
Online Services Portal 
how-to guide 

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 
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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1. Register your details

The City of Swan (the City) recently sent sent your 2023/24 rate notice with an activation key inviting you to register for 
our new Online Services Portal. 

If you did not receive your rate notice, or you’re having trouble locating it, please call Rating Services on 9267 9160.

1.1 Customer name and activation key

The QR code or the link provided in your rate notice will direct you to the activation page. Please insert the details you 
were provided with in your rate notice, including your customer name, surname and activation key. 

Please ensure you include your full name as it appears on your rate notice. Please do not include the title (i.e. Mr or Mrs). 
Create a username that is easy to remember (we recommend using your email address).

Click Next. 

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  
I accept the Online Services Terms of Use.
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1.3 Create a password

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.

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.

2. Sign into the Online Services Portal 

The link you received in your confirmation email will take you to the sign-in page of the Online Services Portal. Please 
select Sign In in the top right hand corner and then please enter your username and password.
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3. Using the Online Services Portal 

After you log into the Online Services Portal, you will be automatically directed to the My Home page. From here, you 
can access your rates account information, plus some other City of Swan services if they relate to you, such as animal 
registrations and infringement details.

4. Edit your contact details

From the homepage, you will also be able to edit your personal details. If you own multiple properties, and wish to 
advise of a different postal address for each property please let us know by emailing swan@swan.wa.gov.au.

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

To update any incorrect details, click Edit contact details.

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. 

     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.

!

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.
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5. View rate notices and manage payments

From the homepage, click      to either view your rate notices, create a payment arrangement, create a direct debit, 
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 
if you’re paying by instalments and want to pay your next instalment amount.

Click       to expand your property details.+

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

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

Please read the Rates Direct Debit Terms and Conditions carefully before you continue.

5.1 Create a direct debit
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If you need to change or cancel your direct debit, please call Rating Services on (08) 9267 9160.  
This cannot be done online. 

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. 

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. 

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

Click Next.

Click Next.

!
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Please enter your bank details for your direct debit. Your direct debit has been submitted successfully! 

Click Next.

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. 

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

From the homepage, click       to create a payment arrangement.

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.

Please review your schedule. 

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

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.  

Your payment arrangement has been successfully submitted. You will shortly receive a confirmation email. 

6. View your rate notice

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

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

To view and download your current rate notice, click on View Document under the Link column. 
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6.1 View your current and previous notices

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.

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

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

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.

View a breakdown of your rates and charges, and an overview of your balance for each rating period. 
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