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ECONOMX SET-UP GUIDE 

 
 

WELCOME 
 
 

Thank you for making the decision to establish an EconomX account. 
 

 EconomX is a Local and Regional Content facilitator which is designed to assist projects in 
connecting with the local market for greater economic returns and community good. 

 
We work proudly with Regional Economic Development Advocates on the shared objective 
of providing an information marketplace that facilitates your access and ability to receive 

and exchange information regarding supplier, project and market opportunities. 
 

To achieve this, EconomX provides you with a structured process to build ONE Business 
Profile that you can utilise time and again to access available market opportunities. 

 
We realise that there is a lot of “portal fatigue” in the market at present, and as such, we 

have designed a simple Profile establishment process, considerate of your time.  
 
Establishing a profile on EconomX is free and always will be.  We have provided this Set-Up 
Guide to assist you achieve this. It not only shows you the steps to establish a profile, it also 

sheds some light on the EconomX strategy.  
 

To keep things easy in the initial stages, we require only a base level information about your 
business. Over time, we shall help you build this profile, based on your feedback and market 

demand. Please ensure to check your nominated email address for further information 
requests. 

 
Thank you once again for taking the time to set up a profile with EconomX. 

 
You will be pleased you did! 
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ECONOMX SET UP MANUAL 

 
Important Notice:  
EconomX Users have access to Company information and can edit Company profiles. Given the 
information required to complete an EconomX profile, we suggest that only Directors or Executives 
complete the initial profile set up. 
 
Once you have established your EconomX profile, you will be the nominated Business Administrator 
for your Company with the ultimate control of who has access, can edit and use your profile. 
 
We remind you it is illegal to misrepresent a business or an entity and invite you to view our more 
comprehensive Terms and Conditions.  
 
Your information is private to you and important to us. 
 
Registration: 
Registering with EconomX takes only a couple of minutes and completing your Company profile 
details just a few minutes more.  
 
Our aim is to support all modern web browsers, but, we work best on Google Chrome. If you have 
any issues, please get in touch with us at contact@economx.com 

 
We ask you during set-up, to attach soft copies of your Capability Statement and Company Logo. 
Please ensure you have access to these files. 

 
Please take the time now, to logon at https://my.economx.com and keep this manual handy as a set 
up guide. Your journey starts now….  

 
Look out for the following icons to help you navigate the site 

 

 
Return to your Dashboard    

 
Click to edit details 

 
Click to Register 

 
Edit Locations 

 
Click to Save 
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Contents  
 
The EconomX Set-Up Guide covers the following steps: 
 

1. Register with EconomX 
2. Sign into EconomX 
3. Land on your Dashboard 
4. Create User Profile 
5. Utilise Exchange 
6. Create User Administration 
7. Create Business Profile 
8. Register Interest in Projects 
9. Create Project Specific Registration 
10. Note EconomX Surveys 
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1. Register with EconomX 
 
The first step to gaining access to EconomX is to register yourself, and enter your ABN to check if 
your company is already registered. To achieve this, you will need your Company Australian Business 
Number (ABN) to hand.  
 
If you do not know your company ABN, Google: ABN Lookup. 
 
If you have any issues registering your ABN, please speak to your IT Department to ensure your 
Firewall is not blocking communications with our website.  
 
 

 
 
Steps: 
 

1. Visit https://my.economx.com 
2. 'Click Here to Register' (middle of white box at bottom) 
3. Complete Email, Name & ABN 
4. Click Register 
5. Pop Up box appears confirming registration and informing you of a verification email being 

sent to registered email 
a. If the ABN is already registered with EconomX you will be prompted to send an 

email to the Business Administrator of your chosen ABN for authorisation. 
b. Once authorised you will receive an email prompting you to complete your 

registration. 
6. Verify email via link sent to registered email (please check Spam/Junk folder if you don't 

receive email). 
7. You are then taken to Create Account page 
8. Create Password – make sure it meets security requirements 
9. Click submit 
10. Pop up box appears confirming your account has been created 
11. Land on Log in Page at https://my.economx.com 

 
 

https://my.economx.com/
http://www.my.economx.com/
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2. Sign into EconomX 
 
Nothing too complicated at this step, please note that if you forget your password you can always 
have it renewed by clicking on “Forgot your password” 
 

  

Steps: 
 

1. Visit https://my.economx.com 
2. Enter email and password  
3. Click 'Sign in' 
4. You will now be taken to the EconomX Dashboard 

 
 

3. Land on your Dashboard 
 

The EconomX Dashboard is the home page for your EconomX experience. 

From this page, you can access your User Profile, your Business Profile, Register Interest in Projects 
and search available Packages (when they are ready). 

Before you click on the big yellow buttons, mid page, we need you to set up your personal profile 
(top right hand corner). Click on your name, confirm and complete the details under View Profile. 

You can return to your Dashboard at any stage, by clicking the EconomX Logo in the top left hand 
corner.  
 

                     

https://my.economx.com/
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4. Create User Profile 
 
This is where you tell us a little about yourself. Your User Profile refers to you and your role within 
your Company.  
 

                              
 
Steps: 
 

1. Click on your name in the top right corner  
2. Click on View Profile in drop down – you will be taken to User Profile page 

3. Click  next to "Your Profile" to edit details 
4. Complete profile details 
5. Tick Checkbox to receive relevant EconomX activity communication. 
6. Click Save Changes 
7. Pop up box appears confirming changes made - click 'okay' 

 
Deactivate Account 
  

1. You are able to deactivate your account by clicking the red ‘Deactivate My Account’ button 
on this page.  
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5. Utilise Exchange  
 
Received communications are accessed here. These communications may come from Projects your 
Company has registered interest in or participating Economic Development Organisations with 
which you are involved. You will receive notification of the communication via your registered Email.  
 

                                
 
 
 
 

                                    
 
Steps:  
 

1. Click Exchange in Blue Header 
2. You can view Communications sent to your Organisation on this page. 
3. You can search through Communications by using the Search box.  
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6. Create User Administration 
 
EconomX gives your Company the ability to access the market in a more efficient way. How you 
achieve that and who, within your Company, is responsible is up to you and can be controlled via the 
User Administration function.  
 
We refer you to your own corporate policy regarding approvals to represent company information in 
a commercial setting. You can invite other members of your Organisation, and you can grant 
permission for individual users via the Users Tab. 
 

                
Steps: 
 

1. Click Users in the Blue Header 

2. Click  beside Users to edit the permission levels of each User. 

3. By clicking  button you can invite other users to experience EconomX.  
4. Enter their email address and set their permission level. 

5. Invites will be sent once you click  
6. You can nominate the Registration Contact for the Company Account. (The Registration 

Contact is the person who will receive and approve requests from Users wishing to join this 
Business).  

7. Click Save Users  
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7. Create Business Profile 
 
Your Business Profile will provide the information that is relied upon to represent you and your 
company in its best light. It is your responsibility to keep these details current, accurate and 
relevant.  
 
We will ask for more detailed information over the course of the first few weeks of establishing your 
account. You will receive an email asking you to log back in to complete these details. 
 

                                   
 
Steps: 
 

1. From home page click yellow 'Manage Business Details' box on left  

2. Click  at top to add Company Logo – JPEG and PNG formats accepted up to 2MB in size. 
3. Choose file from computer and then upload 

4. Click next to ‘My Business Profile’ to edit details 
5. Complete details clicking ‘save changes’ before uploading your Capability Statement in PDF 

format (up to 5MB in size) and Geographic location settings.  

To load your Capability Statement  

1. Click beside Capability Statement to upload document. 
2. Choose document from computer and upload (PDF format and up to 5MB in size) 
3. Pop up box will confirm the success of document upload 

To enter your Geographical Location 

1. Click beside location to edit. 
2. Type in address, choose whether Head Office or Branch and click green save button on right 

to add to map. 

3. Location will appear on map indicated by  .  
 

https://www.bing.com/images/search?q=Map+Location+Symbol&FORM=IRIBIP
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8. Register Interest in Projects 
 
Now that you have completed your Business Profile, you may register your interest in projects. 
Each project will require further information unique to how they intend to execute their Local and 
Regional Content strategy. 
 
By registering your interest, you will receive communications relating to that project. These 
communications will be found in your Exchange Tab, and you will be alerted via email. 

We will confirm that you have registered your interest, by changing your status to Registration 
Complete and will send a confirmation email to your nominated address.  

You will be notified as new projects come on board, so keep an eye on your email for 
communications from EconomX. 

 

                               
 
 
 
Steps: 
 

1. Interest can be registered only, once you have completed your Business Profile 
2. You will be notified to complete this, if you have not already done so.  
3. Go to ‘View Projects’ box 
4. Choose the Project you would like to view, by clicking ‘View Project’ on right hand side of 

that project. 

5. Click  to register interest  
6. If you do not have a complete Business Profile, you will be prompted to complete this now.  
7. Complete the questions required by that project, and submit interest.  
8. A green tick will appear to the left of the project to show your interest has been registered.  
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9. Create Project Specific Registration 
 
As you register for each project, you will be required to answer questions   specific to both their 
Local and Regional Content strategy and your ability to represent yourself to them. 
 
Upon completing these questions, your Expression of Interest is complete and you may either return 
to the dashboard and explore more of EconomX, or log off via your name in the top right hand 
corner.  
 
Please, log back in at any time, and remember it is your responsibility to keep your details up to 
date.  
 

                   
 
 
 
 

10. Note EconomX Website to Complete a Survey 
 
Thank you for your time in completing your profile with us.  

 
EconomX is about Empowering Communities, and we endeavour to achieve this through a 
combination of local supply chain participation and incubating projects that help support regional 
communities. 

 
One thing that is vital to us and to our partners, is to understand Companies’ views on broader 
economic and community challenges. 

 
Please visit our website at www.economx.com/surveys and share your view on Regional Content. 
 
Thank you for joining EconomX, and we look forward to an ongoing relationship. 

http://www.economx.com/surveys

