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View and Complete a Call to Action as a Registered 
Electrical Contractor or a Licensed Electrical 

Worker in eConnect. 

<Document Id.> 
 

 

 
Purpose 

 

This work instruction describes the steps that are required for a 
Registered Electrical Contractor (REC) or a Licensed Electrical 

Worker (LEW) to view and complete Call to Actions assigned to 
them in eConnect. 

 
 

Contents Section 1: View Call to Actions 

Section 2: Complete Invalid CES Call to Action 

Section 3: Complete Request Not Accepted by Retailer Call to 
Action 

Section 4: Complete Accept Charges Call to Action 

Section 5: Complete New Payer Required Call to Action 

Section 6: Complete Compliance Issue Call to Action 

Section 7: Complete Book Appointment Call to Action 

Section 8: Complete Collect CT Call to Action 
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Task Detail: View and Complete Call to Actions as a Registered 
Electrical Contractor or a Licensed Electrical Worker in eConnect. 
 

Section 1: View Call to Action List. 
 
If a Call to Action is raised, you will receive a notification via email or SMS as per 
your preferred contact method.  

 
If you have not completed the Call to Action after 24 hours, you will be sent a 
reminder notification via your preferred contact method. 

 
To change your preferred contact method, please refer to the appropriate work 

instruction. 
Register an Account, Update Account Details & Manage Your LEWs for a REC 
Register an Account & Update Account Details as a LEW 
 

 

Step 1a Select the link in the email or SMS to be direct you to the Call to 

Action page. 
 

 

 
  

http://source/conn/Operational/Solar%20Pre%20Approval%20Procedure/Register%20an%20Account,%20Update%20Account%20Details%20and%20Manage%20Your%20LEWs%20for%20a%20REC%20V1.0.docx
http://source/conn/Operational/Solar%20Pre%20Approval%20Procedure/Register%20an%20Account%20and%20Update%20Account%20Details%20for%20a%20LEW%20V1.0.docx
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Step 1b To access the Call to Action page without using the link in the 
notification, first, log into eConnect using your email and 

password.  
 

If you have outstanding Call to Actions you will see the following 
red message at the top of your dashboard.  
 

Select “View Actions”. 
 

 
Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 

of the page.  
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Step 2 You will be directed to the Call to Action page with a list view of all 
Call to Actions assigned to you. 

 
The description at the bottom left-hand corner of the page tells you 

how many requests are displayed out of the total number of 
requests submitted to date. 
 

 
Step 3 Your list view of the Call to Actions can be arranged or filtered by 

selecting any of the following field headings: 
1. Call to Action Type 

2. Created Date 
3. Connection Request ID 
4. Work Site Address 

5. Connection Request Type 
 

 

Step 4 Select the arrow to choose the number of records per page that are 
displayed. On selection of “All” from the drop-down list, the most 

recent 50 records will be displayed. 
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Section 2: Complete Invalid CES Call to Action. 

 
Step 1a Select the link in the email or SMS to be directed to the Call to 

Action page. 

 
 

 
 

Step 1b To access the Call to Action page without using the link in the 
notification, first, log into eConnect using your email and 

password.  
 

If you have outstanding Call to Actions you will see the following 
red message at the top of your dashboard.  
 

Select “View Actions”. 
 

 
Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 

of the page.  
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Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “Invalid CES”. 
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Step 3 You will be directed to the submitted Connection Request Update 
page. 

To update the CES, select the “Attachments” grey banner. 
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Step 4 Select an answer to “How will you provide the CES?” 
 

If your answer is “Attachment”, enter the CES number. 
If your answer is “Left On-Site”, continue to Step 9. 

 
Note: The CES number is the reference number at the top of the 
CES document. 

 
 

Step 5 To attach a file, select “Choose File”. 
 
If using a tablet or phone you will be asked to take a photo of 

your CES.  Once completed proceed to Step 8. 
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If the CES is left on-site, please note that if it cannot be located on site a wasted 
truck visit may be applied. To avoid this, we suggest that you provide some further 

details on the CES location in the additional details section under “Connection 
Request” banner. 
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Step 6 Find and select your CES file from the pop up window. 
 

Note: Please make sure the CES file is of adequate quality so the 
document is legible. 

 
 

Step 7 Select “Open”. 
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Step 8 To add the attachment to the Connection Request, select 
“Attach”. 

 

 

 
 

If the attachment has successfully been added to the Connection Request, it will 
appear at the bottom of this section.  

To delete it select the red cross icon  next to the attachment. 
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Step 9 Select “Save” at the bottom of the page to complete the Call to 
Action. 
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Upon saving you will receive the following confirmation message at the bottom left-
hand side of the page that the Call to Action has been completed. 
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The following error messages will appear at the bottom left-hand side of the page if 
the Call to Action has been not completed. 

 
This means you have not taken the appropriate action or there is another Call to 

Action pending on the Connection Request which has not been actioned. Refer back 
to Step 2 for instructions on how to complete an Invalid CES Call to Action. 
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Section 3: Complete Request Not Accepted by Retailer Call to Action. 

 
Step 1a Select the link in the email or SMS to be directed to the Call to 

Action page. 

 
 

 
 

Step 1b To access the Call to Action page without using the link in the 

notification, first, log into eConnect using your email and 
password.  

 
If you have outstanding Call to Actions you will see the following 

red message at the top of your dashboard.  
 
Select “View Actions”. 

 

 

Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 
of the page.  
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Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “Request not accepted by 

retailer”. 
 
The Request not accepted by retailer Call to Action is generated as 

a result of the Retailer contacting CitiPower and Powercor to advise 
that they do not want to take on this customer. 
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Step 3 You will be directed to the submitted Connection Request Update 
page. 

 
Under “Retail Details” section, begin to enter the preferred or 

responsible retailer. The search will return a list of results that 
match the information you have entered. 
 

Select the correct result. 
 

Note: You must select a different retailer to your previous answer. 
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Step 4 Select “Save” at the bottom of the page to complete the Call to 
Action. 

 

 

 
 
Upon saving you will receive the following confirmation message at the bottom left-

hand side of the page that the Call to Action has been completed. 
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The following error messages will appear at the bottom left-hand side of the page if 
the Call to Action has been not completed. 

 
This means you have not taken the appropriate action or there is another Call to 

Action pending on the Connection Request which has not been actioned. Refer back 
to Step 2 for instructions on how to complete a Request not Accepted by retailer 
Call to Action. 
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Section 4: Complete an Accept Charges Call to Action. 

 
Step 1a Select the link in the email or SMS to be directed to the Call to 

Action page. 

 
 

 
 

Step 1b To access the Call to Action page without using the link in the 
notification, first, log into eConnect using your email and 

password.  
 

If you have outstanding Call to Actions you will see the following 
red message at the top of your dashboard.  
 

Select “View Actions”. 
 

 
Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 

of the page.  
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Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “Accept Charges”. 

 

 

 
 
Step 3 You will be directed to the submitted Connection Request Detail 

page. 

 
To view the Connection Request details, select “Expand All”. 
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Step 4 Under the “Charges” grey banner there will be all the fee details. 
 

Read and accept the “Terms and Conditions”. 
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Step 5 To accept the charges select “Accept” on the right-hand side of the 
page, continue to Step 6. 

 
To reject the charges select “Reject” on the right-hand side of the 

page, continue to Step 7. 
 

 

 
 

 

Step 6 If “Accept” selected: Confirm that you would like to accept these 

charges and select “Ok”. 
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Upon confirmation you will receive the following message at the bottom left-hand 
side of the page that the Call to Action has been completed. 
 

 

 
 

  



WORK INSTRUCTION  
CitiPower Pty Powercor Australia Ltd 

 

Warning: HARD COPIES OF THIS DOCUMENT MAY NOT BE THE LATEST VERSION. The most up-to-date document is located on the Intranet. 

  Page 25 of 54 

Step 7 If ”Reject” selected: Confirm that you would like to reject these 
charges and select “Ok”. 

 
Note:  Upon confirmation the Connection Request status will be set 

to “On-Hold” and the REC or LEW who submitted the Connection 
Request will be asked to nominate a new payer. 
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Upon confirmation you will receive the following message at the bottom left-hand 
side of the page that the Call to Action has been completed. 
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Section 5: Complete New Payer Required Call to Action. 

 
Step 1a Select the link in the email or SMS to be directed to the Call to 

Action page. 

 
 

 
 

Step 1b To access the Call to Action page without using the link in the 
notification, first, log into eConnect using your email and 

password.  
 

If you have outstanding Call to Actions you will see the following 
red message at the top of your dashboard.  
 

Select “View Actions”. 
 

 
Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 

of the page.  
 

 



WORK INSTRUCTION  
CitiPower Pty Powercor Australia Ltd 

 

Warning: HARD COPIES OF THIS DOCUMENT MAY NOT BE THE LATEST VERSION. The most up-to-date document is located on the Intranet. 

  Page 28 of 54 

 
Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “New Payer Required”. 
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Step 3 You will be directed to the submitted Connection Request Update 
page. 

 
Under the “Payer Details” section,  select the “Invoice to” from a 

drop-down list, the following options are available: 
1. Retailer 
2. REC 

3. Other 
 

Note:  You cannot change the payer to you nominated retailer at 
this stage. 
 

 

Step 4 Enter the invoice owner’s contact details. 

 
Note: A field works order may be sent to the party to be billed 

for authorisation. Once they have accepted responsibility for 
payment, your request will progress. 
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You will see the following error message if you select “Retailer”. You cannot invoice 
your nominated retailer at this stage. If you required the retailer to be the payer for 

this connection request you must cancel this connection request and submit a new 
one. 
 

 

 
 

Step 5 Select “Save” at the bottom of the page to complete the Call to 
Action. 
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Upon saving you will receive the following confirmation message at the bottom left-
hand side of the page that the Call to Action has been completed. 
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The following error messages will appear at the bottom left-hand side of the page if 
the Call to Action has been not completed. 

 
This means you have not taken the appropriate action or there is another Call to 

Action pending on the Connection Request which has not been actioned. Refer back 
to Step 2 for instructions on how to complete the Call to Action. 
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Section 6: Compliance Issue Call to Action 
 

Step 1a Select the link in the email or SMS to be directed to the Call to 
Action page. 

 
 

 
 
Step 1b To access the Call to Action page without using the link in the 

notification, first, log into eConnect using your email and 

password.  
 

If you have outstanding Call to Actions you will see the following 
red message at the top of your dashboard.  
 

Select “View Actions”. 
 

 
Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 

of the page.  
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Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “Compliance Issue”. 
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Step 3 The site was found to be non-compliant due to the reason stated in 
the Call to Action. 

 
This issue must be rectified before your Connection Request can 

progress. 
 
Note: A wasted truck visit fee may apply. 

 

 
Step 4 If Yes selected: Select a Yes/No response to “Would you like to 

schedule an appointment?”  Then select “Next”. 

 
If your answer is Yes proceed to Step 5. 

If your answer is No continue.  
 
Note: If you selected No you cannot complete the Call to Action 

until the compliance issues has been rectified. 
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If No selected: Upon saving you will receive the following confirmation message at 
the bottom left-hand side of the page that the Call to Action has been completed. 
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Step 5  If Yes selected: Select the type of appointment you would like, and 
then select “Next”. 

 
If you answered “After Hours Appointment”, please proceed to 

Step 8. 
 
Note: You must complete the request to lock in the appointment; if 

you save as draft your appointment will not be booked. 
 

 

 
 

Step 6 Select the date and time for your preferred time for the 
appointment, then select “Confirm”. 

 
Note: Your appointment time will be within 2 hours of the start 
time chosen.  

You will not be able to book an appointment within 5 days of the 
current date. 
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Step 7 You will receive the following message confirming your 
appointment date and time. If this is correct select “Finish”.  

 
Alternatively, select “Change your appointment” to choose another 

date/time. 
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Upon confirmation you will receive the following message at the bottom left-hand 
side of the page that the Call to Action has been completed. 

 
CitiPower and Powercor will contact you at least 1 business day prior to your 

appointment to confirm the time. 
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Step 8 If After Hours was selected: You will receive the following after 
hours message. You will incur extra charges for this appointment. 

 
CitiPower and Powercor will contact you to confirm eligibility as well 

as date and time for the appointment. 
 

 

 
 

Upon confirmation you will receive the following confirmation message.  
 

CitiPower and Powercor will contact you to confirm your appointment time. 
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Section 7: Complete a Book Appointment Call to Action 

 
Step 1a Select the link in the email or SMS to be directed to the Call to 

Action page. 

 
 

 
 

Step 1b To access the Call to Action page without using the link in the 
notification, first, log into eConnect using your email and 

password.  
 

If you have outstanding Call to Actions you will see the following 
red message at the top of your dashboard.  
 

Select “View Actions”. 
 

 
Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 

of the page.  
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Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “Book Appointment”. 
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Step 3  Select the type of appointment you would like, and then select 
“Next”. 

 
If you answered “After Hours Appointment”, please proceed to 

Step 6. 
 
Note: You must complete the request to lock in the appointment; if 

you save as draft your appointment will not be booked. 
 

 

 
 

Step 4 Select the date and time for your preferred time for the 
appointment, then select “Confirm”. 

 
Note: Your appointment time will be within 2 hours of the start 
time chosen. 

You will not be able to book an appointment within 5 days of the 
current date. 
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Step 5 You will receive the following message confirming your 
appointment date and time. If this is correct select “Finish”.  

 
Alternatively, select “Change your appointment” to choose another 

date/time. 
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Upon confirmation you will receive the following message at the bottom left-hand 
side of the page that the Call to Action has been completed. 

 
CitiPower and Powercor will contact you at least 1 business day prior to your 

appointment to confirm the time. 
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Step 6 If After Hours was selected: You will receive the following after 
hours message. You will incur extra charges for this appointment. 

 
CitiPower and Powercor will contact you to confirm eligibility as well 

as date and time for the appointment. 
 

 

 
 
Upon confirmation you will receive the following confirmation message.  

 

CitiPower and Powercor will contact you to confirm your appointment time. 
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Section 8: Complete a Collect CT Call to Action 

 
Step 1a Select the link in the email or SMS to be directed to the Call to 

Action page. 

 
 

 
 

Step 1b To access the Call to Action page without using the link in the 

notification, first, log into eConnect using your email and 
password.  

 
If you have outstanding Call to Actions you will see the following 

red message at the top of your dashboard.  
 
Select “View Actions”. 

 

 

Step 1c Alternatively, you can select “Call to Actions” on the left-hand side 
of the page.  
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Step 2 Select the corresponding dark grey complete icon.  

 
Note: The “Call to Action Type” will be “Collect CT”. 
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Step 3  Select an answer to “Please confirm that you have collected the 
CT.” 

 
Note: If you have not collected the CT, you cannot complete this 

Call to Action – you must first collect the CT from your assigned 
depot. 
 

 

Step 4 Select a Yes/No response to “Would you like to schedule an 

appointment?”  Then select “Next”. 
 
If your answer is Yes proceed to Step 5. 

If your answer is No continue. 
 

Note: If you selected “I have collected the CT but cannot install 
until isolation at the appointment” you must schedule an 

appointment. 
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If No selected: Upon saving you will receive the following confirmation message at 
the bottom left-hand side of the page that the Call to Action has been completed 
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Step 5  If Yes selected: Select the type of appointment you would like, and 
then select “Next”. 

 
If you answered “After Hours Appointment”, please proceed to 

Step 8. 
 
Note: You must complete the request to lock in the appointment; if 

you save as draft your appointment will not be booked. 
 

 

 
 

Step 6 Select the date and time for your preferred time for the 
appointment, then select “Confirm”. 

 
Note: Your appointment time will be within 2 hours of the start 
time chosen.  

You will not be able to book an appointment within 5 days of the 
current date. 
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Step 7 You will receive the following message confirming your 
appointment date and time. If this is correct select “Finish”.  

 
Alternatively, select “Change your appointment” to choose another 

date/time. 
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Upon confirmation you will receive the following message at the bottom left-hand 
side of the page that the Call to Action has been completed. 

 
CitiPower and Powercor will contact you at least 1 business day prior to your 

appointment to confirm the time. 
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Step 8 If After Hours selected: You will receive the following after hours 
message. You will incur extra charges for this appointment. 

 
CitiPower and Powercor will contact you to confirm eligibility as well 

as date and time for the appointment. 
 

 

 
 
Upon confirmation you will receive the following confirmation message.  

 

CitiPower and Powercor will contact you to confirm your appointment time. 
 

 

 
 


