Online Services Portal

how-to gquide

4 The City of Swan is proud to launch our Online Services
Portal, making it easier for you to manage your rates.

| This how-to guide will walk you through processes l
related to your annual rates, such as:

Check or pay your outstanding balance

Set up direct debit or a self-managed payment
plan (payment arrangement)

Download your rate notice
Update your postal address or contact details
View all previous years’ transactions.

Some customers (where applicable) will also be able
to view their past and current animal registrations
or infringements.
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Entar tha Crmtamar name and Asfivatiss Kay providas by tha Ty of Saan

Cus] vt 11T -

Activirlion Ky

Emall Details

Ey prorvicing your emad addresa. you ire comening o receive slatemants and nali<es releted 1o youl scomen slecr onically. This ndudes emaling of rabes: animal registrations and
o nabicas

& You sgred that th email addéess you enber haie will replace oy emall addriesses piovided o us prisiously and will be used 45 vour grimarny communicalion méthod
» DBacronic communicatiors mee ke regulady chedked

= You Eray reguest o receive pommunications by post by contacting us on [00) 9267 S26F

Lrnanl adghiess -
Confirm email addrean .
Ussrnams

Crama a usarmama iae your Aeoounl Wa highly recommand yau 15 A usamams which i sasy 1o remembar such as your smal address. Plaass nals thal you cannot changs the
USHIMAME AR your ACcount has benn activabed

IFsEmaim:

1.2 Online Services Terms of Use

You will be directed to City of Swan Online Services Terms of Use. Please read carefully. To proceed, please tick
1 accept the Online Services Terms of Use.

81 pozect e City of Tomn Orlne Sendces Terms of Use

Provious
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Baokirigs Faymenls Froperty Searches 2. Sign intO the Online SE[ViCES POftaI
) e T - I . The link you received in your confirmation email will take you to the sign-in page of the Online Services Portal. Please
Pl st pss v o s B— il kel s A i el s s R i il select Sign In in the top right hand corner and then please enter your username and password.

_ mENM | CITYS WEBSTE

/3y cityof swan

Bookings F % Propusrty Seanches
Username

i
-

Confiem Passward

il

Make a payment Request or report it Repgister your animal
Fay rates, infnngements, applicatons and renswat Spotted something in cur Community nesiny Just got & new cat or gog. or moved to the area?
1.3 Create a password it ko b b ek b e by e T o e
M0l 3 payment USING Cur SECUNe Paymient gattwy AMENGONT YView availa 1 ] Letalemy abedut My 10 regis

Your password must:
Be at least 10 characters long
Have at least one uppercase character
Have at least one lowercase character
Have at least one number
Have at least one special character from the following symbols: '@ #$% ~&* () _,.:;|=’

Have no more than two repeated characters (two of the same character next to each other, e.g. ee or 33).

Click Submit.
Your Registration has been successhully comphated
Wour mglsiration as 0 new usar has bean completed and you have now been automatcally logged in 'with thoss detsls. Moot bme you log in you nesd 50 wse e wse
V/ arad it el yini hunes k] degpatecad adth 1 ¢ e Gy Erork R priiein. corlned e Cuiltrmsr Sanecas Canlig

Cusimmer name

Acireabon Rey

Ermall addrass t T T
Confirm smail addiess

Lhername

You will need to sign out, then sign back in to finish activating your account.
Now you are good to go!
A confirmation email will be sent to your nominated email address.

Please save this email in case you forget your username.
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3. Using the Online Services Portal 4. Edit your contact details
After you log into the Online Services Portal, you will be automatically directed to the My Home page. From here, you From the homepage, you will also be able to edit your personal details. If you own multiple properties, and wish to
can access your rates account information, plus some other City of Swan services if they relate to you, such as animal advise of a different postal address for each property please let us know by emailing swan@swan.wa.gov.au.

registrations and infringement details. Please carefully check your postal address on the left hand side. This will show your current record.

Mr Test Ratepayer Rates A To update any incorrect details, click Edit contact details.
:..:-.:..- add uss ] ) - o Puiding
oG Halepayi wrrient 4 Thee Strest, MIDOLE SY0AN WA G056 (als 5818 @ =
T Posial pddress ) _
Vg More Dtailz 4 The 51, MIDIDLE S\WAN WA Customar Type
- Rate notces Email addiess
tcamar Ty Descripiion somisimnaiigmid an Ratepayar
ale & Payr J | Communicatlon praference
I - ¥ o Cmail B
Create a Direc Debit
Pay Now (3018 | Helresh m

Hifresh

Mwcsined Tkl

To get back to the My Home page at any time, just select My Home from the main menu, or find it under
My Account as shown below.

= F:
J | |

My Account

Myﬁm AR ITTEAnY rilee ‘..
Edil conlact details i

View contact details

Lustomer Ty SRR pon

Click Return to My Home button if you do not need to make any changes. If you have updated your details,
please click Next.

It may take up to 10 days for your details to be updated in the City’s system. You will receive another email
confirmation once your details have been updated.

(D If you are changing your name, you will need to email proof of the name change (e.g. marriage certificate, change
of name certificate) to swan@swan.wa.gov.au. These documents do not need to be certified. They can be lodged via
email, post or in-person. If further information is required, we will contact you.

WWW. .Wa.gov.au WWW. .Wa.gov.au

€ /cityofswan @) /cityofswanwa € /cityofswan @) /cityofswanwa




5. View rate notices and manage payments 5.1 Create a direct debit

From the homepage (as pictured), click = to create a direct debit.

bty Bccound Paprmenits Property Searches

In this screen, you will be able to view your rateable property details for your direct debit, and request a new direct debit.

Mr Teat Ratepayer Rates 'y

Powlal addross Pender
L Thia 51 MIDDLE SWas Wa Cirstiomer Type Descriptiod

Creaks ali'}:rnr: Dehit

From the homepage, click = to either view your rate notices, create a payment arrangement, create a direct debit, | Ratresh
or pay your rates.
Please note, you can alter any payment amount at the payment screen when you choose to Pay Now. This may be useful Please read the Rates Direct Debit Terms and Conditions carefully before you continue.

if you're paying by instalments and want to pay your next instalment amount.

Click [] to expand your property details.
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10
Select the date you want your direct debit agreement to start. Note, this is the effective date of the agreement,
not the first payment due date.

Request a new Dinect Debit
i Ciby ofis & Diact Dabit 1 make 1 comnlant Tor wou 16 piy wour rabs in e Tolle

Wil vy

= oma weshly or hortnightly basis

r& riot avallables from credi cands
i to ba sat up each finencial yea

gccrue until the sccount is paid in h

cally Includa panalty Interest The Ciy will recaloudate your Snal payment 1o Inchade all penaky Interast accrued to date We will deduct any final
shushia of all penaly interest storusd

ill oot a conSomation in veriting of the Dinect Debit paymant plan, a

3 vy yowr dotaiks from tha My Homs page under My Account
* Required Thadd

Schidude Ty

Ve Romnghlly dradt debs

Effective e

Click Next.
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5.2 Confirm your direct debit

If you haven't already, please read the Rates Direct Debit Terms and Conditions before you continue.

Please choose the frequency of your direct debit payment (weekly or fortnightly). The funds will be deducted from your
account on a Friday, depending on your chosen frequency.

(D Day of week cannot be changed to another day of the week.

Penodic Direct Detit Request
nd

v dinect (eles. are undenaken on Fridays only

[ oy d 1t Bnanci 1l il 1 K I baalan W ik
Yok Wl feDefee @ COnfimation i witing of your direct GebE payment phan, and you dan & = al 12 e My Home id i Adooint
* Raquired fleld
Schedule Type Neeklyfornightly divect debits
Eftective Date 1700
Payment Type Automaticaly caltulated i chaar sutstanding balance)
Frequency -
Day Of Weck -

Previous m

Click Next.
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Please enter your bank details for your direct debit.

Piease ented the bank account details. Tor the Direct Cebit below, iT wour a0coun nemiber ks kess than & Qighs, please put 0's bedore the account numper, e.9. 12

B5E
Aocount Number

Account Nama

Pravious

Click Next.

ou are about to submit your Direct Debit application

Please nindiw the dotails besdw carefully. If you have no changes, please chok B Nendl button o submi your application
|1y alraady hinnk 3 payrent arangomisn in ploce plogse comscl Fating Sarvices on 0B 9267 9160 1o cant it

Scheguls Type Pty Aornaghly Ginet et
Paymenl Type Fainmabically Cacutaled (o clear oulSiandng balence
ERaciive Dae
Fredquisncy Whedrhly
Day Of Wesk Frday
Total Cwitstanding &2 1.5
Aol of paymeni 52,091 50
msA
Account Number 123455
Accoun] N Liry Clupan
..... " " Dl P
Mr1
B i agres io Ihe Rales Dred Delst Terr & Condibon

Please review carefully, and tick I agree to the Rates Direct Debit Terms and Conditions.

If you need to make changes, please click Previous; otherwise click Next to submit your application.
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Your direct debit has been submitted successfully!

Payimenls Properly Scanches

Direct Debit Request Submission

q/ Your Direct Dabit submission has besn submitted successiully

An email conlinmalion sl your Direct Debil paymend plan has been senl

“four firs! Direct Dabat amount will daducied based on the datas shawn in the payment schadula. It s your respansibility 1o make sune you have sufficient funds in your
nominated account on the schaduled paymen due dates

Direct Debit Transaction Reference EDDR3D

Rales propernly dalaibs

A confirmation email will be sent to you with your direct debit payment plan.

If you need to change or cancel your direct debit, please call Rating Services on 9267 9160. This cannot be done online.
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5.3 Create a payment arrangement Please review your schedule.

From the homepage, click = to create a payment arrangement.

Wous are aboud bo submit your Payment Amangemant
Fleass reviewy Ihe aslails balew careluly. 11 youw ane happy with your amangement celads, picase chck Ihe TexT buTlon 1o Submil your appkoaticn
I you aslready have a Daecl Debd in place, pleaye conlacl Raling Services on 3287 9160 lo cancel youor existing Direcl Debil agieenent
Payment freguency Vi
Ny of wewk Menday

Start dlatw

End diste I0U0R 2023

Caleulated paymant amouns 5147479

Toisl Rates amount 310,088

Tetsl eutstanding 1004871

e R i EhA L g e SaquAnCe Faymant Date Faymant Amaurt

Haow to pay 2 2006002

" By vd ekl

Lent Lee
Lol il
Fapimess Fecgisecy -

Cew o DR -

Ckifited payrmer] irow

If you need to make changes to your payment schedule, please click Previous; otherwise click Next to continue.

1. Choose a date you want your payment arrangement to commence, as well as an end date. The start
date you choose is the date from which the agreement is effective, not the first payment date.

2. Choose the frequency of your payments — monthly, fortnightly or weekly — and the day of the week
for funds to be paid.

3. After you choose your repayment frequency (weekly/fortnightly/monthly), you must select Calculate
Schedule and it will calculate your payment amount. Payment amounts can be changed, provided it
totals the full amount to be paid by June 30 this financial year.
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You are about to submit your payment arrangement. Please review your arrangement, and read the Rates Payment Arrangement
Terms and Conditions carefully.

virw sie abul 1o submid your Paymenl Aarangemenl
Plaans review e de1aie balow canafully. [T you are Rapoy wAEh wour arrangement delsis. plages click the Nexl' bumon o sUbml your applcation
1 you akrgaady have a Dinect Debil on place. phedse contdsl Halng Sernces on I267 9160 1o candel your exasting Cinect Debid agrecmend

Payment requency Wwwaly

Day of week Menoay

Etart dabe LS e

Frad clate 3 et

Caleulated payment smaunt $147470

Tetal Raws amouni 10,0487

Tedal autstanding S10.043. 71

S Fayrme a 18 B

Hewt
Bgree = 4 City of Swan Paymaen: Araegemasis Terma 30 Comanicns

If you need to make changes, please click Previous; or if you're happy with your schedule, please click Next to proceed with
your submission.

q’/ Your Paymont Arrangemoent has boon submited

vour Faymant Armangement has besn submifled & confirmation amal B Besn Sa01 10 Yol

173 really smponant Tal youw make RayTIANTS A% Der yo
diCuss alsmalive ophions

payment schadule Iy Gl make your paymends. pisase contacl Hating Senaces ASAP on 08 5207 910 1

Fayment Arrangement Transaabon Reterenoe

Rates Proputy Dulails

Your payment arrangement has been successfully submitted. You will shortly receive a confirmation email.
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6. View your rate notice

From the homepage (pictured), click = to view your current rate notices.

Ity Ancourl Faymimnis Fropery Searches

el z " balanc
H =
ralurar
L} & Dalads
i
Rede notices
Animals 7] J'-ST' L83
) Cres T PRy ATTETeTanT—
I ¥ o Tt

Create a Dwract Debit

Hasopayer mailing addass

Airachment Typo wrscriplicn ik

Your 2022/23 rate notice are available to view now, and your 2023/24 rate notice will be available to view from July 2023.
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6.1View your current and previous notices

From the home homepage (as pictured), click on = to and select View More Details.

2 e . Fiending
Customer Type Descripiion balan
alance

Infringamants. Rate notices

Prope ~ o
y Create a Payment Arrangamant

Pay Now

Reirach

Select the rating period you would like to view under Details View.

o [Fab R -
ooy Do e
ES T
Haming pake=d ;

Prispaity Redeieioe Ham .
i
Proparty addieas

Wiirm POty delisils — L]

You will only be able to view the rating periods for the period of time you have owned the property. You will not be able
to view rating periods under previous property ownership.
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View a breakdown of your rates and charges, and an overview of your balance for each rating period.

Breakdown of Rates and charges

. HEAMMURT inciuding Bojusiments |2 interest, ess

Ratirg Period Descriplion Rati= Type AL INCaing USImERLs (2. Inlere 3
rebates, elc )
g Year i rpe
R R Rali A
2022 - 23 Habng ‘aar Emengancy Senwces Lavy Calegory 1 - Hesidential
Todal 52,296 53
Rates balance ovendiew
It e e hiweing cifficudly paying syour aooount. pliase conled us on 08 S96 916] asap so s can lp yow Bnd a setable pagment plan

RaEng period 20222
Tolal Rales (as per rale nolice) 522801
Tatal payments made -5, 005,53
Culstanding balanoe® S50 00
*Cutstanging AmOount includas BNy pEyMAnts mace. intarest, rabates, cONCAZEIONE, BIMBANE
instilrrar] foses sind ohfmad rnbi from pressous yoear
b= thiere & Diect Debil in place? Ko

You're all set up and ready to go.

You can view your rates portal anytime. For further information, please visit swan.wa.gov.au/OnlineServices

If you have any questions or feedback, please contact Rating Services on 9267 9160.
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