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How to complete a pending action 
This instruction steps you through how to complete any pending actions that have been sent to your 

myEnergy account. 

Pending actions that you may receive include: 
 

- Book Appointment 
- Resubmit CES 
- Provide Additional Information 
- Provide Evidence of Site Address 
- Pay Invoice 
- Make Site Compliant 

 
The instructions in this document will demonstrate a pending action to book an appointment, however the 
process for accessing the action will be the same regardless of the type. 
 

Accessing the Pending Action 

From the Dashboard select the action directly by clicking on the Application No. (1) in the list provided, if 

you have multiple actions and the item you wish to see is not visible, select View (2) in the My Pending 

Actions tile to open the full list of items. 
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Responding to the Action 

From the Application page which appears, you will see an overview of the application, the current 

progress and additional information on the pending actions against this application. Verify that this is the 

correct application and then select Schedule Appointment/s. 
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Booking your time 

From the Truck Appointment Scheduler¸ select from the options provided by clicking the button 

containing your chosen timeslot. If none of the times suit, or there are none available, you can scroll 

through the appointments for future weeks by using the icons at the top of the scheduler. 

 

 

Once you have selected your timeslot, scroll down until you see the Next button and click it to lock in the 
time. 
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On the next page the scheduler will confirm your booking information by way of presenting the 
Appointment Type, the Application in which the appointment has taken place and the Scheduled Start 
Time. If this information is correct, click Next, if not you can click Previous to return to the schedule. 
 

 
 
The scheduler will now confirm that the appointment has been booked. Click Finish to return to the 
application details page. 
 

 
 
 
 


