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My Portal Cheat Sheet

Making a Gas Application

1. First, make sure you've
logged in.

@jemena

Login to my

2. When logging in for the
first time, click the New T ———
Application button in the Soud it
centre of the screen or at
the top right of your
dashboard.

3. Next, choose the type of
application that fits your
needs and click on the
relevant tile to proceed.

Select your application type

Choose the service you are looking to request today.

Definitions are provided
for each option to help

decid -®- = ® —
yo u ec I e M New Connection Additions and Abolishment Gas Mains
Alterations
For the supply of gas For meter upgrades For permanen t For applications
to a residential or and downgrades, removal of gas involving gas mains -
business property. relocations and supply to your extensions,
standby services, premises, relocations, high

pressure standby
services
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4. Once you've answered the
required questions, you'll
get a summary screen.

If you need to make
changes, select Back and
update your response.

If everything is correct,
click Acknowledge &
Proceed.

Once the draft is created,
you can close the
application and return to
it later if needed.

i et Ty

ot Corrt e Py

e ]

5. There are 3 important
sections within the
application view.

The grey navigation on the

left shows the process
steps and the blue tick
shows your current
position.

The main section shows
the form where you enter
information.

The Save and Continue
button allows you to save
your information as you

go.

Party Details
DETALS [

Site Details
Connection Details

Attachments

Let’s begin with your details

Contact Email
John.citizen@gmail com




TO CONNECT

WITH

— 9)emena

A BETTER WA\:J

6. Begin by filling in the
Party Details to tell us

Tell us about the customer

who is involved in the ROt RO W A PR AT
application, who to share N
progress updates with, K

and who we'll need to
communicate with to
complete the job.

If you don't have all the
details yet, you can
provide these down the
track.

Last Nama.

New Connection

7. Next, we'll need the Site | o
Details - where the i
works will happen. oy D

Enter the address in the
search bar. If the address
is found, select it from the
drop-down menu.

8. If your address doesn't
appear, select Unable to
find your address to type
it in manually.

Share the location of the site

Be sure to enter all
information accurately, as
our offer will be based on
the details provided.
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9. The next section is
Connection Details. This
is specific to your site and
will change with each
application type.

10. The last section is
Attachments. The type
of attachments we ask B
for will depend on the
application type.

11. Before submitting,

review the application ﬁ
d eta | |S a nd ma ke a ny Applicant Details # Edit
cha nges Using the penc“ Business Name True Flow Plumbing
. ABN/ACN 82064651083
edlt bUtton' First Name John
Last Name Smith
Wh enrea dy, se |ect Contact Email Jahnsmith.trueflowplumbing@gmail.com
- Address Lina 1 Oxfard Street
co ntinue to Suliurb Melbourne
Acknowledgment. rostcode
State vic
Customer Details # Edit
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12. Finally, read and
acknowledge the Terms ——
of Use and click the
Submit button.
[ = ]

13. Congratulations! You've
successfully submitted
an application.

You'll receive an email
from us to confirm.

Thank you for submitting your details!
Everything is now complete.

Ticket number: 52275

Welll be in touch soon. In the meantime, feel free to check out our other services.




