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Online Supplier Portal %City of Swan

Welcome

The City of Swan is pleased to introduce the Online Supplier Portal, designed to provide suppliers with a
simple and secure way to manage their account information.
This guide will help you navigate the portal and perform key tasks, including:

¢ Managing your interactions with the Accounts Payable team
¢ Reviewing and updating your organisation’s details

e Checking the status of payments

¢ Viewing and downloading remittance advices

e Securely updating your banking information.
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1. Register your details

The City of Swan (the City) recently sent you an email to access the Online Supplier Portal. Your email
address is your login name. Click the red button “Access Supplier Portal” on the email or copy the link
from the email you received and paste it into the browser session.

Note: By accessing the link and registering you accept the terms and conditions attached to the
email.

BusSolEmailTesting
To © |

TermsAP.pdf A
v | 06 KB

b

From: |
Sent: None

To: ellie@eelectrical.com
Subject: Portal Invite

From: |
Sent: None

To: ellie@eelectrical.com

Subject: Portal Invite

2 Midiand Square, Midland

%C'ty Of SWan PO Box 196, Midland DC WA 6936

Enquinies (08) 9267 9267
WWW.SWARN, WA.QOV. AU

0eo

Welcome Ellie Electric

City of Swan has provided you access to Supplier Portal.

Your email address is your login name. Please enter a password and accept this

registration to access your accounts online.

Access Supplier Portal

Or copy and paste the following address into your browser
This link will expire 5 days after this email was sent

https://swan-dev.tl cloud.com/T1Defzult/CiAnywhere Web/SWAN-
DEV VerifyInvitedUser' SSUPPLIER Treset=3&G=481377db-5d23-412c-8a23-
de367fadTcdT&u=RWxsaWVAZWVsZWNOmlj Y Wwu ¥ 28t&n=Y

By accessing the link and registering you accept the terms and conditions
attached to this email.

Any previously sent invitatiol

If you received this email by m

For additional help, please contact City of Swan directly.

Best Regards,
Kim Lindsay

%”Cily of Swan



Online Supplier Portal %City of Swan

1.1 Device enrolment
The link provided in your email will direct you to the device enrolment page.
1. Enter your email address and click on Get Authentication Code, a authentication code will be
sent to verify your identity
Check your email inbox for the authentication code
3. Enter the code to enrol the device and access the link.

TXh_6YGX_nFK54efiblaFMivvm-XnKaPa30tad8TUR.

Copy the link from
email and open it
in a Private
browser window

City of Swan requires you to enroll this device to access
message links

Your IT department has enabled Targeted Threat Protection for all users. This is a service that

protects you from email attacks and provides live security training
Enter your email address and we'll send you an authentication code to verify your identity.
[ | Enter valiamork
Emall

You " i you det ity ya
"

Targeted Threat Protection
¥ Your decision wilt be ogged or tracking and audit purposes 5 L

Check your inbox for the authentication code

Enter the code to enroll the device and access the link.

e Enter the code you
received via email

Complete your device enrollment

To complete enroliment, use this code:

[ e Code: 87674424 ]

If you did not receive your email, or you're having trouble locating it, please check your junk/spam email
folder or do not hesitate to reach out to the Finance team at


mailto:creditors.Account@swan.wa.gov.au
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1.2 Create a password

Your password must be:

e At least 10 characters long

e Have at least one uppercase character
¢ Have at least one lowercase character
e Have at least one number

e Click Ok.

b/SWAN-DEV NerifylnvitedUser/SSUPPLIER?reset=38(G=ba59c342-6d29-480d-b7ae-f54db6426bbS&=bGVhbmSIQGYSZWNOCmIYWHOZXNOaWSnLmNybSShdQi3d%3dein=Y 7= o nPriate@ £ ) -

You will see confirmation that your password has been successfully set. Log on using your email and the
new password you created.
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Now you are good to go!

Log On - GiA X

& https://swan-dev.t1cloud.com/T1Default/CiAnywhere/Web/SWAN-DEV/LogOn/$SUPPLIER

Your password has been successfully set
Log on using your details

ne or email address Log on using the
| email and
password you
created

Password

Keep me logged on D Accessibility Mode i}

Don't have an account? Forgotten password?
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2. Supplier portal overview

Click on My Accounts to see portal details.

* Ty bete@ &) o

© @ Leormetesivg

§ 2 MyAccount

O Logoff
Swan Supplier

@

Click on My
Accounts to see
portal details

If you see the message No records found, clear all the filters by clicking on the filter button.

After clicking My Account, you will be directed to the Financial Accounts page. From here, by clicking
on View, you can view Account summary, transactions, update and view your payment details, update
and view your contact details and remittances.

~ AGEING

AsAtDate 1f no records
500020 = are found Screen view before
adjust fiers clearing fiters
o and try again
current
ager
nge2
»
ASTATUS Clear
: | 5
Comgeted 0

No records found.

ADOCUMENT TYPES

ADOCUMENT DATE

Today 0
Tomorrow 0
Yesterday 0
This Week 0
ADUEDATE
Today 0
Powered by TechnologyOne | Enterprise sokware, icredioly simple

£ Financial Accounts Screen view after
Fiters ¥ 1 record slowing ey
starred 10995 | Ellie’s Electrical Services Py Ltd 7731
e B
Cicktemioven . ETREY
With 3 Baiance 1 account details
Zero Balance °
AACCOUNT STATUS
Active
Inactve
owered oy yor e ecitly smple
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3. Account summary

You can view your account balance, outstanding items and recent payments under Account Summary.
Note: The highlighted line on the left side panel indicates which tab you're currently on.

Click on View transactions to see the transaction details and payment receipts. If you see the message
No records found, clear all the filters by clicking on the filter button.

dev.t1cloud.com/T1 Default/Cinywhere/y fLed o x?f=$LDG.POR ACCT.ENQSIh=TMCguiHBgait

My Accounts > Account Detalls

Testil i % )
D Active esting Services g highlighted line indicates

which tab you're currently on
{ JAccount Summary
Balances

Account Balance

£} Payment Details
Payffent Method £F7 Fie

s it il
COKAC Dt ~ Outstanding Items

Click here to view
transaction details

i) Remittances

Amount

10
B
6
a
2

] 0 0 0 0 0
0

Current >30 days > 60 days =90days  Unappl.Db.  Fut.items

Ageing
~ Recent payments

60,000
4553553

. 40000

5

3

E

< 20000

& 11481 11481 22962 1.464.21

16/2/2026 241172025 131072025 61072025 21712025

Payment Date
«

cloud.com/T1Default/CiA

My Accounts > My Trar

Fiers o [P recrstons

A AGEING

As At Date If no records
9-Apr-2026 are found,
adjust filters.

f““f’“"f - and try again

Current
Age 1

Age2

ASTATUS Clear
S p

Completed 0
No records found.
ADOCUMENT TYPES
ADOCUMENT DATE
Today

Tomorrow

Yesterday

© o o o

This week

More
ADUE DATE
Today 0

Powered by TechnologyOne | Enterprise software, incredibly simple
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Transactions screen overview after clearing filters.

€ C @ O hitps//swan-dev

[SE W swan-pEv

tcloud.com,

My Transactions

T1Def

fault/CiAnywhere/Web/SWAN-DEV/Ledgers/PortalAccountTransactionEnquiry

I

Filters

~ AGEING
As At Date
Method
Current
Age1

Age2

ASTATUS
Outstanding
Completed
~DOCUMENT TYPES
Creditors invoices
Funds Transfer Paymt
Creditor Adjust Note

Creditors invoices

Due Date
~DOCUMENT DATE

Today 0

Tomorrow 5 D 083078 06.0ct-2025

Yesterday 0 e b
Pawered by TechnologyOne | Enterprise software, incredibly simple

4.

Clear all

20

29

21

O‘L

©

Due

C

Due

U 428836 | 17-0ct-2025
Creditors invoices | B

Due

¥ 71 records.

Date

Date

Transaction view after clearing filters
Due Date 6-Feb-2026

b 429751 31-Dec-2025

084486 | 24-Nov-2025

Date  24Now2025

Payment details

COMPLETED

45

Applied 4533553
Discount
Outstanding

COMPLETED
14.8
Applied 4
nnnnnnn 00!
Outstanding
COMPLETED
Applied 1
Discount
Outstanding
COMPLETED
114.81
Applied
Discount
Outstanding
COMPLETED
e

Discount

dex?i=SLDG.PORTRANS.LST&h=FUMBAOf1dI&t=1AB8E

45,535.53

COMPLETED.

You can change the view
into card or thumbnail by

clicking (...)

Testing Servicos Cheque No.
Payment Amount

Account

Date

Statement Date

Total Payment
Applied Amount
Total Unapplied

Payment Details

Amount

You can view your Organisation’s payment and bank details here.

If you need to request a change to your bank details, click the Request Change button

with * are mandatory.

. Fields marked

You will be required to attach a copy of the top of your bank account statement for the bank account you
wish to change to, along with a letter from your owner/director requesting the change.

10
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Once the information has been completed, click Submit. Details will be saved on the account after
approval.

countDetails/Index?f=$1DG.PORACCT. ENQA&th=HSImAIDSceft = 1AB3A371&suite:

18 Services
Active

* Account Summary Payment Detalls
ount Balence

e Details Click here to
request an update to
9oy 00 E5T 1

| Payment Method your payment details

i Contact Details
5

Account Type
ank Account
" Pay Name
¢
Bank Name Bank Code
i Remittances
Bank Code Type
BSB Code
Account
1BAN
Balances
Account Balance
Commitments.

Account Total

Archived Balance

Notifications

orm/Index?=STB.FRM.FILLOUTFORN &h=Spsmvlq2o28&t

2 Midland Square, Midland

%Clty Of Swan PO Box 196, Midland DC WA 6936

Enquiries (08) 9267 9267
www.swan.wa.gov.au

The following details will be saved against the account on approval.

Account Number
10826 - Electrical T

Account Type * Fields marked with * are
= mandatory

Payee Name *

Bank Code Type *

Code

If the BS8 you need is not listed, please contact creditors.account@swan. wa.gov.au

Bank Name
Bank Code

Bank Account *
Account Description

FFT Reference

5. Contact details

The following functionalities can be performed under the contact details tab.

e You can copy contact details by clicking on n

e Existing contact details can be edited by using m button

11
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e New contact details can be added by using button

e Existing contact details can be downloaded into Excel or PDF by using = button

e To change the contact details view, select ** for Contact or Grid view.

My Accounts > Account D 1 message
10995 | Ellie’s Electrical Services Pty Ltd Add new 3
il Download contact °OMtact fetaile
* Account Summary Contact Details details (PDF or Excel)
e i S Change view via (.)_g
£} Payment Details == Grid view

Payment Method T File Ellie's Electrical Services Pty Ltd Ellie's Electrical Services Pty Ltd Ellie's Electrical Services Pty Ltd 2 Contact view v

— MALAGA, WA, 6000 B MALAGA, WA, 609

WA 6090

[lj Remittances
: ] PORTAL ACCESS (Adminstracor profie REGISTERED
Click here to N
edit existing Click here to
contact copy the
details contact details

«

Powered by TechnologyOne | Enterprise software, incredibly simple

0. Remittance

Remittances can be viewed or download under this tab.

My Accounts

0 10995 | Ellie's Electrical Services Pty Ltd

Active This is Card View screen You can change view
== Grid view v by clicking (...)
* Account Summary Remittances = Cardview Note: Only Grid view
Account Balance 77,371.73 = compact will allow to customise
.- ) B Thumbnall view columns
£} Payment Details T tomiae colnrs \B
Payment Method EFT File ¥ A 153 Attachments. = Show/hide grouping
5% Contact Details - (O apremit10/66s25 52 E:A,pdf Click here to download
4 —_—_— Entity Type ¢ Transmission Remittances Attachment Type None remittances complete
WA 6090 Date Created 30-Mar-2026
Ellie@eelectrical.com R ) ‘ ) ) By clicking (...), you can
» Attached to email sent to a au on 30-M, ated from payment worksh S. 3 load or view —
attachment individually m}
0f1_apremit10_66267_30_E_1.pdf Original Downiced ‘
Entity Type Transmission Remittance: Attachment Type None PDF View attachment details
Date Created
Notes
Attached to emall sent to suon 23 pay ksheet 23.
PDF
 prevem | |
¥ 0f1_apremit10_65981_50_E_1.pdf
Entity Type edge t Trans Astachment Type None
Date Created
Notes

Aached t

0f1_apremit10_65422_54_E_1.pdf
Entity Type
Date Created

Attachment Type Nene

« PDF

Powered by TechnologyOne | Enterprise software, incredibly simple

12
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7. Link to City of Swan Supplier Portal

Or
copy the below link and paste it into web browser:

8. Contact us

If you have any questions or queries in relation to the use of the City of Swan Supplier Portal, please

13


https://swan.t1cloud.com/T1Default/CiAnywhere/Web/SWAN/LogOn/$SUPPLIER
https://swan.t1cloud.com/T1Default/CiAnywhere/Web/SWAN/LogOn/$SUPPLIER
https://www.swan.wa.gov.au/services-and-community/do-it-online

