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‘ Requesting Client Portal Access




Value

Request access

Your first and fastest option to gain access
to the Client Portal is to contact your
organisation’s Client Portal administrator.
Access provisioned by an administrator is
immediate.

Alternatively, a person can request access
to the Client Portal via the Portal login
page. Access is granted within 2 business
days.

1 Click on the “Submit request” hyperlink to
launch the form.

The URL is: F . —————— .
https://val.clientportal.landgate.wa.gov.au

which will be activated post go-live.



https://landgate.val.clientportal.com

Value

Request access form

Complete the fields in the form. Either a
Mobile or Phone number must be provided

Select either Standard User or Administrator
access:

« Standard User — general access to Client Portal
functionality

« Administrator — elevated access, including user
provisioning and account management

1" On clicking Submit, the following message -
“Your request has been successfully
submitted” will appear to the user.

The submitted request is delivered to
Valuation Services for review and action.
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Updating your user profile

1 Users can click on their profile, then
Settings.

2. Users can update their own user
profile by selecting Edit Details.

3 Users can nominate
to receive email notifications when
deliverables are loaded by Valuation
Services e.g. valuation rolls, other
deliverables/reports.
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Create new requests

1. At the top of the client portal By -

P e Valuation Services Client Portal

dashboard is the New Request e
action button.
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Create new requests

User will then be presented with
the New Request Form drop
down.

Make the relevant selection. The
list that you see in the screenshot
may not all be relevant for your
agency. Only applicable options
will be viewable.

Agencies that regularly provide
data files to Valuation Services will
be have the “Data File Upload”
form to upload these files.




Value

Create new requests - address/VEN search

" Request forms may ask for an
Address/VEN to identify the
associated property that the
request relates to. Type in
the address or VEN and you will
be provided with matched results
for selection.

The inclusion of an Address/VEN
will ensure that actions are
completed on the relevant
property.
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Create new requests - advanced property search

i If a target property cannot be
|dent|f|ed us'ng an address or * R Valuation Services Client Portal

Land Summeary Waluafion Rells & Deliverables Valuafion Schedules

VEN, the user has the option to
conduct a form-based general
search via the Go to Property
Search link.

2. From the search results, you can
click the drop down and select
"Create New Request". The
relevant form can then be selected
and completed.

3 Help tip: when entering the Street
Name, do not enter the street type
in full e.g. Road. Either enter the
abbreviation (e.g. Rd) or no street

type.
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Cases

1" The top section of the Home
Dashboard displays the open
cases for the client user. This is -
the default view.

ﬂ Cases

My Cpen Cases

Case Number

[

Valuation Services Client Portal
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Cases

1

Filter lists and search function are
available to locate a case. This
iIncludes viewing all cases
submitted by users in your
organisation.

Cases that are marked as
Restricted View can only be seen
by the contact owner and
administrators.

Valuation Services Client Portal

Valumton Schadulas

aluston Folis & Dalnersbies

Adminksraton

No
Mo
No
Mo
No
No
No
No
Mo
No
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Cases — actions menu

1 On the right side of the case table
IS an actions menu. The actions
that can be taken for a case are:

View case details (users
can also click on the Case
Number link)

Message Landgate
Change the contact
Cancel the case
Restrict the case view

Property Summary

Valuation Services Client Portal

Valuation Schedules

Valuation Rolls & Deoliverables
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Cases — view case details

Selecting View Case Details or |
C|icking on a case number will e Valuation Services Client Portal

launch the case details. Current e
details are on the dashboard.

1 The information shown under
Request Details is at the point in
time when the request was

2 submitted. Attachments provided
Witl)l be displayed under the Files
tab.

3 Property Information tab will show
the details of the associated
property.

2 Communications tab will show

messages between the agency and N E—— ———————————————————————————————————.——

Landgate associated with the case.

16
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Cases — message Landgate

For open cases, users can
message Landgate within the
context of a case, by selecting this
item in the action menu,
completing the form and clicking
Submit. Files can be attached with
the message.

The case owner at Landgate will
directly receive the message and
reply/action as required.

17
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ases — view messages

1 Sent and received messages will
be visible in the Case
Communication section of the
Dashboard.
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Cases — change contact

1 Select cases
2 C“Ck the Change ContaCt button A it Valuation Services Client Portal

Valuation Schodulos Valuation Rolls & Deliverablos Administration

to update the contact for multiple
cases.

19
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Cases — change contact (cont.)

Search and select a new contact.
The search will only provide
registered users in your
organisation.

Reassigning a case to a new
contact will ensure that:

* messages are received from
Landgate by an active user; and

 the user can follow the progress
of the case.
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Cases — cancel a case

Selecting the Cancel Case action
will ask for confirmation from the
user.

Cancel Case is only available
when the case status is New.
However, if the case has been
progressed by Landgate, the
Cancel Case option may not be
accessible. In such instances, use
the Message Landgate action to
request cancellation of the case.

21
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Cases — restrict case view

Selecting Restrict View action,
will allow users to restrict who can
view the case. This will change
the visibility of the case so that
only the case contact and
administrators can see the case in
the dashboard.

User will be prompted to proceed
with this action.

22
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Cases — unrestrict case view

Selecting Unrestrict View action
will remove the restriction on the
case to allow it to be visible to all
in the organisation.

This action can be completed by
the case contact or administrators.
User will be prompted to proceed
with this action.

23



Value

Case Communication

There are two categories for
communication:

Messages. General communications
between the Client and Landgate as the
preferred method to email/phone channels.

Information Requests. Landgate requests
the client to provide specific information or 1 e LU L T
artefacts in relation to a case. The case T . ——
may be placed on hold while awaiting for comoweniy e
the information. R mnE —

1. Communications sent and received will be RS
visible in the Case Communication section.
Filter lists and search function are available
to locate a case. The list will default to “My
Open Communications”

The case contact will receive an email
notification when a message or information
request has been received from Landgate.

24
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ase Communication

1" Communications received will also
be displayed in the notifications
bell icon) at the top right corner of
the dashboard.

Landgate Valuation Services Client Portal

ome. Proparty Search u 0 Land Summery Weluaton Schedules Walsetion Rolls & Deliveraties More

E Dashboard

0 oo

My Dpen Ceses Enter searzh jem..

Case Num... Case Type Case Status Subiext ¢ | Address Contact Mame ~ | Case Greafe... v | CaseClased .. v | Restricted Vi, v
Pastaral Enquiry Bub) Toss 2AM43... v Ban ZEAEZE ATAT... Ma
Gavammant Assal % Fuh) Tess FAND] Betty Ban PRAMCANRE 173 Mo
Iterm Yahitizn GSWEETMAM ST... 8 SWEETMAM ST... Bty Boo ZAMA/2025. 08:40... Ma
Intar Yakistin TWOOLGAR WA TWOGLGARWA.. BetyBao ZANEOZE. Q546 Ma
FAlL Valuation Fn % Huhy Tr A A Bty Ban PANMCARE AR DS Mo
ESL Valuation En.. He: Gubj Toss 230430 T TERRAGCNAW.. Boy Bao ZRAE0EE 154D Ma
00029367 ESL valuation Ex.. ¢ Subj Tee: 230420... Eedly Bao 2BOHZ02T, 164T... Mo
00028364 Ganzral Enquiry Praccssig Subi Tow: 170420, 1THOAZE, 14T Mo
LGRE Enquiry Mew Subj Tes: 17042025 1THAEIES 1112 Ma

Iaberim Yakaticn Mew 2EELVIRE ST MI.. 2B ELVIRE ST MI.. 16042025, 15:72.. Mo

Puge 1 of 20| 193 Reands




Value

Case Communication — view details

1 |In the Case Communication list, is |
an actlon menu to view the e Valuation Services Client Portal
communication details, including : - ' .
attachments. This action is available
for all communication types:

- messages received from
Landgate

- messages sent to Landgate

- information requests received
from Landgate

When a contact has been updated
for a case, all communications
(open and closed on the case) can
be viewed and require action (if
needed) by the new contact in the
Case Communication list.

26
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Case Communication — view details

On clicking View Details for a
message or information request
from the Case Communication list,
the full message will be displayed.

Any attachments included with the
message will also be viewable.

27



Value

Case Communication — message received

1" When a message is received from
Landgate and has been read, the
case contact can mark the

communication as “Mark as
Read”.

This moves the message to the
Closed Communications list. This
way the user by default only sees
what is outstanding in the Open
Communications list.

28
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Case Communication — information request received

1 When an information request has
been received from Landgate, the e e e o —
status is marked as Requested. e e oo
In the action menu the case e
contact is use “Reply With
Information” to send the requested

: :
m N N .

Q0025353 Prozeszag COMM-DO000E Maezage 11042025 A4 Meszsge Landgate Unraad VA0S, 145855
. [ 114 [ [ [}] [l [ Jo02e 2 COMN al Magsage 2 Mesz3n Landgate Unresad
icking “View details” will display
4 w O 1 1lgns plassa Inforatinn Harmast andgats Hanquastas
the full mesSsage al id attachments. . Commns s esson - s

20026312 Ct d-D000077 Fir seument M g Londgale Unread DID4202E,

Q0026312 o COMM-D0000TE Confinn plan Infurrration Reouest Lomdgale L OB/D4/20ZE,
BT ©n Hrikd i s ot Mrasagr Landgair: Inres El
Extablisking Job COMM-DO0C0BI Updater by ord of wook  Message Lamdgale Unread 2N

Establizhing Job T Sug] Test 10032025 .. Message Landgate Unread AWOI20ZE, 2047122

Page 12|17 Recards. &
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Case Communication — reply to information request

1 On clicking “Reply With
Information” to an information
request, a prompt will appear to
enter the message and
attachments (if needed) to be sent
to Landgate.

On Submit, the status will update
to Provided. This action will also
move the information request to
the Closed Communications list.
This way the user by default only
sees what is outstanding in the
Open Communications list.
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Quotes

1

Quotes received from Landgate will
appear in the Quotes list. The list
with default to “My Quotes Awaiting
Approval’.

Filter lists and search function are
available to locate a quote.

Only the case contact can view a
guote on a case. The case will need
to be reassigned to new case
contact for the quote to be viewable
by that person.

When a contact has been updated
for a case, all quotes (outstanding
and completed on the case) can be
viewed and require action (if
needed) by the new contact in the
Quotes list.
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Quotes — view details

1

From the Quotes list, the case
contact can view full details of the
quote by clicking “View Quote” to
preview the quote document.

This action is available for
outstanding and completed
quotes.

32
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Quotes — download document

Viewing the quote will display a
preview of the quote document.

1. Click on “Download” to save a

PDF formatted quote to the local
drive.

33
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Quotes — complete action

1 From the Quotes list, the case
contact can complete the action to
approve or reject the quote.

This action is no longer available if
the quote has expired. A quote will
expire in 182 days (approx. 6
months). Once expired, the quote
will be moved to “My Completed
Quotes” with a status of Expired.
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Quotes — approve/reject

1" Rejecting the quote will require
the user to select a rejection
reason. Case will be immediately
closed.

>» Approving the quote will notify
Landgate to action the job
required. Progress of the case can
be followed by monitoring the
case status in the Cases list.

3 User can provide the purchase
order number and any
attachment(s) when submitting an
approval.

35
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Property Search - options

1 Clicking on Property Search will
provide users the ability to search
using:

* Property/Land details
« Amap view

Search results and displayed
information will correspond to
matched VENs. VENs with no

active Client will not be returned.

Property Search can also be
accessed by users when they

have clicked the Go to Property L |

Search link when completing a
new request form. P J Note: A ‘.‘Client” refers to the agency with a current
interest in the property’s valuations.

37
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Property/Land search

1

Clicking on Property Search will
default to the Property/Land
search form. Users can search for
properties using various data
specifications.

When conducting a search on a
Street Name, the address is to
entered with the abbreviated
street type e.g. Rd or no street

type.

Search results can be returned
based on a property or land using
the toggle function.

To begin a new query, always click
“Clear All”.

ut————————
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Map search

1

Users can search using a Map.
Navigate to a location and add a
pin to a property.

A list of properties associated with
the selected point will be
displayed in the search results.

The map can be configured in the
following ways:

* Map style - Street or Light

« WMS Layers - Aerial Imagery
and/or Cadastre Boundaries
(containing street numbers)

Valuation Services Client Portal

Valustion Foils £ Deliverabics
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Property / Land search results

1

2

Details displayed in search results
will differ if Property or Land is
toggled on for the search.

* Property search results will
be ordered by VEN

 Land search results will be
ordered by Land ID

On the right side of the table is the
actions menu.

* View Property Details — this will
navigate the user to the Property
Summary page to show the
details of the selected property

» Create New Request — property
details will be populated over to a
new request form selected

40
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Property Summary - address/VEN search

1 At the top of the Property
Summary is the quick navigation
feature.

Valuation Services Client Portal

Adrministration

Users will be able to enter a VEN
or address to suggest matched
results. VENs with no active
Clients will not be returned. On
selecting the relevant property, the
property details will be displayed
on the same page.

Note: A “Client” refers to the
agency with a current interest in
the property’s valuations.
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Property Summary - page structure

The following information sections _
WI” be dlsplayed to users once a Valuation Services Client Portal
property has been selected from the

Mavigate to Property

search results: avaseto e

111 - 83 WHATLEY CR. BAYSWATER 0053

* Property details
« Attached Land details
« Valuation Summary details

Access to certain data may have
the following dependencies:

 No data is available or is
restricted for the specified field

« Data may be restricted due
certain business rules or criteria
not being satisfied
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Property Summary — property details & attached land

1 Details of the property are
displayed.

2 Attached lands can be expanded
to display additional detail, such
as land ownership, PINs and other
information.

3° Clicking on the Land ID will take
the user to the Land Summary
page where the Originating,
Resultant or Associated Land
details will be displayed.
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Property Summary — land summary

The following information sections
will be displayed to users for a
selected land:

Land details
Attached VEN details

Subdivision details — originating,
resultant and associated land
information

Associated VENs
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Property Summary - valuation summary

1" The Valuation Summary section
will only display if the agency that
the user is associated with is
subscribed to the VEN as a client.

Only Rating & Taxing UV values
will display.
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Property Summary - associated VENs

1 Associated VENs will be
displayed, when relevant.

2. A parent/ child relationship will be
shown to detail the relationship of
the associated VEN to the
targeted VEN
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Valuation Rolls & Other Deliverables

1 Users can view the list of files uploaded
by Landgate for their agency relating to 1 et Valuation Services Client Portal
Valuation Rolls and other ‘Valuation . s —
Services’ deliverables.

2 Files are categorised by a deliverable
type. User can filter on a deliverable
type to find a specific file.

3 Files can be downloaded by selecting
the download button.

Users will receive a notification when a
deliverable has been uploaded by
Landgate, as long as they have updated
their profile to receive these
notifications.

Files are archived and no longer
viewable online 6 months from the date
saved.
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Value

The Role of an Administrator

The role of an administrator is to assist with user access and management
for individuals within their agency who require access to the Valuation
Services Client Portal. Any actions taken by the administrator are
iImplemented instantly, ensuring both security and efficiency.

Administrative capabilities include:

* Registering and deactivating users

« Updating user profiles and access permissions

* Resetting user passwords and reactivating accounts

* Performing other key administrative tasks to support portal use

Note: Generally, all users can update their own profile, reset their own
password or reactivate their account
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Number of Administrators

Each agency must maintain at least two administrators. You should
also consider having administrators that can support specific
departments/business teams.

This ensures continuity—if one administrator is unavailable (e.g. due
to leave or iliness), the other administrators can support users with
any required actions, to ensure account access is maintained and up-

to-date for your agency.
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Accessing Client Portal as an Administrator

1. Users that have the role of an
Administrator will have an
Administration option. Clicking
on the link will open Administration
dashboard.
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Accessing Client Portal as an Administrator

1. Users that have the role of an e
Administrator will have an e
Administration option on the 8 oo
navigation menu. Clicking on the 2 e — -
Administration tab will open
Administration dashboard. wormor v [amome | v [nn v [ v |commarme v [cnwonmen < | vt <

00018837 ESL Valuation Enguiry  Mew Tesl 08012025 AA Fred Fryer QB01/2025, 15:41:22 Mo
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Markat valization & €. . Tas! SOPE TEST Fred Fryar ORDIZONG, 169223 Na
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Administration — dashboard

Administrator dashboard displays: U,
1« Active users in the agency e B e
 Inactive Users in the agency

2 |nactive Users have had their
account deactivated:

« due to their account being inactive
for 90 days; or

* by an administrator at the agency
or Landgate

Users are prompted at 75 days to
maintain their account to ensure their
account is not deactivated. Users
can also reactivate their own
account.
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dministration - create a new user

T In the Administration dashboard, -

Larslgacs Valuation Services Client Portal

click Add New User which will o e —
launch a pop up form. e

2 Active Usors o Bcw Uscr

First Nama Last Namia Email w | Craated Date Usar Status Rels Racaivi naw dulivar. .
Percy Preagiun Dannilg1 THE3Egmed com 280212025 At Adrrinisiraion Mo
Tastaar mike thenos-wo@grialle...  DEOZEIA0 Actva Stardard Usar Mo

Kunukunju dittydomnigamal.aom 01EI2E Acministrator Mo

Poages 3 67 1| 3 Rt

&, Inactive Users

First Name Last Naere ~ Emwil wr | Created Bate | User Status s~ Inactive Reas... ~ | Insctive Bate | Role Receive new
Jarmeh Taat GAnnilgEATHIZ@G... ORAFE024 anctive Ingctiva for 90 gays  OANZSOPE Aggrinlatrator

Eddill [ st 1 2wl TS e 1RNFIFOIE Sitsanchared e

Page 1ol 1] 2 Hecorss
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Administration - create a new user

Administrator enters the details of the
new account user.

" The email domain must match the
user’s organisation. External email
addresses, shared mailboxes and
distribution groups are not allowed.

Duplicate emails are checked
automatically.

If the user’s email exists already in
La_nd?ate’s CRM but is not a current
Client Portal user, a prompt will appear
to confirm the details and proceed with
granting access to the portal.

2 The Role field is to assign either
Standard or Administrator access.

A welcome email is sent to the new L—J

user to establish their password.
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Administration - edit user accounts

Administrators can maintain user
profiles through the action menu.

For Active Users:

1 Edit details — all user details can be
updated except for ‘organisation’.

2 Reset Password — the user will receive
an email to start the password update
process.

3 Deactivate user - to prevent the user
account being used from logging in to
the portal.

Valuation Services Client Portal

waluabon Schaduias Valuation Rolls & Dalerabies Administration

For Inactive Users:

4 Activate user — a prompt will appear
requesting confirmation that the
account is to be reactivated.
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