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This task card explains how to update corporation members in myCorp using the two methods 

of individually adding members and uploading bulk membership lists.  
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1. Signing into myCorp  
Step 1 Sign in to your myCorp account.  

If you don’t have a myCorp account, you will need to ‘Sign up’ instead. 

 
Step 2 To sign in, enter your email address and password and then click the ‘Sign in’ button. 

To sign up for a myCorp account, click the text that says ‘Sign up now’ under the ‘Sign in’ button.  

 

 

 

 

https://mycorp.oric.gov.au/
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Step 3 Click the ‘Send verification code’ button.  

 

Step 4 The verification code will appear in your email inbox and should look like the image 

below. It can take a few minutes for the verification code to be received. If you do not receive it 

after five minutes, you can check your spam or junk folder, or do a search in your emails for 

‘email verification code’  
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Step 5 Enter the verification code and select ‘Verify code’. 

Step 6 Press ‘Continue’ to finish signing in. 
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Step 7 Navigate to the ‘Manage corporation’ tile. 

 

 

Step 8 Select the corporation you want to manage the members for by clicking ‘Edit’. 

 
 

Note: If this table is empty then you have not been linked to a registered corporation. You will 

need to lodge a change of officer form or delegated authority form to have you added to the 

corporation. If you are a director and nobody in the corporation has access to myCorp, you 

can email ORIC with a paper copy of the form, which you can find here. You can find 

information on how the directors can delegate authority here. 

 

 

 

 

 

https://www.oric.gov.au/sites/default/files/2025-01/Form%20-%20Notification%20of%20change%20to%20directors%20contact%20person%20secretary%20-%202025-01.pdf
https://www.oric.gov.au/for-corporations/roles-and-responsibilities/board/delegating-board-powers
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2. Adding individual members for a 
registered corporation 

 

Step 1 Navigate to the ‘Members’ tab. Here you will see the list of current members, and a list 

of previous bulk upload attempts.  
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Step 2 Select the ‘+Add New Member’ button to add a new member to the corporation.  

 

 

Step 3 This will open a window where you can enter the new member’s details. You must 

include the member type, first and last name, address and whether the member is non-

Indigenous.  

Note: For ‘Member type’ - if the member is an individual person, then select ‘Individual’. If the 

member is a corporate entity, then select ‘Corporate Member’. 

If relevant, record a subtype for a member. The options for ‘Member sub-type’ are: ‘Director 

member’, ‘Associate member’ or ‘Non-voting member’. 
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Step 4 Press ‘Submit‘ to finish adding the member to the corporation.  
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Step 5 Review the ‘List of Current Members’ and confirm that the membership details are 

correct.  

Repeat the process if you wish to add more than one member to the corporation.  

You can also update member information by selecting ‘Edit’ or remove members by selecting 

‘Remove’. 
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3. Bulk upload of members for a registered 
corporation 
Some corporations will have many members which will require updating at a time. We provide 

a bulk membership option to avoid having to individually modify members.  

Step 1 Navigate to the ‘Members’ tab. Here you will see the list of current members, removed 

members as well as previous bulk upload attempts.  
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Step 2 Click on ‘Download Current List’ button to download a CSV (comma-separated values) 

spreadsheet of the current members to your web browser. 

Note: You need to keep the spreadsheet in a CSV format.  

 

Step 3 Once the file has been downloaded, click on the file to open it in Excel. You can also find 

it in your computer’s ‘Downloads’ folder.  
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Step 4 Fill out the mandatory fields for each new member.  

These are member type, first and last name, address and Indigeneity status.  

For the upload to be successful, the data in the rows must include the expected wording which 

appears within the square brackets in the top row.  

For example, in the ‘Member Type [Individual/Corporate Member]’ field you must enter either 

Individual or Corporate Member in the relevant row. If you enter different data in the fields, the 

upload will fail. 

Note: Do not add additional columns to the spreadsheet as the upload will fail.  

 

 

Note: To remove members, simply delete all the information in the row that the member 

appears in.   

For a detailed explanation on what you can enter in these fields, refer to the instructions in the 

help text next to the Bulk Members Upload heading in myCorp. 
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Step 5 Once you have made all necessary changes to the spreadsheet go to ‘File’ > ‘Save as’ 

and make sure the ‘Save as type’ is set to CSV. Save the file to your computer. 
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Step 6 Navigate back to myCorp (‘Members’ tab) and click on ‘Upload’ above the ‘Bulk Members 

Upload’ table. Select the ‘Choose file’ button. Then select the spreadsheet either by double-

clicking on it or by clicking on it once and then selecting the ‘Open’ button. 
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Step 7 Select the file and click on ‘Upload’ - you will notice a new row is added to the ’Bulk 

Members Upload’ table with an upload status of ‘Draft’. 

 

 

Step 8 Click the ‘Refresh’ button after a moment to see if the upload has progressed.  
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Step 9 If there is an error, the upload status will be ‘Error’ and the ’Error Log’ button will appear. 

To get more information about what went wrong click on the ’Error Log’ button. 
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Note: If the spreadsheet contains members with the same name, a ‘Proceed with duplicates’ 

button will appear. If these are different members, you should select the ‘Proceed with 

duplicates’ button. For example, because there is a father and son who have the same name. If 

the same member is listed more than once in the spreadsheet, you should fix the spreadsheet 

and upload it again i.e. repeat steps 6 and 7.   

 

 

 

Step 10 Use the information in the ‘Error Log’ to review and fix any issues with the spreadsheet. 

Save the file and upload again i.e. repeat steps 6 and 7. 
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Step 11 If the issue is resolved the upload status will be ‘Completed’ and you will see your 

changes reflected immediately in the ’List of Current Members’. 

 

 


