
 
 
 
 
 
 

Instructions for Banksia’s Entry Portal 
 
For technical support, contact support@informed365.com 

All other queries should be directed to hello@banksiafdn.com 

 
Please note that these instructions are applicable to the Banksia National Sustainability 
Awards, NSW Sustainability Awards and APCO Annual Awards. 
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Create a new account 
 

1. Go to https://banksia.informed365.com/register  
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2. Enter your contact details  
 

 
 
 

3. Agree to the Terms of Use and pay special attention to the password 
requirements 

 

 
 
 



 
 
 
 
 
 

 
 
 

4. Click register. You should see the green ‘Success’ ribbon when you scroll to the 
top of the page 

 

 
 

5. Check your inbox and verify your email address. This email will be sent from 
Informed 365 support@informed365.com 
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6. Log in using your new account details  
 

 
 

7. You will be directed to My Profile page. Please insert your phone number, 
however you are not required to insert your Job Title and Department. Click Save. 

 
 
 
 

 

 

 

 
 
 
 
 



 
 
 
 
 
 

Linking your organisation 
 

8. Once logged in, you will land on the Organisation page.  
 
 

 
 
 

9. Click on Create to make an Organisation Profile. Awards entries are submitted on 
behalf of organisations and not users. Therefore, you must link your user account 
to an organisation.  
 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

10. Insert your organisation’s name and ABN. You do not need to fill out the phone, 
number, industry or country.   
 

 
 
Warning  
If your organisation has previously entered the Banksia Awards, you will receive a 
warning message and will not be able to continue. Email hello@banksiafdn.com to link 
your new user account to the existing Organisation Profile.  
 

11. Tick Create Blank Form and Save and continue  
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12. Select the Award Program you wish to enter. Press Save and Okay.  
 

 
 
Your Organisation Profile and form should now have been successfully created. 
 

Using existing accounts 
 
If you have previously entered the National Banksia Sustainability Awards, NSW 
Sustainability Awards and APCO Annual Awards, you can use the same user account for 
all award programs. 
 
If your user account is not linked to an ‘already created’ organisation, please 
contact Banksia at hello@banksiafdn.com to link your user account to an existing 
Organisation Profile. 
 
Team Collaboration 
To view other users linked to your Organisation Profile: 

1. Go to the ‘Organisation’ section. 
2. Click the blue hyperlink with your organisation name. 
3. Click ‘Users’ to see the names of individuals with access to your Organisation 

Profile. 
 
To invite additional team members to work on the same form: 

1. Go to the ‘Organisation’ section. 
2. Click the blue hyperlink with your organisation name. 
3. Navigate to the ‘Users’ section and press the green ‘Create’ button. 
4. Input your team members' details and invite them to your Organisation 

Profile. 
 



 
 
 
 
 
 

If you want to submit on behalf of an organisation di=erent from your previous 
entry, you can link your user account to more than one organisation and choose which 
organisation to create a form for. Please follow the instructions in the ‘Linking your 
organisation’ section to do so. 
 

Creating your Entry Form 
 
Please note that your user account must already be linked to an Organisation Profile to 
proceed.  
 

1. Open the lefthand navigation menu and go to Forms.  

 
2. Here you will find previous Entry Forms for your organisation, and/or the Entry 

Form you just created while registering your organisation. Alternatively, click 
on the green button to create a new form and choose which Award Program 
you wish to enter.  

3. Click anywhere along the form to open. 
 



 
 
 
 
 
 

 
4. Complete the diberent sections of the Entry Form. This will be automatically 

saved, and you can go back and add additional information at a later time. 
Multiple users can work on the same Entry Form if they are all linked to the 
same Organisation Profile.  

 

 
 
 

5. Once you have entered all the required fields, your application will show 
100% complete.  The green Pay Now button will now appear at the bottom of 
the screen. You can then pay via Stripe and submit your Entry Form. Once 
your form is 'closed’, you cannot reopen it unless you request assistance 
from hello@banksiafdn.com. 

 
 
Warning  
Please note that the default price setting with show $50. This will stay that way until you 
select your entrant type under the ‘Payment’ section. Once you do this, the price in the 
top right will change to reflect your price.  
 
 
 
 
 
 
 


