
On-boarding and PAU registration 

 

Step 1- 

Create a new account by clicking ‘Register’ 

 

Step 2- 

Fill in your contact details, job role, and put ‘Primary Authorised User’ as your user type. You will also 

be asked to confirm your password to create your account. Tick the boxes to confirm you have read 

and agree to the Pobal Privacy Notice and the Portal User Guidelines. Once you have filled this in, 

click ‘Register’. 

 

 



Step 3- 

 

For new organisations- 

Click the button that says ‘On-board my organisation’ under ‘New organisation’. To help you on-board, 

the portal will show you a checklist of details needed to complete the on-boarding process. Make sure 

you have the listed details available to you and tick the boxes as appropriate. Once you have all the 

required details, click ‘Continue’. 

 

Fill in your organisations legal name, business name, group legal structure, and organisation type. 

When you have completed this, click ‘Save & Continue’. If you want to complete the registration 

another time, click ‘Save & Exit’ and this will save the work you have done so far. 



 

Fill in your organisations Tax Registration Number (TRN) and Tax Clearance Access Number 

(TCAN). There are three other optional questions in relation to company/charity registration. Click 

‘Save & Continue’ to proceed. 

 

Fill in your organisations contact details and click ‘Save & Continue’ when completed. 



 

Review the details you have entered. If all details are correct, click ‘Save & Continue’. If details need 

to be amended, click ‘Edit’. 

 

 

 

 



A verification will be sent to your email address. If you did not receive this, you can click ‘Resend 

email’. If you are still having issues, you can click ‘Contact support’. 

 

Existing organisations- 

If you have a current contract or previously held a contract with Pobal, enter your organisation URN 

and on-boarding code under ‘Existing organisations’. If you do not have your on-boarding code, fill in 

your Organisation URN and click ‘Email on-boarding code’. This will send your on-boarding code to 

your email address. If you do not know your organisation URN, please contact Online Support and 

provide your Tax Registration Number (TRN) as verification. Once you have both details filled in, click 

‘Sign In’. 

 

A verification will be sent to your email address. Click the link in the email and this will bring you to the 

portal. The page should say ‘Your email is verified. Click ‘Continue’ to proceed with registration. If you 

did not receive this, you can click ‘Resend email’. If you are still having issues, you can click ‘Contact 

support’. 

 



 

Step 4- 

To register as PAU, review the instructions shown below and click ‘Continue’. Note: To be PAU you 

must be a member of the board of directors for your organisation. 

 

Step 5- 

If you hold or have previously held a contract with Pobal, please fill in the questions below to confirm if 

you are replacing the person in your organisation who is currently the PAU. If you are a new 

organisation, please select ‘No’ for ‘Are you replacing an existing PAU?’. Once completed, click 

‘Continue’ 



 

Step 6- 

To complete the PAU form, you must have two other board members signatures. Fill in the contact 

details for the first signatory as shown below and click ‘Continue’. This will send an adobe sign to the 

nominated persons email address for completion. 

 

Fill in the contact for the second signatory as shown below and click ‘Continue’. This will send an 

adobe sign to the nominated persons email address for completion. 



 

Step 7- 

Review signatory details and press ‘Confirm & Submit’ if details are correct. 

 

You will receive confirmation that your PAU request has been sent.  



 

 

Step 8- 

Once PAU form is approved, you will have full access to the programme landing page on the MyPobal 

Portal. The CCIF programme page will be available on the MyPobal portal from the 7th June. 

 

 


