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1. Chapter 1 - Using the Portal 
 
The Customer Portal allows access to take actions on an account via the web. 
These actions are the following:  
 
 Make a Payment 
 Set up a Payment Plan 
 Update My Contact Details 
 Send Comment 
 
 

1.1. Logging In 
To access the Customer Portal you will be required to log in. 
 
By logging in, the user accepts the Privacy and Credit Information Policy State-
ment.  Clicking on the hyperlink will open up the statement to be read.  
 
1. Type in the Account number that was assigned to you, the customer.  If you 
have received correspondence from the Agency, then the Our Ref number will be 
the Account number. 
 
2. Now you will need to type in your Date of Birth.   

 
3. To log in, press the LOGIN button.  If the details are incorrect, a message will 
appear in red indicating the issue. 
 
4. This action takes you to the Welcome Page where you will see your Account 
number, the Balance of your account and four options to select from. 
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2.1. Welcome Page 
The Welcome page displays all of the information needed. 
 
Let's take a closer look at what this page does. 
 
1. Account is the number that identifies the account with the Agency. 
 
2. Balance is the total amount owed. 
 
3. Session Time is the counter which tells you how long you have left in the logged 
in session.   
    Each session defaults to 10 minutes.  Once the time period expires it will log 
the user out and return to the login screen. 
 
4. Log-out is where the user can log out of the session once they have completed 
what they are doing. 
 
5. Options provides a list of actions, when selected takes you to another screen.  
For example, if you wanted to make a payment you would select the Make Payment 
option. 
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2.2. Make a Payment 
This is where you can make a payment using a Credit Card.  These payments are 
processed using Ezidebit.  Depending on the type of Credit Card being used, the pic-
ture will reflect, Visa, Master Card etc. 
 
Note: The Credit Card Details being used in this manual are not connected to a real 
account. They are used for illustration purposes only. 
 
1. Enter Payment Amount (Min $2.00 | Max $10,000)  
    Type in the amount you want to make the payment for. 
 
2. Credit Card No. is the account number located on the front of the credit card.  
As you type in the number it will be displayed on the card visual. 
 
3. The Expiry Date is when the credit card is valid for use until. 
 
4. The CCV is located on the back of the credit card.  When you click in this field the 
card visual will turn over and show you where the number is located. 
 
5. Click in this field to type in the Name on the Credit Card. You will also notice that 
the card visual will turn back to the front and now display the name you have typed 
in. 
 
6. Once you have checked to make sure all the card details are correct, select the 
Process Payment button. 
 
7. Once the payment has been processed you will receive either a confirmation 
that the payment has been processed or declined. 
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2.3. Set up a Payment Plan 
Selecting the Set up a Payment Plan option, to begin a payment arrangement   
request. 
 
1. Frequency is a drop down list and allows you to select either a Weekly, Fort-
nightly or Monthly payment frequency. 
 
2. The Payment Amount is where you will specify the amount you wish to make 
for each frequency chosen.  Depending on the Frequency, the system will calculate 
what the minimum and maximum amounts that will be accepted.  Any amount 
within these ranges is accepted by the system. 
 
3. 1st Payment Date is the date of the first payment to be processed on the ac-
count. 
 
4. Term is a system generated time and can not be edited.  This coincides with the 
Frequency chosen. 
 
5. Pay Type is a drop down list and allows you to select either Bank Account or 
Credit Card.   
 
6. Payment Details is where the details of the account or credit card are entered.  
Depending on what option you select from the screen will change to display the rel-
evant fields to cater to the details of the pay type chosen. 
 
7. I agree tick box must be selected to process the payment plan.  This is a hy-
perlink and can be read prior to selecting by simply clicking on it.  This takes you to 
the ezidebit DDR service agreement. 
 
8. The Process Payment Plan button, once selected will complete the processing 
of the payment arrangement offered. 
 
9. If the details of the account or credit card or incorrect you will receive this Pay-
ment Plan Failed message outlining what is incorrect.  Select the back button to re-
turn to the payment plan screen and make the correction and repeat steps 7 and 8. 
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2.4. Update My Contact Details 
The Update My Contact Details option is where you can make any changes to 
your existing contact details held with us. 
 
1. Make the required changes to your contact details.   
 
2. Once you have done this, press the Request Update button. 
 
3. This request will be sent directly to the Tasmanian Collection Service system 
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2.5. Send a Comment 
The Send Comment option allows you to send a note to the User at Tasmanian 
Collection Service who is assigned to the account. 
 
1. Once you have typed your comment, press the Send Comment button. 
 
2. This request will be sent to Tasmanian Collection Service and placed in the diary 
notes of your account. 
 

 
 


