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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

e Before applying for a new water supply works and/or water use approval, you need to register your
business/organisation in the Customer Portal by creating a business account.

e Creating a business account on the Customer Portal is a two-step process that requires. You need to
register the business/organisation first and then register the nominated representatives of that
business/organisation as individual users.

e All nominated representatives need a unique (business) email address and a form of identification to
register in the Customer Portal for privacy and security purposes. A mobile number is also required, but
the same number can be used across multiple accounts.

Il Before registering as an individual please contact us to create a business account for your
business/organisation: water.enquiries@dcceew.nsw.gov.au or 1300 081 047.

Documents required to register - individual or co-holder account

To be verified as an individual, you will be required to upload identification that confirms your full legal name
and date of birth. These are examples of identification documents:

e Current Drivers/Riders/Firearms Licence e Current Passport

e Current Photo Identity Card e Australian Birth Certificate
Once your profile has been verified, all proof of identity documents will be securely removed and not retained.

Documents required to register - professional service provider

Professional service providers can apply on behalf of a customer.

Executor:
Agents (solicitor/water broker/driller etc.): e Solicitors letter authorising the executor/s

e Evidence of professional registration in to act

your field e Probate documents (if applicable)
e Current professional License e Letter of administration-Court order from
e A letter on company letterhead confirming the supreme court

employment by the company that will Power of Attorney:

represent the customer e Current Power of Attorney document
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Instructions

Step 1. Go to the Customer Portal

Step 2. Click the ‘Sign up now’ button,

Step 3. Enter your email address, tick the ‘l am not a robot’ box and click on ‘Send verification
code’. 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.
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‘ Email Address ‘
Sign in with your email address
‘ Email Address ‘ ‘:’ 'm not a robot ™

reCAPTCHA
Privacy - Terms

‘ Password ‘
ﬁ Send verification code
q Don't have an account?  Sign up now ‘ New Password ‘

‘ Confirm New Password ‘

| Forgot Password? |

Please use your full legal name (including middle name, if
applicable) as per your proof of identification documents e.g.
Driver’s Licence, Passport or Birth Certificate.

Welcome to the Customer Portal for water licensing and

approvals. Currently, the Customer Portal cannot be used Title v]

on mobile devices including smart phones, tablets, and

iPads. Please use your desktop computer and the

following browsers: First Name

s Google Chrome s Microsoft Edge Chromium

& Apple Safari & Mozilla Firefox

Middle Name
By clicking 'Sign In' | understand that:

The personal information | provide will be used and managed in accordance with Last Name

the Customer Portal Terms and Conditions, WaterNSW Disclaimer 8 NSW

Government Disclaimer Notices,

D | accept the Terms of Use
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Step 4. Enter this code into the portal and then click the ‘Verify code’ button.

Water m
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Verification code has been sent. Please copy it 10 the inpui
N0 Demiry,

johinsmith@youramail.com

Pimane me your full g namea (ncludng midde rame,

Spplicabie) BE par your praod of identScatian Socametts 8.5

Driver's Lictree, Passpart of Eirth Cerlificate

Last Meme

|_| | scxept the Terms of Use

Verificakion code has been send. Piease copy it io the inpui
b=

jehnsmith @ryouranail.com

Piease use your full legal name (nrduding midde rame, I
Bpplicabie) b par your prasd of dertidcation Socaments £.5
Dristr's Liceroe. Paaspan of Birth Certificale

TH W

Last Mame

I_l | soept the Terms of L=

Step 5. Once your code has been verified, create a password and insert your full name as listed on

your identification. Please read the terms of use and tick the checkbox to accept. Now click the

‘Create’ button.

Department of Climate Change, Energy, the Environment and Water | <DOC25/275819>
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The cone has been verified. You can now continue.

johnsmith@youremail com ]

\
o |

Please use your full legal name (including middle name, i
applicable) as per your proof of identification documents e.g.
Driver's Licence, Passport or Birth Certificate.

Mr v

Micdle Name

Smith

}
‘ John ‘
)
|

h

Step 6. You will then be asked to verify your email a second time. Click the ‘Send verification

code’ button.

< Cancel
{7
water AWk
TS NSW

Verification is necessary. Please click Send button.
E-mail Address

jehnsmith@youremail.com I

Continue

# Send verification code

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

Step 8. When your email has been verified click the ‘Continue’ button.
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< Cancel
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Verification code has been sent to your inbox. Please copy it
to the input box below.
E-mail Address

johnsmith@youremail.com l

Verification code

012345 l

— (o
.

Step 9. Now you're in the Customer Portal, you are required to complete your profile. For the first

question, select ‘No’ if you are a private user or select ‘Yes'’ if you are a professional service
provider.

Welcome to the Customer Portal

Capture Info ) % Existing Customer Check

Thank you for creating a Customer Portal account. To help us search for an existing profile if you have one, we need you to confirm some details. We can
then link this profile or create a new one for you.

Individual: a single person

Professional service provider: an independent contractor acting on behalf of a customer who specialises in a certain area such as a driller, water broker,
specialist consultant or lawyer.

Power of Attorney holder: a person with the legal authority to act on behalf of another person to manage assets and make financial and legal decisions.

Executor: a person or institution appointed by a testater to camry out the terms of their will.

Are you a professional service provider, power of attomey or executor acting on behalf of another person? *

. Yes No

Step 10. Select if any of the situations listed apply to you.
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Welcome to the Customer Portal

Are you a professional service provider, power of attorney or executor acting on behalf of another person?*

Are you one of the following: *

° An employee of State or local government/ Australian government agencies/ Major utilities/ or other government organisation.
An employee of irrigation corporation.
Undertaking work related to a state significant development, state significant infrastructure, and/or mining.
Undertaking work related to aboriginal commercial, community development, cultural, environmental for the purpose of a water access licence.

None of the above.

Title
Mr v
First name ™ Middle name Last name™

Step 11. Your name will automatically populate. Amend any remaining details if required and enter
your date of birth.

Welcome to the Customer Portal

Are you a professional service provider, power of attomey or executor acting on behalf of another person?*
Yes

Are you one of the following: *

© An employee of State or local govemment/ Australian govermment agencies/ Major utilties/ or other government organisation.

An employee of irrigation corporation

Undertaking work refated to a state significant 9 and/or mining.

Undertaking work related to aboriginal community . cultural, envi for the purpose of a water access licence.

None of the above.

Title
Moo
First name * Middie name Last name™
Lugman May
Mobile Number Secondary phone number Date of birth*
1001100110 110111970 &]

Email address

B360_Imay@yopmail.com

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
‘Enter address manually’ and input your address. You will then have the option to enter your
correspondence and billing addresses or select the same as options.

Department of Climate Change, Energy, the Environment and Water | <DOC25/275819> 6
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Welcome to the Customer Portal

Residential Address

© Entera new address

Same as billing address

Address Lookup* €

Enter address manually
Address line 1*
Locked Bag 7064

Address line 2

Planning and Compliance

Same as correspondence address

Suburp® State *
Liverpool New South
Postal code™ Country*
1871

Correspondence Address

Enter a new address
° Same as residential address
Same as billing address
Address line 1
Locked Bag 7064

Address line 2
Planning and Compliance

Suburb State

Liverpool New South Wales
Postal code Country

1871 Australia

Address reference name

Billing Address

Enter a new address
° Same as residential address
Same as comespondence address
Address line 1
Locked Bag 7064

Address line 2
Planning and Compliance

Suburb State

Liverpool New South Wales
Postal code Country

1871 Australia

Address reference name

Please provide a short reference name
for this address. You can use this as a
quick reference in the Customer

Portal.

Address reference name
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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 ‘Attach document’ 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

‘Select file(s)’ button.

’ ( Anpen cocoment )

Document name

Proof Of Identification

To enable us 1o venfty your identity, please upioad a copy of one form of photographic identification (e g your detver licence, passped. NSW pholo caed or
an equivalent prood of age card obtamed ¥om another State or Termory)

Document type

Department of Climate Change, Energy, the Environment and Water | <DOC25/275819>
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Attach file(s)

—5

Step 15. Once you have uploaded your identification, name your document then choose a category

from the drop-down menu.

Attach file(s)

Drag and drop files here

OR

R PRI
(_Select fileis) )
'/

Category

Cumrent driver o nider licence with a :{m
Current driver of boal kcence with a photo
Cumrent firearms licence with a photo

Current photo Kentity card (AU only)

Curment Australian or Foreign passport
Australian bath certificate

Cumrent council notice/statement (AU caly)
Curent utility b (AU only)
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Step 16. Click the ‘Attach’ button. Note: Once your profile has been verified, all proof of identity

documents will be securely removed and not retained.

Attach file(s)

( select filess) )

File Category

ID

Documen dock [ Australian or Foreign Passport

( cancel )

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

licences. Answer ‘Yes’ or ‘No’. If ‘Yes’, enter your existing licence or approval number. Add additional

numbers if required. Click the ‘Confirm’ button.

Are you an existing customer holding valid approvals and/ar licences?™

Yes 0 o

| agree 1o your Terms and Conditions and Privacy Nolice

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

agree. Click the ‘Save’ button to continue later or the ‘Finish’ button to finalise your registration.

Are you an exisling customer holding valid approvals andior licences?™

Yes 0 o

— | agree to your Terms and Conditions and Privacy Nolice
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How to register as an individual in the Customer Portal

Step 19. You will be automatically signed out of the Customer Portal. Click ‘Return to login
screen’ to sign back in to the Customer Portal. Note: an application can only be lodged after
verification has been completed.

Ak
Water ﬁ—‘s‘ﬁ Welcome to the Customer Portal
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Thank you for creating a Customer Portal account and confirming your personal details. Please use your secure login details to confirm your identity so we can complete the setup of your profile.

I < Return to login screen |

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
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