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Click on the link below to go to the relevant section: 

 

Contents 
Register an account ........................................................................................................................ 3 
Complete the Business Registration ............................................................................................... 6 
Complete Activity Provider Application .......................................................................................... 10 
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Register an account 
 

 

 

Enter your personal details (not the organisation’s details) to register your individual 
account.  
If you do not have an email, you can create one using Outlook, Yahoo, Gmail or Hotmail. 
When creating a password for Enquire, choose one that you can remember – passwords 
must be a minimum of ten characters and include one number, one uppercase letter and 
one lowercase letter.  
Click ‘Get Started’. 
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1. Click ‘Login’ 
 You can log in straight away, but you will also receive an email to confirm your account 

has been registered. You don’t need to action anything in the email.  
 

 

 

User Errors 
 
Have you entered your email address correctly? 

 Check your email address is correct. This is where any correspondence will be sent.  
 
Are you entering a password with the required number of characters and numbers? 

 Check the entered password is at least ten characters long and a combination of 
numbers and letters including one uppercase letter and one lowercase letter.  

 
Have you entered a phone number? 

 You need to enter a phone number so the system can confirm you haven’t already got 
an account.  

 
Email or phone number has already been registered 

 If the email or phone number has already been used to register an account, you won’t 
be able to register a new account. If you have forgotten your password click ‘Forgotten 
Your Password?’ under the login.  
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2. Complete your User Profile 

 
 

 Read the Privacy Statement and click ‘OK’ in the pop-up. 

 
 Complete your details noting only sections marked with * are mandatory.  
 If you are entering your address (not mandatory), start typing and suggested addresses 

will appear. Click the appropriate address.  
 

 
3. Click ‘Save’ at the bottom to proceed.  
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Complete the Business Registration 
 
1. Click Register under Business Account.  

 
 
2. Click to open and read the Privacy Statement’.  

 
 
3. You will need to click ‘OK’ in the pop-up. 
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4. Enter your organisation’s ABN. If you are not sure of your ABN, search your organisation on 
the Australian Business Register. Your organisation’s details will populate into the blue 
boxes. If this information doesn’t look correct, check your ABN.  

 
5. If your organisation has previously applied for funding through Sport and Recreation, some 

of your details may populate in this form. Check the details are accurate and update as 
required.  
 

6. Complete your organisations details. All questions marked with a (*) are mandatory.  
 Incorporation Number (IA) can be checked by selecting the magnifying glass to the right 

of the field which links to the Office of Fair Trading website. Type your organisation name 
and hit search.  

 *Business Account Name should be the name your members/the community recognises, this may 
be your trading name or a shorthand name (e.g., Westfield Tigers Touch).  

 *Primary Email and Phone should be the best contact for new members to register. This 
information will be published on the Play On! Sports Vouchers program Activity Provider List.  

 *Primary Address should be the physical location of your club so that members know where they 
will be participating.  
o If a street number/name is not sufficient as you operate out of a complex or park start 

typing and click ‘Cannot find your address?’ which will allow you to enter the grounds as 
Line 1 and street address as Line 2 (e.g. Whites Hill Recreation Reserve, 258 Boundary 
Rd, Camp Hill). 

User Errors 
 
Clicking the X in the pop-up Privacy Statement 

 You need to click ‘OK’ to acknowledge you have read and understood how the 
Department uses personal information. Clicking the exit (X) will not allow you to proceed 
past the current page.  
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o You will then need to click into the Suburb/City and select the appropriate option.  
o This information will be published on the Play On! Sports Vouchers program Activity 

Provider List. 

7. You will be the Key Contact for this organisation. Select the appropriate position title for 
your role.  
 

8. The Accountable Officer should be the most senior person within your organisation such 
as the President, Chief Executive Officer, Chairperson or Principal. This person would have 
the authority to execute grant contracts/sign legal documents on your organisation’s behalf.  

 If the key contact is the accountable officer, select ‘Use Key Contact as Accountable 
Officer’.  

 All questions marked with a (*) are mandatory 
 You will need to click ‘Save Contact’ to proceed. 

 

 

 
 

 
 
  

User Errors 
 
Haven’t completed all mandatory items. 

 Check that all mandatory questions have been completed. Under Accountable Officer 
you may need to click ‘Save Contact’ before you save the whole form.   

 Scroll to the top of the page to check for any error messages.   
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9. Read and acknowledge the Terms and Conditions.  
 

10. Click ‘Save’ to exit.  
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Complete Activity Provider Application 
 
1. On the home page click ‘Apply’ next to Register as an Activity Provider for Play On! Sports 

Vouchers program.  
 

 
 
2. Click to ‘open’ and read the Privacy Statement’. You will need to click ‘OK’ in the pop-up.  

 
 

 
 
3. Check your organisation meets the eligibility on our website. If you have any concerns or 

questions, please contact playonvouchers@sport.qld.gov.au before you proceed.  
 

4. Please continue with your application and check the box to continue. 

User Errors 
 
Clicking the X in the pop-up Privacy Statement 

 You need to click ‘OK’ to acknowledge you have read and understood how the 
Department uses personal information. Clicking the exit (X) will not allow you to proceed 
past the current page.  
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5. Select the primary activity provided by your organisation from the drop-down list. 

 If your organisation provides any additional activities, please check the box next to each 
activity in the ‘Secondary Activity’ list. 
 

 
 

 If you have entered any secondary activities, you will need to list any organisations 
you are affiliated to for these activities.  

 Please answer the mandatory question.  
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6. Enter your organisation’s bank details: 
 Bank Account Name must be the name of the organisation 
 Review the bank account details displayed below. If are the details are incorrect, update them and 

upload a bank statement dated within the last 3 months. 
 If no details are displayed, enter your organisation’s bank account information below.  

 
 
7. Rate the registration process and indicate whether you would like to be included on the 

mailing list. Any correspondence will be sent to the organisation’s primary email. 
 

 
 
8. Access and read the Terms and Conditions by clicking on the link, then tick the check box. 
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9. Click ‘Save’ to submit.  

 
10. You will be returned to the Panel Memberships page.  

 
11. You will see your ‘Membership Status’ which will be Active once you are approved. You will 

also receive an email confirming the outcome. 
 

12. From the home page you can redeem vouchers, access your Account Details, Contacts 
and User Profile to update your details or see any past vouchers.  

 
13. If you have logged out of Enquire, you can check the status of the application by logging 

back into your personal account at https://sr-cp.sr-enquire.cloud/login, clicking on your 
organisation’s name at the top of the screen and selecting Account Details.  

If you click ‘Panels’ you will see your Membership Status which will be Active once you are 
approved. You will also receive an email confirming the outcome.  
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Organisations will not be able to redeem vouchers until the registration has been approved 
by the department. You will receive an email from the Department with the outcome of your 
application. 
 

Redeem a voucher 
 
1. Login to your account Client Portal (sr-enquire.cloud), click on ‘Redeem Voucher’. 

 

 
2. Check your club and bank details are accurate.  

 If any details need updating click ‘Update Club or Bank Details’ and use the ‘Edit’ button 
under the relevant section.  
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3. You must view the Terms and Conditions by clicking on the link before proceeding. 

 Tick the box to indicate you have read and agree to the terms and conditions. 
 

 
4. Click ‘Save’ to proceed. 

  
5. Enter the voucher number and press ‘Enter’. The voucher details will appear below.  

 
 
6. Check the voucher details (child’s name) to confirm you are redeeming the correct voucher.  
7. Select the participation activity from the drop-down.  
8. Enter the full membership/participation fee for the child/young person for the season  

 Fees are to be entered as the full amount that a child/young person is charged for 
membership and/or participation fees (not the $200 voucher amount). 

 The voucher redemption amount will automatically populate as the 
membership/participation fee up to $200.  
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9. If you have more vouchers to redeem, ensure ‘Redeem another voucher’ is ticked and click 

‘Redeem’. 
 If you don’t have any more vouchers to redeem, untick ‘Redeem another voucher’ and 

click ‘Redeem’.  
 
10. Remittance advice (including voucher numbers) will be sent to the Primary Email address.  
 
When you have redeemed all vouchers, click ‘Home’ at the top of the page to return to the home 
page. Here you can view successfully redeemed vouchers.  
 

 
 
Organisations will receive reimbursement within 10 business days – the application number will 
appear as the reference number on the bank statement. 
 

 
 
 

Possible Issue 
 
Our organisation redeemed a voucher and it hasn’t been paid. 

 The key contact should check the club’s bank account to confirm if funds have been 
reimbursed. This can take up to 10 business days.  

 The deposit amount should be equal to the total amount on the EFT Remittance advice 
you received.  Note: the EFT Remittance Advice will list the voucher numbers. This can 
be used to reconcile payments.  

User Errors 
 
I can’t update my organisation’s details? 

 Only the Key Contact will be able to update details. If the Edit button is greyed out 
for you, you aren’t the key contact. Please contact them to update any details.  

 Click your business name at the top of the screen and select ‘Account Details’. You 
can then click on the ‘Contacts’ tab to check who the Key Contact for your 
organisation is.  

 
What does invalid or ineligible voucher number mean? 

 Check you have entered the correct voucher numbers/letters.  
 Check the voucher is still valid (for the current round and within the expiry date). 
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Changing club account details 
 

Changing details on the registered activity provider list 
 
If the organisation details displayed in the list of registered activity providers on our website have 

changed (trading name, address, phone and website address or participation activities) you can 
update most of the details through your account.  
 
1. Log in to your account.  

 

 
 

2. Click on your organisation name at the top right of the page and select ‘Account Details’. 

 
 
3. Your details are listed here, you can use the ‘Edit’ button at the bottom of each section to update 

the relevant details.  
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4. Click ‘Save’ when you have updated the details. 

 
These changes will be reflected online when the list is next updated. 
 

Adding a new user to redeem vouchers  
 
An organisation may have multiple people linked to the account to redeem vouchers. The key 
contact will need to: 
 
1. Log in to your account.  
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2. Click on your organisation name at the top right of the page and select ‘Account Details’. 

 
 
3. Click ‘Contacts’.  

 
 
4. This screen will display all contacts related to your organisation.  
5. Click ‘Create Contact’.  

 
 

6. Enter the new contact’s first name, last name and email address.  
7. Selecting ‘Send Invitation’ will prompt you to select an appropriate role from a drop-down list. 
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 General User - can view organisation details. 
 Account Administrator - can edit organisation details, manage contacts and redeem vouchers.  

 
8. Click ‘Save’.  

 
The recipient will need to check their email and click the link in the email to register/log in. When 
they log in, they will be asked to confirm they would like to be linked to the organisation. Click 
‘Yes’.  
 
They will then be connected to the organisation’s account and able to redeem vouchers.   
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The person responsible for redeeming vouchers has left the organisation and you cannot 
access the account. 
 
If the person responsible for redeeming vouchers is no longer contactable, follow the steps below 
to register an individual account for the new contact.  
 
1. Check your organisation is registered by searching the list of registered Activity Providers. 
2. If the organisation is registered, you will need to register an individual account (see instructions 

above).  
3. Once you have an individual account, complete the Account officer change request form and email 

to srsgrportal@sport.qld.gov.au.  
4. If the organisation is not registered, following the instructions to register an individual account, 

complete the business registration and complete the activity provider application.  

As the new contact person, you will have access to the bank account details, be able to redeem 
vouchers and add new users for the organisation. You will receive an email notification once your 
new account is linked. 

Changing bank account details 
 
Each organisation may only have one bank account listed.  
 
1. Log in to your account.  
2. Click on your organisation name at the top right of the page and select ‘Account Details’. 

Your details are listed here, you can use the ‘Edit’ button at the bottom of each section to update 
the relevant details. 

Possible Technical Issue 
 
Email was not received 

 Under ‘Account Details’, ‘Contacts’, check that the email entered is correct. If it is not 
correct, click the three dots to the far right of the contact’s name and select ‘View’, 
then ‘Edit’. Update the email and click ‘Save’. 

  You can resend the invitation by clicking ‘Revoke’, then clicking the three dots to the 
far right of the contact’s name and selecting ‘Invite’. You will need to confirm the 
address and Role in Account prior to inviting.  
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3. Click ‘Save’ when you have updated the details. 

You will need to send a copy of your bank statement (from the last three months) to 
playon@sport.qld.gov.au to confirm these details. The account name, BSB and account number 
will need to be visible on the statement but transaction details can be cut or blurred out. 
 
Note: If you change your organisation’s bank details you can still redeem vouchers however 
payments will not be processed until the bank statement is received and the organisation’s details 
verified by the Department. 
 
Further enquiries 
For any questions, contact 13 QGOV (13 7468) or playonvouchers@sport.qld.gov.au 
 
 
 


