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How to register as an individual in the Customer 
Portal 

This guide will help you register a nominated representative to use a 

business account in the Customer Portal. 

Important registration information 

• 

 

• 

 

• 

 

 

 

Documents required to register  individual or co-holder account 

 

•  

•  

•  

•  

 

Documents required to register - professional service provider 

 

 

 

• 

 

•  

• 

 

 

• 

 

•  

• 

 

 

• Current Power of Attorney document 
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Instructions 

Step 1. Go to the Customer Portal 

Step 2. Click the  button. 

Step 3. Enter your email address, tick the  box and click on 

. A verification code will be sent to your email address. If you are an employee for an 

organisation for which you will be managing and making applications, use your work email address 

and work mobile number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www.dcceew.nsw.gov.au/copyright
https://wms.waternsw.com.au/prweb/PRAuth/CustomerAuthentication
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Step 4. Enter this code into the portal and then click the  button.  
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Step 6. You will then be asked to verify your email a second time. Click the 

 button. 

 

Step 7. Enter the code from your email and click the  button. 

Step 8. When your email has been verified click the ontinue  button. 
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Step 9. 

question, select  if you are a private user or select  if you are a professional service 

provider. 

 

Step 10. Select if any of the situations listed apply to you. 
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Step 12. Now enter your address in the Address Lookup field. If you are setting up your account as 

an employee enter your business address. If your address does not automatically populate, tick 

 and input your address. You will then have the option to enter your 

correspondence and billing addresses or select the same as options. 
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Step 13. You will now be asked to provide proof of identification to confirm your full legal name 

and date of birth. See the first page for a list of accepted identification. 

Step 14. Click the  button and upload a copy of your proof of identification (see 

page 1 of this guide for a list of accepted identification). You can drag and drop your file or click the 

elect file(s)  button.  
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Step 15. Once you have uploaded your identification, name your document then choose a category 

from the drop-down menu.  
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Step 16. Click the  button. Note: Once your profile has been verified, all proof of identity 

documents will be securely removed and not retained. 

 

Step 17. You will then be asked if you are an existing customer holding valid approvals and 

licences. Answer  or 

numbers if required. Click the  button. 

 

Step 18. Please read the Terms and Conditions and Privacy Notice and tick the checkbox if you 

agree. Click the  button to continue later or the  button to finalise your registration. 
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Step 19. You will be automatically signed out of the Customer Portal. Click 

 to sign back in to the Customer Portal. Note: an application can only be lodged after 

verification has been completed. 

 
 

 

Need help? 

For more information on the Customer Portal, visit our website. For assistance, please contact 

Water Enquiries on 1300 081 047, Monday to Friday between 9 am 5 pm or email 

water.enquires@dcceew.nsw.gov.au  

http://water.nsw.gov.au/customer-portal
mailto:water.enquires@dcceew.nsw.gov.au

