settings”
Scroll down to bottom of page Choose “advanced”

Scroll down and under the Privacy and Security section choose the last option “clear browsing data”

Choose “clear browsing data” and then Exit out of settings.

Then re-start your computer:
Right mouse click on the windows icon (bottom left hand screen), scroll over "Shut down or sign
out" click on "Re-start"

Please do not try to access the application form from the Austrade website here:

The following is the link to the application form:
https://www.austrade.gov.au/Australian/Export/Export-Grants/Apply/steps-to-follow
Read this page and then click on any of the helpful links and then go to:
https://www.austrade.gov.au/Australian/Export/Export-Grants/Apply/application-form
Read this page and click on any of the helpful links and then click on the apply button:

This will direct you to login with your MyGovID account. If you need any further information about
how to do this send an email to emdg.help@austrade.gov.au and a document that shows the steps
of how to start an application will be sent to you.

How do I upload data into the schedules?
Download a template from the application form and complete with data.

Double click to open schedule

Click on “Enable Editing” and complete the data:

Save this schedule
Then download a new version of the same schedule as above.
Then open the saved schedule with the data and highlight all the data on the schedule:

Right mouse click and choose “copy”

Open the new download of the schedule and click on “Enable Editing”

Put the cursor on Row 2 Column A; right mouse click

Choose Paste by Value
Do not use CTRL +V as this changes the format and interrupts upload.
Then save this document and “drag-and-drop” onto the schedule.

The schedule will upload and if there are any errors you can amend on the application.

I am having some issues with Supporting Documents, can you give me some
information?
All supporting documents must be in the English language and .pdf documents.
There is now Machine Learning software checking your documents:

This will take approximately 30 seconds. If this spinning circle does not stop please email
emdg.help@austrade.gov.au
Once the document is uploaded you may see this message at the bottom of the supporting
documents page (and it does not disappear when you click yes):

This is just a reminder for you to check that you have uploaded the correct documents, if so please
click on “Yes” (the screen will grey out for a few seconds). Once this is done you can go on to Review
your application.

What are the Supporting documents naming conventions?
Supporting documents:
1. Naming convention: WORD_WORD_WORD_WORD_Index.pdf (for example,
Chine_Contract_Declaration_1.pdf)
2. The maximum total number of characters for a file name should be less than 80 characters,
preferably 40 characters.
3. Documents uploaded must be in the English language
4. No non-English words in the title of the document you are uploading to the application form
5. No special characters in the title of the document you are uploading to the application form
6. The maximum files size is 10MB.
7. Only PDF files are allowed
8. Make sure the PDF file size is not “zero”
9. Open the PDF file on your computer before attempting upload to the application form

Why won’t this document upload?
If you are converting a photo or any other document to .pdf, please make sure you open the
document prior to upload to make sure the conversion has been successful. If you get an error
message:
Adobe Acrobat could not open this ‘document.pdf’ because it is either not a supported file type
or because the file has been damaged (for example, it was sent as an email attachment and
wasn’t correctly decoded).
To create an Adobe PDF document, go to the source application, then print the document to
Adobe PDF.

How does Pre-population work?
The self-lodger or consultant has to Start a new application and enter the ABN they are claiming for.
This triggers the pre-population and if they have previously lodged an application for that ABN, the
relevant information would be auto-populated into the form at that stage.

I have accidently started another application, how can I delete this new application?
Send the URL of the application that needs to be deleted to emdg.help@austrade.gov.au please
make sure the URL is for the claim to be deleted.

