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Using your Attorney-General’s Department 

account for the Foreign Influence 
Transparency Scheme Registrant Portal 

Navigate to the Portal 

Make sure you are using the most up-to-date version of your browser. In your browser’s address bar, type or 

copy and paste in the address https://transparency.ag.gov.au/myregistration/.  

FITS Registrant Portal Home Page  

You will be directed to the Foreign Influence Transparency Scheme (FITS) Registrant Portal home page. The 

home page consists of the following sections: 

➢ Home page – contains information on the scheme including navigation links to the AGD website. 

➢ Preliminary questionnaire – a short questionnaire intended to help you determine if you may be 

required to register under the scheme.  

➢ Resources and Support – navigates to the scheme website, with a range of detailed information and 

documents on hand to help you determine whether you need to register under the scheme.  

➢ Contact us – navigates to the scheme’s team contact details. 

➢ Register statistics – provides real time statistics on registrations under the scheme. 

➢ Registrant portal guide (this document) – a ‘how to’ guide to assist with your account and registration 

creation and administration.   

➢ Log in to your account – Whether you are an existing or new registrant, you will find details and enter 

the scheme’s registrant portal here.  

Click on each of the above features of the home page for further details.  

https://transparency.ag.gov.au/myregistration
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Preliminary questionnaire 
You can take a preliminary questionnaire before creating an account to check whether you may need to 

register an activity under the scheme. The questionnaire illustrates the application of the scheme to 

particular circumstances, and the fields and responses that are displayed depend on the answers that are 

selected. 

The information provided through this questionnaire and in guidance material is general advice only. It does 

not consider individual circumstances. Potential registrants may need to seek their own legal advice. 

On the Home page click on the ‘preliminary questionnaire’ to begin the short questionnaire.  

 

https://transparency.ag.gov.au/myregistration/registrationcheck
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Create Account 
New registrants are required to create an account to register and maintain an individual and/or organisation 

registration. To create a new account please follow the instructions below. 

Step 1.  Once you have navigated to the FITS Registrant Portal, click the ‘CREATE ACCOUNT’ link at the 

bottom of the page. 

Step 2. Once you have clicked on ‘CREATE ACCOUNT’ you will see the following screen below.  

 

Step 3. Enter your given name, family name and email address. Your email address will also become your 

account’s username and it will be required each time you sign into your account or when you need to reset 

your password.  

Step 4. Accept the AGD terms of use. You can read the terms of use by clicking the Terms of Use link and 

complete the “I’m not a robot” check by clicking the box. 

Step 5. Click the Continue button.  A new window will be displayed on your screen as follows: 

https://ears.ag.gov.au/termsofuse
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Step 6. You will receive two emails – one containing a web link and another containing a six-digit passcode. 

Once you receive the emails, you will need to click on the link provided in the first email, or paste the link into 

your web browser to finish setting up your account.  
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Step 7. Verify your email address.  

Retrieve the passcode sent to your email address and enter it into the Enter your passcode field on the page. 

The passcode will expire in 30 minutes. After entering your code click the Continue button. 

 

Step 8. Register your mobile number to set up two-factor authentication. For added security, we require you 

to register your mobile phone number. This also provides you a backup option to receive OTPs for sign-ins 

and password resets. Enter your mobile number with numbers only – no spaces or hyphens – then click 

‘Continue’.  
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Step 9. Verify your mobile number.  

Retrieve the six-digit code sent to your mobile phone and enter when prompted, then click Continue.  
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Step 10. You will be prompted to create a password for your account. The password should be minimum 8 

characters in length, using any combination of characters.  

 

Step 11. Once you’ve confirmed your password and clicked ‘Continue’ you will receive a confirmation screen, 

which means your account has been successfully created.   
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Sign In 

Step 1. Once you have navigated to the FITS Registrant Portal, click the ‘SIGN IN’ link at the bottom of the 

page, which will bring you to the following screen.  

 

Note: You will need to use this link even if you were a user of the previous User Portal. However, unless you 

have followed these steps since 1 May 2023, you will not be able to sign in until you have set up two-factor 

authentication for your account.  

To set up two-factor authentication, follow steps 2 – 8 below. If you already have two-factor authentication 

set up, please skip ahead to step 9.  

Step 2.  

Steps for setting up two-factor authentication on existing account 

Once you have clicked on ‘SIGN IN’ you will see the following screen. You will need to select ‘Forgot 

password’ to reset your password. 

 

Step 3. Enter the email address registered to your account and select Continue. 
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Step 4. You will receive a separate email with a verification code. Retrieve the six-digit code sent to email 

address and enter it into the Enter your passcode field on the page. The passcode will expire in 30 minutes. 

After entering your code click the Continue button.  

 

Step 5. Link your mobile phone number. To provide added security to your account, you are required to link 

a mobile number to it.  A six-digit code will be sent to this mobile number every time you sign into your AGD 

account however, if you work in a secure area and do not have access to a mobile phone, you can request the 

code be sent to your email address (see below).  

Enter your mobile phone number into the space provided and click the Continue button. 
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Step 6. A six-digit code will be sent to your mobile phone number. Retrieve the six-digit code sent to your 

mobile phone and enter it into the next page.  The code will expire 30 minutes after it is sent, so you may 

need to use the link “I didn’t get my code. Send another code” to get a new code.  Enter the passcode into 

the space provided and then click Continue.  
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Step 7. Reset your password. Type a password of at least 8 characters into the password field. Once you have 

chosen a password, retype it into the Confirm password space and click the Continue button. 

 

 

Step 8. Authorisation successful. When you click the OK button, you will be directed to the Sign in page for 

the Register to sign in.  

 

 

Step 9.  

Once you have two-factor authentication set up, follow the below steps to log into your account 

To sign in, enter your email address. Type your email address into the space on the sign in page that is 

indicated with the words “someone@example.com”.  Your username is your email address.  

Step 10. Enter your password where indicated with the word “Password” and then click the Sign in button.  

mailto:someone@example.com
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You may briefly see a page that looks as follows: 
 

 
 

Step 11. After entering your email address and your password, you will be asked to enter a code that will 

have been sent by default to your mobile phone number. Enter the code in the box, and click the Sign on 

button. 
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If you are unable to use your mobile phone to receive the code, you can temporarily change how to receive it. 

Please refer to the section Changing how you receive sign in codes.  

Step 12. Once you have entered a valid passcode and you have clicked Sign on, you will briefly see a screen 

to say you are authenticated (signed into your account).  
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Changing how you receive sign in codes 
There are a number of reasons why it may not suit you to receive codes to sign in via your mobile phone – 

you may have lost your phone, or be in an area where you cannot use your mobile phone. You can choose to 

receive the codes sent to you when you sign in via email instead of to your mobile. 

Step 1. Sign into your account using the information in the section  Signing in to your AGD account. 

Note: A code will always be sent to your mobile phone by default, but you can choose to have 

another one sent to your email address instead.  These steps do not change your default of 

mobile phone permanently – you can only choose to have your code sent to an email address 

each time you sign into your account. 

Step 2. When you have entered your username and password, the following screen will be displayed, 

requesting that you enter the code sent to your mobile by default.  Instead of entering any code, click the 

‘Change Device’ button.  
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Step 3. A page that looks like the following picture will be displayed. It will show the last two digits of your 

mobile phone number, and your email address after the @ symbol. Mobile phone is marked as the default 

method for receiving your codes. Select the email address registered to your account. 

 

Step 4. Click the email address you see listed, and then click “Sign On”. A code will be sent to your email 

address.  Enter it into the space provided on the screen and then click “Sign On”.  
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Step 5. Verify your email address. Retrieve the six-digit code sent to your email address and enter it into the 

“Enter your passcode” field on the page. The passcode will expire in 30 minutes. After entering your code 

click the “Continue” button. 

 

The code may take a few minutes to arrive.  If it does not arrive after a few minutes, please check your spam 

or junk folder.  

Step 6. If you have not received a code, follow these steps: 

1. Click the link “I didn’t get my code. Send another code” and wait a few minutes for a new code to 

arrive. If it still does not arrive then:  
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a. Click the Cancel button and try again, confirming you have typed your email address correctly 

on the previous page. DO NOT USE the back button on your browser to go back to the 

previous page to try again. 

2. If the code still does not arrive, it is possible that your agency’s IT system is blocking the email with 

the validation code from coming to your inbox. You may need to consult with your agency’s IT team 

to unblock the email. 

a. There are two possible fixes that your IT team can implement, depending on your agency’s 

software: 

i. Whitelisting the domain address for the incoming email, or 

ii. Whitelisting the ‘reply-to’ address for the email, which has been configured as 

accountregistration@external.ag.gov.au.  

3. If the email still does not arrive, then email accountregistration@ag.gov.au and let us know the email 

address you’re trying to register. 

Step 7. If you have entered the code more than 30 minutes after it is sent to you, you will need to get a new 

code by following steps 1 or 2 listed above.  

  

mailto:accountregistration@external.ag.gov.au
mailto:accountregistration@ag.gov.au
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About the FITS Registrant Portal Dashboard 
Once an AGD account has been created or you have logged in to your existing account, you are directed to 

the FITS Registrant Portal Main Page. Click on the ‘Go to my registrations’ button or the ‘My Registrations’ 

title link located in the tabs, to be directed to your dashboard to start, view or manage your registrations. 
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My Registrations Dashboard 
The FITS Registrant Portal dashboard is the central place to maintain your account profile and maintain your 

individual and/or organisation registrations, update contacts, complete any outstanding actions and/or to 

submit an online request.  

 

The dashboard consists of the following sections: 

➢ Home – returns you back to the FITS registrant portal home page. 

➢ My Registrations – navigates you to the My Registrations dashboard from any page, and from this 

page lists your individual or organisation’s registrations. 

➢ View Public Register – navigates you to the FITS Public Register. 

➢ Resources and Support – navigates you to the FITS Resources page on FITS AGD webpage.  

➢ Contact Us – navigates you to the contacts details of the FITS team. 

➢ Logout – Logs you out of your FITS account.  

➢ Account Profile (will appear as your name at the top right-hand side of the dashboard, next to a 

person symbol – contains your account profile details).  

➢ Announcement Banner – displays a list of system generated messages, when applicable. 

➢ New registration – allows the creation of an individual/organisation. 

➢ My Actions – displays a list of system generated actions that require your attention, this will include 

any annual renewals that are due. 

➢ My requests – allows the creation of an online request (Align, Extend or Cease). 

➢ Contacts – contains details of your contacts, including their access.  
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How to manage your Transparency Portal account profile 
Step 1. From within your Transparency Portal account click on your user profile icon. 

 

Step 2. To edit your existing account details, including your personal and postal address information, click on 

the ‘Edit details’ button located on the right-hand side.  

Note: You are unable to change the email address to which your account is registered. Your email address is 

your username.  

 

Step 3. Click on the ‘Save’ or ‘Save & close’ button to save changes. 
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When to create an individual registration 
You should register as an individual if you are undertaking registrable activities on behalf of a foreign principal 

in your personal capacity.  

An individual registration allows you to record one or more foreign principal associations, and one or more 

activities being undertaken. 

You can save and resume your individual registration at any time. Once completed, lodge your registration. 
Your registration will then be reviewed, prior to being published on to the Public register. 

How to create an individual registration 
Step 1. From within your ‘My Registrations’ dashboard, click on the ‘New registration +’ button. 

 

Step 2. Click on the ‘Register as an individual’ button and click ‘Next’.  
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Step 3. Some of your details will be prefilled, ensure you review and complete all necessary fields. 

Note: Fields denoted with * are mandatory fields either on Save and/or on lodgement of your 

registration. 

Step 4. Once all fields are complete click on the ‘Save & continue’ button. 
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How to add a foreign principal  
Step 1.  From within the individual registration you will be navigated to the ‘Add foreign principals details’ 

section. 

 

Step 2.  Select a foreign principal entity type: 

• Foreign government 

• Foreign political organisation 

• Foreign government related entity 

• Foreign government related individual 

Step 3.  A list of criterions for the foreign principal type will appear. You will need to select one or more 

criteria that applies to the foreign principal. 

Step 4.  Enter the name of the foreign principal. For example, this should be the name registered on the 

Australian Business Register or ASX etc.  

Step 5.  Click on the ‘Continue’ button. 
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Step 6.  Select one or more countries/jurisdictions that the foreign principal is associated with. 

Note: If the foreign principal is related to two or more countries or jurisdictions, please select all 

that apply. If the foreign principal is an international body, please instead select 'Multijurisdiction'. 

Step 7.  Click on the ‘Save & continue’ button. 
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Step 8.  Enter in text describing the relationship with the foreign principal. This should include details about 

your relationship with the foreign principal including any arrangement, service, order, request or direction. 

Details should also include how the individual or entity is a foreign principal. 

Note: This text may be published on the public register. Please indicate clearly if you consider that 

any of the information or documentation you are providing is commercially sensitive, or sensitive 

and related to a confidential government consultation process, including details of why it is 

commercially sensitive or sensitive and related to a confidential government consultation process. 

The Department will then contact you to discuss the publication of your information. 

Step 9.  Click on the ‘Save & continue’ button. 

Step 10.  If required, click on the ‘Add payment or benefit’ button to record information regarding any 

payments or benefits you have received or will receive to do the activity. 

Note: This field is not published on the public register. It is supporting information in relation to your 

arrangement with the foreign principal. 
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Step 11.  Click ‘Save & continue’ once you have added any payments or benefits or select ‘Skip payments’ if 
you don’t have any payments or benefits to record. 

 

Step 12.  If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 
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Step 13.  Click ‘Save & continue’ once you have uploaded your supporting documents or select ‘Skip uploads’ 

if you don’t have any supporting documentation.  
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How to add an activity  
Step 1.  From within an individual registration you will be navigated to the Activity Details section. Select the 

activity you will be conducting on behalf of the foreign principal. You can add activities one at a time, adding 

other activities at the end. Activity types include: 

• Parliamentary lobbying 

• General political lobbying 

• Disbursement activity 

• Communication activity 

• Other activity (Former Cabinet Minister or recent designated position holder) 

Note: A registration must contain at least one foreign principal with a linked activity prior to being 

able to lodge the registration. 
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Step 2.  Select the activity start date and end date (if known). Click on ‘Continue’ to proceed with adding 

activity details. 

Note: Under the FITS Act a person who becomes liable to register in relation to a foreign principal 
(but is not already registered in relation to that foreign principal) must register within 14 days of 
becoming liable. 

 

Step 3.  Enter in a description of the activity. This should include: 

• What registrable activities you are undertaking on behalf of the foreign principal? 

• What is the purpose of the activity? 

• What is your role in the activity? 

Note: This text may be published on the public register. Please indicate clearly if you consider that any 

of the information or documentation you are providing is commercially sensitive, or sensitive and 

related to a confidential government consultation process, including details of why it is commercially 

sensitive or sensitive and related to a confidential government consultation process. The Department 

will then contact you to discuss the publication of your information. 

Step 4.  Click on the ‘Save & continue’ button. 
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Step 5.  If required, click on the ‘+Add’ event button and record an activity event log. If applicable, you may 
wish to add any substantive events that will occur within the activity period. For example, this may include 
specific events, meetings, conferences, or stages of the activity.  

Note: This information will not be published on the public register. 

Step 6.  Click ‘Save & continue’ once you have added any activity event logs or click the ‘Skip event log’ 
button if you don’t have any activity event logs to record. 



  

Using your Attorney-General’s Department account for the Foreign Influence Transparency Scheme Registrant Portal  

 

 

Page 34 of 88  

 

 

 

Step 7.  If required, click on the ‘Add file’ button and upload any relevant documents that may support your 

description about the activity.  

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 

Step 8.  Click ‘Save & continue’ button once you have uploaded your supporting documents or click the ‘Skip 
uploads’ button if you don’t have any supporting documentation. 
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Step 9.  You have added details about the registrant, foreign principal and activity. Your registration remains 

in draft until you have lodged the registration. You have the following options: 

1. To add another activity undertaken on behalf of the same foreign principal, click on the ‘Add another 
activity’ button. 

Note: Refer to ‘How to add an activity’ (Page 31) 

 

2. To add another foreign principal to your registration, click on the ‘Add new foreign principal’ button. 
Note: Refer to How to add foreign principal (Page 26) and How to add an activity (Page 31). 
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3. If you are ready to lodge your registration, click on the ‘Review and Lodge’ button. 

 
 

Step 10.  Once all foreign principals and activities have been entered and saved you are ready to lodge the 
registration. Click on the ‘Review and Lodge’ button. 
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Lodge registration 

 

Step 1.  Once all registration, foreign principal and activity details have been entered and saved, you are 
ready to lodge the registration. Ensure you review the registration overview and click on the ‘Lodge 
registration’ button. 
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Step 2.  Read the Lodge registration information notice, ensuring you confirm and mark the check boxes. 
Then click on the ‘Lodge registration’ button to lodge your registration.  

Step 3.  Your registration will be reviewed by the Transparency Frameworks team and published within 4 
weeks as required under the FITS Act.  
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When to create an organisation registration 
You should register an organisation registration where the organisation is undertaking registrable activities 

on behalf of a foreign principal, including where you and/or other individuals are undertaking the activity as 

employees of the organisation. 

An organisation registration allows for one or more foreign principal associations and one or more activities 

being undertaken. 

You can save and resume an organisation registration at any time. Once completed, lodge the organisation 
registration. The organisation registration will then be reviewed, prior to being published on to the public 
register. 

How to create an organisation registration 
Step 1.  From within your ‘My Registrations’ dashboard, click on the ‘New registration +’ button. 
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Step 2.  Click on the ‘Register as an organisation’ button and click the ‘Next’ button.  

 

Step 3. Complete the fields for the organisation details. 

Note: Fields denoted with * are mandatory fields either on ‘Save’ and/or on lodgement of your 

registration. 
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Step 4. Once all fields are complete click on the ‘Save & continue’ button. 
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How to add a foreign principal  
Step 1.  From within the organisation registration you will be navigated to the ‘Add foreign principals details’ 

section. 

 

Step 2.  Select a foreign principal entity type: 

• Foreign government 

• Foreign political organisation 

• Foreign government related entity 

• Foreign government related individual 

Step 3.  A list of criterions for the foreign principal type will appear. You will need to select one or more 

criteria that applies to the foreign principal. 

Step 4.  Enter the name of the foreign principal. For example, this should be the name registered on the 

Australian Business Register or ASX etc.  

Step 5.  Click on the ‘Continue’ button. 
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Step 6.  Select one or more countries/jurisdictions that the foreign principal is associated with. 

Note: If the foreign principal is related to two or more countries or jurisdictions, please select all 

that apply. If the foreign principal is an international body, please instead select 'Multijurisdiction'. 

Step 7.  Click on the ‘Save & continue’ button. 
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Step 8.  Enter in text describing the relationship with the foreign principal. This should include details about 

your relationship with the foreign principal including any arrangement, service, order, request or direction. 

Details should also include how the individual or entity is a foreign principal. 

Note: This text may be published on the public register. Please indicate clearly if you consider that 

any of the information or documentation you are providing is commercially sensitive, or sensitive 

and related to a confidential government consultation process, including details of why it is 

commercially sensitive or sensitive and related to a confidential government consultation process. 

The Department will then contact you to discuss the publication of your information. 

Step 9.  Click on the ‘Save & continue’ button. 

Step 10.  If required, click on the ‘Add payment or benefit’ button to record information regarding any 

payments or benefits you have received or will receive. 

Note: This field is not published on the public register. It is supporting information in relation to your 

arrangement with the foreign principal for transparency value. 
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Step 11.  Click ‘Save & continue’ once you have added any payments or benefits or select ‘Skip payments’ if 
you don’t have any payments or benefits to record. 

 

Step 12.  If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 
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Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 

 

Step 13.  Click ‘Save & continue’ once you have uploaded your supporting documents or select ‘Skip uploads’ 

if you don’t have any supporting documentation.  
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How to add an activity  
Step 1.  From within an organisation registration you will be navigated to the Activity Details section. Select 

the activity you will be conducting on behalf of the foreign principal. You can add activities one at a time, 

adding other activities at the end. Activity types include: 

• Parliamentary lobbying 

• General political lobbying 

• Disbursement activity 

• Communication activity 

• Other activity (Former Cabinet Minister or recent designated position holder) 

Note: A registration must contain at least one foreign principal with a linked activity prior to being 

able to lodge the registration. 
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Step 2.  Select the activity start date and end date (if known). Click on ‘Continue’ to proceed with adding 

activity details. 

• Note: Under the FITS Act a person who becomes liable to register in relation to a foreign principal 
(but is not already registered in relation to that foreign principal) must register within 14 days of 
becoming liable. 

 

Step 3.  Enter in a description of the activity. This should include: 

• What registrable activities you are undertaking on behalf of the foreign principal? 

• What is the purpose of the activity? 

• What is your role in the activity? 

 

Note: This text may be published on the public register. Please indicate clearly if you consider that 

any of the information or documentation you are providing is commercially sensitive, or sensitive 

and related to a confidential government consultation process, including details of why it is 

commercially sensitive or sensitive and related to a confidential government consultation process. 

The Department will then contact you to discuss the publication of your information. 

Step 4.  Click on the ‘Save & continue’ button. 
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Step 5.  If required, click on the ‘Add event +’ button and record an activity event log. If applicable, you may 
wish to add any substantive events that will occur within the activity period. For example, this may include 
specific events, meetings, conferences, or stages of the activity.  

Note: This information will not be published on the public register. 

Step 6.  Click ‘Save & continue’ once you have added any activity event logs or click the ‘Skip event log’ 
button if you don’t have any activity event logs to record. 
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Step 7.  If required, click on the ‘Add file’ button and upload any relevant documents that may support your 

description about the activity.  

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 

Step 8.  Click ‘Save & continue’ button once you have uploaded your supporting documents or click the ‘Skip 
uploads’ button if you don’t have any supporting documentation. 
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Step 9.  You have added details about the registrant, foreign principal and activity. Your registration remains 

in draft until you have lodged the registration. You have the following options: 

1. To add another activity undertaken on behalf of the same foreign principal, click on the ‘Add another 
activity’ button. 

Note: Refer to How to add an activity (Page 31) 

 

2. To add another foreign principal to your registration, click on the ‘Add new foreign principal’ button. 
Note: Refer to How to add foreign principal (Page 26) and How to add an activity (Page 31). 
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3. If you are ready to lodge your registration, click on the ‘Review and Lodge’ button. 

 
 

Step 10.  Once all foreign principals and activities have been entered and saved you are ready to lodge the 
registration. Click on the ‘Review and Lodge’ button. 
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Lodge registration 

 

Step 1.  Once all registration, foreign principal and activity details have been entered and saved, you are 
ready to lodge the registration. Ensure you review the registration overview and click on the ‘Lodge 
registration’ button. 
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Step 2.  Read the Lodge registration information notice, ensuring you confirm and mark the check boxes. 
Then click on the ‘Lodge registration’ button to lodge your registration.  

Step 3.  Your registration will be reviewed by the Transparency Frameworks team and published within 4 
weeks as required under the FITS Act.  
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How to add or delete a contact 
Adding a contact 

Step 1.  Under the ‘My Registrations’ dashboard, located on the bottom right-hand side is the ‘Contacts’ 
function.  
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Step 2.  Select the ‘Add contact +’ button.  

 
 

Step 3.  You will need to fill in the form, completing all fields. Once complete select the ‘Save & close’ button. 

Once saved, the contact will appear under your ‘Contacts’ with a status of ‘Confirmation Pending’.  

Note: by adding a contact to your registration you are giving the contact permission to administer 

the registration on your behalf. This means that the contact will be able to create, read, edit, delete 

and lodge information contained in the registration. 

 

Step 4.  The person you have authorised as a contact will receive an automated email notification inviting 
them via a link to create a FITS account to become a contact.  
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Note: the portal link attached to the email notification will expire in one hour. If the link expires the 

new contact must now follow Step 7 and email transparency@ag.gov.au.  

New contact instructions 

Step 5.  Once the new contact has created their account and/or logged in, they will see the following screen 
on their ‘My registrations’ page. The new contact will need to click the invitation that appears under ‘My 
actions’ located on the right-hand side of the screen.  

 

Step 6.  The new contact will need to follow the prompts to accept the invitation and list their role. Once 
completed click ‘Save’ and the new contact should have the registration sitting under ‘My registration’ on 
their dashboard and will be authorised to make changes. 

 

mailto:transparency@ag.gov.au
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Access required for a new contact with no authorised contacts available  

Step 7.  If you are a contact that requires access to a registration with all current authorised contacts either 

unavailable to add you or no longer employed at the organisation. Please create a FITS account at 

https://transparency.ag.gov.au/myregistration/ by clicking on the ‘Create account’ button. Once an account 

has been created, please email Transparency@ag.gov.au to advise both creation of FITS account and the 

reason you require access to the registration, so the FITS team can assess your accessibility and once 

confirmed will link the registration your account allowing you access to administrate.  

 

  

https://transparency.ag.gov.au/myregistration/
mailto:Transparency@ag.gov.au
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Removing a contact 
 Step 1.  To remove a contact, on your dashboard scroll down to ‘Contacts’ located on the bottom right hand 
side and select ‘View all contacts’.   

 

Step 2.  From the list of contacts that appear, there should be a ‘remove’ button on the right-hand side next 

to each contact. Simply click on the ‘remove’ button next to the contact you wish to delete.  

 

Step 3.  A pop-up box should appear reaffirming that you want to remove the contact. Click ‘Yes’ – to 

proceed with removal of this contact.  

 

Step 4.  The contact will be removed and should no longer appear in your contacts list. 
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How to complete a foreign principal annual renewal 
Under section 39 of the Foreign Influence Transparency Scheme Act 2018 (FITS Act), you are required to 

review your registration on an annual basis. Once 12 months have passed since lodging a registration for an 

activity on behalf of a foreign principal, you will receive an Annual Renewal notification email to review and 

re-lodge your registration by a due date (within ‘one month’ of the anniversary of the date of lodging a valid 

registration). Please follow the instructions in the email to login to your user portal or the below instructions. 

Note: you can only renew or cease a foreign principal one at a time. Once your appropriate action is selected, 
submit to complete your annual registration review. 

Failure to complete your annual renewal within the one-month period will result with an automatic cessation 

of the foreign principal association. If you still have ongoing activities with this foreign principal, you must re-

register the foreign principal. 

Step 1.  Log in to your account on the scheme’s Registration Portal: 

https://transparency.ag.gov.au/myregistration/ 

Step 2.  Once logged in, located on the right side of your dashboard under ‘My Actions’, an annual renewal 
action should be visible. Click on the annual renewal link. 

 

Step 3.  A pop-up window will appear with the summary of the associated foreign principal details. The 
information is displayed for you to review. 

https://transparency.ag.gov.au/myregistration/
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Renew without changes 

Step 4.  On the summary page, review the details (read-only) and ensure all details are correct and no 
changes are required. 
 

Step 5.  Select ‘I confirm the above details are correct.’ 

 

Step 6.  Another section will appear where you will need to select a request to renew or cease the foreign 
principal. Select ‘Renew - I confirm my association and activities with the foreign principal this year.’ 
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Step 7.  Click the ‘Submit’ button to complete annual renewal without changes.  

 

Step 8.  You will be directed to your My Registrations dashboard and have a notification advising ‘Renewal 
request is submitted successfully’. You will also receive an email to your nominated email account which will 
confirm your annual renewal. 
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Renew with changes 

Step 1.  On the summary page, review the details (read-only) and ensure all details are correct and if changes 
are required proceed to Step 10. 
 

Step 2.  Under ‘I have reviewed my registration details and,’ select ‘My registration requires changes which I 
need to make and then lodge’.  
 

 

Step 3.  Click the ‘Edit registration’ button. 

 
Step 4.  You will now be taken to the organisation or individual registration page where you can make the 
necessary changes required. If amendments are required for a foreign principal or activity, you need to click 
on the associated foreign principal and ensure you click the ‘Edit Foreign Principal’ or ‘Edit activity button’ to 
make necessary changes. Any changes throughout the registration should be saved by clicking the ‘Save’ or 
‘Save & close’ button.  
 

Step 5.  Once all changes are saved, you will be taken to the Registration overview page. Click the ‘Lodge 
registration’ button to submit the changes made to the registration. 



  

Using your Attorney-General’s Department account for the Foreign Influence Transparency Scheme Registrant Portal  

 

 

Page 64 of 88  

 

 
  

Step 6.  Read the Lodge registration information notice, ensuring you confirm and mark the check boxes. 
Then click on the ‘Lodge registration’ button to lodge your registration.  
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Step 7.  Once lodged, you will be directed back to the Renewal request and should see a summary of your 
registration. Review the details (read-only) ensuring the amendments made are correct.  
 

Step 8.  Once you get to ‘I have reviewed my registration details and’ section, select ‘I confirm the above 
details are correct.’ If the details in the summary require further amendments, you will need to repeat steps 
above to make further edits. 
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Step 9.  Another section will appear where you will need to select a request to renew or cease the foreign 
principal. Select ‘Renew - I confirm my association and activities with the foreign principal for this year.’ 

 

Step 10.  Click the ‘Submit’ button to complete annual renewal with changes.  
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Step 11.  You will be directed to your My Registrations dashboard and have a notification advising ‘Renewal 
request is submitted successfully’. You will also receive an email to your nominated email account which will 
confirm your annual renewal. 
 

Renew - Extension  

Step 1.  On the summary page, review the details (read-only) and ensure all details are correct and no 
changes are required. 

Note: If changes are required, please refer to Step 1-7 of the ‘Renew with changes’ guidelines on 

page 63. Once Step 7. is complete, return back to this page to continue with your Extension request.  

Step 2.  Select ‘I need to request an extension.’ and click ‘Continue’. 

 

Step 3.  The window will refresh to the Registration overview page. Ensure the read-only summary is correct.  

 
Step 4. At the bottom of the summary, select the proposed extension date and enter the reason you would 
like to extend. For example, you may have the arrangement end date which is either less or more than the 
12-month renewal.    

 
 

Step 5. Click ‘Continue’. 
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Step 6. If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 
If you don’t have any supporting documentation click ‘Continue’ and go to Step 9. 
 

 
 

 
 

Step 7.  Click ‘Add’ to complete uploading supporting document. If you have more documents to upload 
repeat the step 6-7.  
 

Step 8. Click on ‘Continue’ once you have uploaded your supporting documents or if you don’t have any 
supporting documentation. 
 

Step 9. Read the declaration notice, ensuring you confirm and mark the check box. Then click on the ‘Submit’ 
button. 
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Step 10. A window will pop up with a notification advising ‘Extend request is submitted successfully’. You will 
also receive an email to your nominated email account which will confirm your annual renewal. 

 

Step 11. Your extension request will be reviewed by the Transparency Frameworks team within 4 weeks as 
required under the FITS Act, or before your Annual Renewal due date. Click on the ‘My Registrations’ tab to 
be taken back to your registration dashboard. You will notice the link to complete annual renewal remains 
under ‘My Actions’, this will remove once your extension request has been approved by the Transparency 
Frameworks team.  
 
Note: if you have submitted your extension request within a week of your Annual Renewal due date, 
please send an email to transparency@ag.gov.au to advise of the request to ensure the team give priority 
to the request to avoid the foreign principal association from auto ceasing.  
 
 

Renew - Cease 

Step 1.  On the summary page, review the details (read-only) and ensure all details are correct and no 
changes are required. 

Note: If changes are required, please refer to Step 1-7 of the ‘Renew with changes’ guidelines on 

page 63. Once Step 7. is complete, return back to this page to continue with your Cease request.  

Step 2.  Select ‘I confirm the above details are correct.’ 

mailto:transparency@ag.gov.au
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Step 3.  Another section will appear where you will need to select a request to renew or cease the foreign 
principal. Select ‘Cease - I confirm ceasing my association and activities with the foreign principal.’ 

 

Step 4.  Click the ‘Continue’ button to complete ceasing your foreign principal.  

 

Step 5.  A summary page will display, review the details (read-only) and ensure all details are correct and no 

changes are required. 

Note: If changes are required, select ‘I need to update the above details.’ and then click on the ‘Edit 

registration’ button. Please refer to Step 1-7 of the ‘Renew with changes’ guidelines on page 63 to 

continue with making changes to your registration. Once Step 7. is complete, return back to Step 3. 

to continue with your Cease request.  
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Step 6. Complete the following to progress cease request: 

• Click on ‘I confirm the above details are correct’. 

• Select your proposed cessation date. 

• Enter your reason for ceasing the foreign principal.  

Step 7. Click ‘Continue’ once all steps are complete. 
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Step 8. If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 
If you don’t have any supporting documentation click ‘Continue’ and go to Step 9. 
 

 

Step 9. Read the declaration notice, ensuring you confirm and mark the check box. Then click on the ‘Submit’ 

button. 
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Step 10.  A window will pop up with a notification advising ‘Cease request is submitted successfully’. You will 
also receive an email to your nominated email account which will confirm your annual renewal. 
 

Step 11. Your Cease request will be reviewed by the Transparency Frameworks team and approved within 4 
weeks as required under the FITS Act. Click on the ‘My Registrations’ tab to be taken back to your registration 
dashboard. You will notice the link under ‘My Actions’, is removed.  
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My requests 
My requests are a list of requests you can submit at any time. The three requests options below are the types 

you can submit. 

Align Request 

Under subsection 39(4)(a) of the FITS Act, on written request the Secretary may, if satisfied it is appropriate, 

align renewal periods for registrations of a person registered in relation to more than one foreign principal, 

and specify a day for the registration for the purposes of subparagraph 39(3)(a)(ii), or   

Extend Request 

Under Subsection 39(4)(b) of the FITS Act, on written request the Secretary may, if satisfied that exceptional 

circumstances exist, specify an extended period for the registration, for a specified year, for the purposes of 

paragraph 39(3)(b). 

Cease Request 

Under Section 31 of the FITS Act a registrant may give a notice to the Secretary that they have ceased to 

undertake registrable activities on behalf of a foreign principal, and that there is no registrable arrangement 

in existence between the person and that foreign principal. The person must be satisfied of these matters 

before giving this notice to the Secretary. 

The guidelines below will assist you with submitting the right request for your registration.  
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How to complete an Align request 
This request allows registrants to apply to align the annual renewal dates for more than one of their 

registered foreign principals to streamline the annual renewal process. Rather than progressively completing 

multiple annual renewals throughout the year, you would align the foreign principals to the same date and 

complete your annual renewal for each of the aligned foreign principals on that date. 

Step 1. From within your ‘My Registrations’ dashboard, under ‘My requests’ click on the ‘Align renewal 

dates’ link. 

 

Step 2. Under the ‘Select registration’ dropdown, select the Individual or Organisation registration that holds 

the foreign principals that you wish to align. 
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Step 3. A list of foreign principals registered under the chosen registration should appear. Click the check box 

of each of the foreign principals that you wish to align and click ‘Continue’. 

 

Step 4. A summary will display and you will need to complete the following: 

i. Review the correct foreign principals selected. 

ii. Enter proposed alignment date in the ‘Proposed annual renewal date’ field.  

Note: the proposed date must not be greater than one year from the current date. 

iii. Enter the reason for alignment. 

iv. Click ‘Continue’. 
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Step 5. If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 
If you don’t have any supporting documentation click ‘Continue’ and go to Step 6. 
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Step 6. Read the declaration notice, ensuring you confirm and mark the check box. Then click on the ‘Submit’ 

button. 

 

Step 7. Once the alignment request has been submitted, you will be returned to the dashboard. You will 

notice a green banner will appear notifying you that the ‘Align request is submitted successfully’. Click on the 

‘My Registrations’ tab to be taken back to your registration dashboard.  
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Step 8. Your Align request will be reviewed by the Transparency Frameworks team and approved within 4 

weeks as required under the FITS Act. Under ‘My requests’ click on ‘View all requests’ to view the status of 

your Align request or view all other submitted requests.  
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How to complete an Extend request 
This request allows registrants to apply to extend the annual renewal date of their association with the 

registered foreign principal. This may apply when you know the end of the arrangement with your foreign 

principal is prior to the annual renewal date, therefore submitting a request to extend will bring the annual 

renewal date forward to your new proposed date.  

Step 1. From within your ‘My Registrations’ dashboard, under ‘My requests’ click on the ‘Extend renewal 

dates’ link. 

 

Step 2. Under the ‘Select registration’ dropdown, select the Individual or Organisation registration that holds 

the foreign principal that you wish to extend the annual renewal date for. 
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Step 3. A list of foreign principals registered under the chosen registration should appear. Click the check box 

of the foreign principal that you wish to extend the annual renewal due date for and click ‘Continue’. 

 

Step 4. A summary will display and you will need to complete the following: 

i. Review the correct foreign principal selected. 

ii. Enter proposed extension date in the ‘Proposed extension date’ field.  

iii. Enter the reason for extension. 

iv. Click ‘Continue’. 

 

Step 5. If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 
If you don’t have any supporting documentation click ‘Continue’ and go to Step 6. 
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Step 6. Read the declaration notice, ensuring you confirm and mark the check box. Then click on the ‘Submit’ 

button. 

 

Step 7. Once the extension request has been submitted, you will be returned to the dashboard. You will 

notice a green banner will appear notifying you that the ‘Extend request is submitted successfully’. Click on 

the ‘My Registrations’ tab to be taken back to your registration dashboard.  
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Step 8. Your Extend request will be reviewed by the Transparency Frameworks team and approved within 4 

weeks as required under the FITS Act. Under My requests click on ‘View all requests’ to view the status of 

your Extend request or view all other submitted requests.  
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How to complete a Cease request 
This request allows registrants to notify the department of the cessation of an arrangement with their 

registered foreign principal. Section 31 of the FITS Act provides that a registrant may give a notice to the 

Secretary that they have ceased undertaking registrable activities on behalf of a foreign principal. The 

registrant confirms that there is no registrable arrangement in existence between the person and that foreign 

principal.   

Step 1. From within your ‘My Registrations’ dashboard, under ‘My requests’ click on the ‘Cease association’ 

link. 

 

Step 2. Under the ‘Select registration’ dropdown, select the Individual or Organisation registration that holds 

the foreign principal that you wish to Cease. 
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Step 3. A list of foreign principals registered under the chosen registration should appear. Click the check box 

of the foreign principal that you wish to Cease and click ‘Continue’. 

 

Step 4.  A summary page will display, review the details (read-only) and ensure all details are correct and no 

changes are required. 

Note: If changes are required, select ‘I need to update the above details.’ and then click on the ‘Edit 

registration’ button. Once changes are made, return to this step to continue with your Cease 

request.  

 

Step 5. Complete the following to progress cease request: 

• Click on ‘I confirm the above details are correct.’ 

• Select your proposed cessation date. 

• Enter your reason for ceasing the foreign principal.  
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Step 6. Click ‘Continue’ once all steps are complete. 

Step 7. If required, click on the ‘Add file’ button and upload any relevant documents. For example, this may 

include agreements, contracts, correspondence, governance or planning documents. 

Note: The following file types are able to be uploaded pdf, doc, docx, xlsx, jpg, png, csv, txt - 
multiple documents can be uploaded. 

 
If you don’t have any supporting documentation click ‘Continue’. 

 

 

Step 8. Read the declaration notice, ensuring you confirm and mark the check box. Then click on the ‘Submit’ 

button. 
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Step 9. Once the cease request has been submitted, you will be returned to the dashboard. You will notice a 

green banner will appear notifying you that the ‘Cease request is submitted successfully’. Click on the ‘My 

Registrations’ tab to be taken back to your registration dashboard.  

 

Step 10. Your cease request will be reviewed by the Transparency Frameworks team and approved within 4 

weeks as required under the FITS Act. Under ‘My requests’ click on ‘View all requests’ to view the status of 

your Cease request or view all other submitted requests.  
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