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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 

• Checking the status of payments 

• Viewing and downloading remittance advices 

• 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.  
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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 

2. Check your email inbox for the authentication code 

3. Enter the code to enrol the device and access the link. 

 

 

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 creditors.Account@swan.wa.gov.au 

mailto:creditors.Account@swan.wa.gov.au
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1.2 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 

• Click Ok. 

 

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! 

  



Online Supplier Portal  
 

 

 8 

 

2. Supplier portal overview 

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. 
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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. 
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Transactions screen overview after clearing filters. 

 

4. Payment details 

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. Fields marked 

with * are mandatory.  

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

approval. 

  

 

5. Contact details 

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

• You can copy contact details by clicking on  

• Existing contact details can be edited by using  button 
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• New contact details can be added by using  button 

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

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

 

 

6. Remittance 

Remittances can be viewed or download under this tab. 
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7. Link to City of Swan Supplier Portal 

Click here to open City of Swan Supplier Portal  

Or 

copy the below link and paste it into web browser: 

https://swan.t1cloud.com/T1Default/CiAnywhere/Web/SWAN/LogOn/$SUPPLIER 

 

8. Contact us 

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

contact us. 

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

