Valuation Services Client Portal
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Using the Cases Table

Navigate to the Home dashboard by
clicking on the Home tab. The Cases
table is at the top of the Home
dashboard.

Use the Filter List field to filter the
table by Open and Closed cases, as
well as your cases and all cases
across your organisation.

Note: Cases marked as Restricted
View will only be visible by the case’s
contact and your organisation’s
administrators.

luation Services

E Dashboard

B cases
I All Open Cases - Entar search term

~ | case Stats v | Subject w | Address “

ﬂ Cases ‘= -

2187 EDINBORO'S...  2/187 EDINBORO S

& oasnboard

) cases

Fiter List

[ My Open Cases v-l

R
[ All Open Cases VS

\/ﬁ Casestatus v | subk Address v | ContactName

My Oper
My n Cases n New 21187 EDINBORO S. 2187 EDINBORO S
All Closed Cases n&C.  Awsting Approval Test 20032025 XX
N OHALUDAYSTEA 39 HALLIDAY ST

My Closed Cases - : oAy eTak

0&C. Estabishing Job Tost 207 STRUNG HWY
All Open & Closed Cases.

y Now {eston clent poral st
My Open & Closed Cases  ——

Markat Valuation 8C. New Test atichments

ﬂ Cases

Filter List

Search

My Open Cases v [ Market Valuation

1 item selected

Case Number ~ | Case Type ~ | Case Status v | Subject ~v |4
00029276 Market Valuation & C Awaitinn Annroust e
00016995 Market Valuation & ... New Case Type (v
00016669 Market Valuation 8 C...  New

Market Valuation & C...
Market Valuation & C...

Market Valuation & C._..

ﬂ Cases

Filter List

My Open Cases

4

Case Type J v I
—

1 item selected

Case Number v Case Status v Subject
00016636 Pastoral Enquiry New Test Pas
00016635 Pastoral Enquiry New Test Pas
00029276 Market Valuation & C...  Awaiting Approval Test 200
00016995 Market Valuation & C...  New Test attc

Enter a search term into the Search
¥ field to search by any cell in the table.

Sort by a column in the Cases table by
hovering over a column’s header and
clicking on the black arrow that
appears.
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Change Case Contact

Select the cases you would like to
change the contact for using the select
checkboxes.

a Click on Change Contact.

Bulk Update Contacts

Contact Lookup Filter

ﬂ 2 Case records | a X

Contact Lookup Filter

Close Submit
\ f
'\
'

ﬂ Cases

Filter List Search

My Open Cases - Enter search term

2 items selected

- Case Number v | Case Type ~ | Case Status ~  Subject v
00016624 Interim Valuation New 31 SPIGL WAY BAT

v 0002 nterim Valuation New 39 HALLIDAY ST BA.

~ 0001 J nterim Valuation New 77 WOOD ST INGLE
000282 Market Valuation & G Awaiting Approval Test 20032025 XX
00018; ZSL Valuation Enguiry  New Test 08012025 AA
nomﬁn; ‘,\"\ Market Valuation 8 C.. New Test attchments

— \

Case Created D... v | Case Closed Date v | Restricted View v \‘/(
17/12/2024, 17:01:25 No -
20/03/2025, 10:44:17 No -
17/12/2024, 17:00:42 No v

e Search for and select the contact you

would like for the selected cases.

é Note: This will list all users with

access to the Client Portal in your
organisation.

Q Click Submit.

Change Case Contact a Click on OK to confirm.

Are you sure you want to change the contact on the selected cases?

Note: Ownership of the case,
associated communications and
guotes will all transfer to the new
contact.
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View Case Details

o 0 In the Cases table, click on the
Case Created D... v Case Closed Date v Restricted View v v r\\\\
L dropdown arrow next to a case.

17/12/2024, 17:01:25 No Y a H
W H

20/03/2025, 10:44:17 . -
’ View Case Detallsm\
i

17/12/2024, 17:00:42 !

!
|
\
20/03/2025, 14:40:21 Message Landgate '/

P e Select View Case Details.

08/01/2025, 15:41:22
Change Contact

08/01/2025, 13:46:19

08/01/2025, 06:15:26 Cancel Case
06/01/2025, 16:12:23 :
Restrict View Details of the case will open in another
browser tab, including:
e Request Details: General
information about the case including
‘ . case contact details, property Land
00029275 . ID and VEN when the request is
:  initially submitted. This information
- e :  remains unchanged as the case
e g e progresses.

' Property Information: More

information on the associated
property such as the property
category.

Request Details Property Information Files Communications

Address Subject

Files: Attachments for the case.

Communications: Messages
associated with the case between
your organisation and Landgate.

Message Landgate About a Case

Case Created D... v | Case Closed Date v | Restricted View

fa
L RS

17/12/2024, 17:01:25 No \‘/

Q In the Cases table, click on the —

20/03/2025, 10:44:17

dropdown arrow next to a case. View Case Details

17/12/2024, 17.00:42

20/03/2025, 14:40:21 Message Landgate |\
08/01/2025, 15:41:22 -
L
08/01/2025, 13:46:19 Change Contact Ve
08/01/2025, 06:15:26
06/01/2025, 16:12:23 Cancel Case
Continued on the next page... Restrict View
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e Enter a Subject and Message.

Upload any attachments using the
Upload Files button or by dragging
and dropping files into the window.

&, Upload Files

Or drop files

o

Close

A
P Landgate
WESTERN AUSTRALIA
Message Landgate
[— P
* Subject atn
on y——
Development Complete
'Mcs;(;c
Ready to Proceed ,\\\
\‘\\ > & Upksd Mk
a —
&, Upload Files .
!
| s
\ /’

Or drop files

° Click on Submit.

Note: The assigned Case Owner at
Landgate will be notified of the
message.

)

Cancel a Case

Case Created D... v

Case Closed Date v | Restricted View

4
|
|

|

|

|

1711212024, 17:01:25 No
200312025, 10:44:17 A
17/12/2024, 17:0042 View Case Details
2000312025, 144021
081012026, 154122 Message Landgate
08/01/2025, 13:46:19

Change Contact

08/01/2025, 06:15:26

06/01/2025, 16:12:23

Cancel Case “l
L
v

Restrict View

In the Cases table, click on the
¥ dropdown arrow next to a case.

e Select Cancel Case.

°

Note: 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, even when the status is New.
In such instances, use the Message
Landgate action to request cancellation of
the case.

Are you sure you want to cancel this case? Click OK to confirm.

Cancel

Yo
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Restrict / Unrestrict Visibility of a Case
° In the Cases table, click on the

Case Created D... | Case Closed Date ~ | Restricted View

v dropdown arrow next to a case.
171122024, 17:01:25 No
—_— :
20/03/2025, 10:44:17 \\\ - . I I h ]
s 0088 View Case Details e Note: You will need to be the case’s

contact or an administrator to restrict
visibility of a case.

20/03/2025, 14:40:21
Message Landgate

08/01/2025, 15:41:22

08/01/2025, 13:46:19

Change Contact

08/01/2025, 06:15:26

06/01/2025, 16:12:23
Cancel Case

Restrict View - e Select Restrict View.

\
/J
_ e Click on OK to confirm. Visibility of the
case will now be restricted to only the
Are you sure you want to restrict this case? Case will only be viewable : case contact and a-d m I n I strators in
to the contact related to the case and/or administrators in your H your Organisation .

organisation.

e Note: To unrestrict the visibility of a
Cancel - case, follow the same steps except select
Unrestrict View in the dropdown menu.

Using the Case Communication Table

You will find the Case Communication [ Gase Communicaton \,
table on the Home dashboard _— - Vv
underneath the Cases table. The
default view will be My Open Case COMMUNICAtion = - swee  ~  commmesn. st
CO m m u n | Ca.tl O n S . 0085 Development Com...  Message Client
00029275 New COMM-D000081 Development comp... Message Client
00029275 New COMM-D000030 Developmant comp... Message Client
00029275 New COMM-D000088 Test Message tola... Message Client
00029276 Awaiting Approval COMM-D000064 More information pl...  Message Client
- . 00016995 New COMM-D000062 Test 20032025 AA Information Request Landgal
Q Continued on the next page... owees Powsks  CMMONON  Tiwanie Mo L
00016995 New COMM-D000035 Take 2 Message Client
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Use the Filter List field to filter the table
¥ by different categories including open,
closed and sent communications.

Enter a search term into the Search
¥ field to search by any cell in the table.

Message Client Sanl 07/05/2025, 08:44:58 -
Meszage. Client Sant DB/DSAOE 44240,
~_. = = o=
COMM-0000088 O Message Client Sant 0505, "
conmoorooss QD Messsge Client sant 2003
BN - -~ T
Communication D v |[™ i Y
View details
COMM-0000095 .._
\\ TRy
\ Mark as Read
\

D Case Communication

Filter List

All My Communications

earch term,
v
— nicati... v | Subject ~
Vo

Communicati...
Vo
. . 4 0000005

My Open Communications /7" B i
IM-0000091 Devslopment comp.. Message

My Closed Communications M-0000080 Development comp. Message
Test Message loLa... Message

My Sent Communications M-0000064 More information pl...  Message

L J-0000062 Test 20032025 AA Information Requast

_— Vo
+/ All My Communications 4 /Wo000063 Test whats up Message

All My Information Requests

All My Messages

E Case Communication

Filler List Search
v 00029275 (<]

~ | Communicati.. ~ | Subject

All My Communications:

Case Number Case Status ~ | Communic... 4 v

00020275 New Search
00029275 New -
00026275 MNew \ [ Q 00029275 . Q ]
00028275 New ‘\
\V
T

Page 10f 1 4 Records

To view the details of a message
either click on the Communication ID
or click on the dropdown arrow next to
a communication to View Details of a
message.

Note: For messages received from
Landgate you will have the option to
Mark as Read.

o

Continued on the next page...
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For information requests received from
¥ Landgate you will have the option to
Reply With Information.

Provide the requested information
using the text field and by attaching
any relevant files, then click Submit.

e Note: Messages that have been
marked as Read and information
requests that are marked as Provided
will be viewable under My Closed
Communications.

WESTERN AUSTRALIA Landgate
Message Client Sent 06/D5/2025, 11:52:40  +
Message Client Sent 06/05/2025, 11:33
Message Client Sent 05/05/2025, 13:17 '
o
Message Client Sent 20/03/2025. 4 ‘\\
VoS
\Va
\
Information Request  Landgate Provi - . W
View details
Message Landgate Unre.
Message Client Sent . -
Reply With Information
Message Client Sent

Provide Requested Information

[} information Request Detais

See attached the requested information.

)

2, Upload Fies

1, Upload Files - — =3
RN
\
Or drop files 1%
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