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[bookmark: _Toc173779509][bookmark: _Toc181108104]Logging in to the portal
You can open the portal from the Victorian Concessions and Allowances Portal webpage https://portal.concessionsandallowances.vic.gov.au/.
The portal uses myGov to confirm your identity.
[bookmark: _Toc173779510][bookmark: _Toc181108105]Step 1 – Accessing the portal via myGov
Click on the link to the portal on our website.
You will be taken to myGov. Click on Sign in.
[image: myGov We're here to help webpage. The webpage contains buttons to 'Sign in'. ]
The myGov sign in page will appear.
If you already have a myGov account, enter your username and password. If you are new to myGov, please follow the instructions to create a myGov account.
[image: 'Sign in with myGov' webpage, containing buttons to 'Sign in' or 'Create a myGov account'. The page includes fields to type in your username or email and password. ]
Click Sign In.
Once you enter your details, you will be asked to Answer your secret question and then click Next.
[image: MyGov page with a field to 'Answer your secret question' and the option to click 'Next' or 'Cancel'.]
The welcome screen will appear, showing your personal dashboard.
All previously linked services will be shown on your dashboard. If Victorian Concessions and Allowances is not already listed, follow step 2 below to link it.
[bookmark: _Toc173779511]

[bookmark: _Toc181108106]Step 2 - Linking the Victorian Concession and Allowances Portal
On the myGov home page, you will see a list of Linked Services that you have added to your account.
Click the View and link services button to link the Portal.
[image: myGov home page with a list of linked services and the option to click 'View and link services'.]
Scroll down the list of services and click the Link button next to Victorian Concessions and Allowances.
[image: myGov 'Profile: Linked services' webpage, showing a list of linked services and the option to 'Link a service'.]
[image: 'Link a service' webpage with a 'Link' button next to 'Victorian Concessions and Allowances'.]
[bookmark: _Toc173779512][bookmark: _Toc181108107]Step 3 - Opening the portal
From your dashboard, or your profile, select the Go to service button.
[image: myGov 'Profile: Linked services' page, with the option to 'Go to service' next to 'Victorian Concessions and Allowances'.]
You will be taken to the Victorian Concessions and Allowances Portal.
[bookmark: _Toc173779513][bookmark: _Toc181108108][bookmark: _Int_UBrmHZbE]Step 4 – Connecting to your concessions records
The first time you use the portal, you will be asked for a one-time code.
If you are a new concessions customer, select No. You will be taken to your Home page, where you can start your first application. 
Existing concessions customers can continue with this step.
One-time codes were sent to all previous concession customers by the department. If you don’t have your one-time code, please call the Concession Information Line on 1800 658 521 and our staff will retrieve this for you. 
To protect your details, your one-time code can only be used for a limited time. If your one-time code has expired, call the Concessions Information Line on 1800 658 521 for a new code.
If you are an existing customer, select Yes, then Continue. 
[image: 'Welcome to the Victorian Concessions and Allowances Portal' webpage. The page includes the question 'Have you received a one time code issued by the Department?' and an option to select 'Yes' or 'No']
You will then be asked to enter the one-time code and your First Name and Last Name as known to the department. This step is only needed the first time you use the portal.
Select Continue.
[image: 'Welcome to the Victorian Concessions and Allowances Portal' page with the option to type in one-time code, first name and last name. The page has 'Exit' and 'Continue' buttons.]
Select Continue.
On the next screen, enter your concession card number.
This should be the number you have used previously when applying for a concession from us.
You can enter either a Centrelink CRN, or a Veterans’ Affairs file number or UIN.
[image: 'Welcome to the Victorian Concessions and Allowances Portal' page showing the fields for entering your concession card number.]
Select Continue.
You will then be taken to your Home page, where you will be able to update your profile or start a new application.
[bookmark: _Toc173779519][bookmark: _Toc181108109][bookmark: _Toc173779514]How to view or update your profile, including bank account details
[bookmark: _Toc173779520][bookmark: _Toc181108110]Viewing and editing your profile
Select the My Profile tab on the left-hand side menu bar.
[bookmark: _Toc181108111]Step 1 - Go to My Profile
On your My Profile page, you will be able to see the information and banking details that you have previously provided to the department.
This information is automatically updated any time you submit an application, but you can also change it at any time yourself.
If this is your first time applying for a concession, your profile will be available after you submit your application.
[image: 'Victorian Concessions and Allowances' page with the following options in the sidebar: 'Home', 'My Concessions Applications', 'My Profile' and 'My Payments'.]


[bookmark: _Toc181108112]Step 2 – Edit My Profile
Select the Edit profile button so that you can make changes to your details.
[image: 'My profile' page with the button to 'Edit profile' highlighted.]
You can update most fields, including address, bank details and concession card details.
Make sure that you complete all the mandatory fields (*) as you will not be able to save the changes otherwise.
[image: My profile page with the mandatory fields highlighted.]
	Field name
	Definition

	Bank/financial institution name
	The name of your bank, e.g. ANZ, Commonwealth Bank

	BSB
	Your branch number – check your statement to find

	Account number
	Your account number – check your statement to find

	Account holder’s name
	The name the account is in, e.g. M&J Smith



[image: My details page with the mandatory fields highlighted.]
Once you have made your changes, select the Save button.
If you don’t want to save the changes, select the Exit button.


[bookmark: _Toc181108113]How to create an application
[bookmark: _Toc181108114][bookmark: _Toc173779515]Step 1 – Start application
On your Home page, select the Start Application button in the Concession Claim section. 
[image: 'Victorian Concessions and Allowances' page with a 'Start Application' button in the 'Concession Claim' section. ]
[bookmark: _Toc173779516][bookmark: _Toc181108115]Step 2 - Select the concession type
Select from the list of concessions available.[image: 'Victorian Concessions and Allowances' page with a list of concessions under 'Select a concession'.]Once you have selected the concession claim you need, click the Start Application button.
[image: Instructions to 'Click here' pointing to a 'Start Application' button.]
[bookmark: _Toc181108116]Step 3 – Entering and navigating your application
Note: The portal form asks for the same information as the existing paper forms. 
[bookmark: _Toc181108117]Navigating the application
At the top of the screen, the application header shows some basic information about your application.
The Application number and Submission date will be entered by the system once you submit the application.
The status of the application is shown in a box at the top right.
The steps below this show the pages of the application, and help you keep track of where you are up to. 
The steps you need to complete will vary based on which concession you are applying for.
[image: Page showing 'Application Number', the status as 'Draft', 'Submission date', 'Applicant name', 'Phone', 'Email' and a list of steps 1 to 6.]
[bookmark: _Toc173779517]After completing each page, click on the Next button at the bottom of the screen.
Your application will be saved every time you click Next and move to a new screen.

What if I don’t have all the required information ready when I start my application?
If you click Exit you will return to the Home Screen, and your application will be kept as a draft. You can return to your draft application in the future.
[bookmark: _Toc181108118]Entering your details
Complete all the fields in each page.
Most fields in the application are mandatory. If an asterisk (*) appears next to a question, it must be completed before you can move to the next page.
[image: Page showing a question with an asterisk next to it.]
If you miss a mandatory question, you will not be able to move to the next page. A message will appear at the top of the page, and the question will be highlighted in red.

[image: Message to 'Please correct the following issues.']
[image: Multiple choice question with no answer selected, and a message that 'Change of address is a required field.']
Once you correct the missing information, you can click Next and move on.
Some questions are marked with a green question mark. If you click the question mark, more information is shown to help you.
[image: Question mark next to a multiple choice answer. ]

[image: Question mark next to a multiple choice answer, and a box with further information.]
[bookmark: _Toc181108119]Uploading invoices and other documents
To upload your invoices:
1. Click on Add Invoice. The Invoice number, Invoice date and Invoice amount fields will appear.
2. Enter the details from your invoices in these fields.
3. Click Choose to browse on your computer or phone and find the document.
4. Click Save to finish uploading this invoice.
5. Repeat these steps for any other invoices.
[image: Page showing a button to 'Add Invoices' and fields to enter 'Invoice number', 'Invoice date', 'Invoice amount' and the option to attach invoices. The page has buttons to 'Close' and 'Save'. ]
If your application requires you to upload other documents:
1. Click on Choose when prompted 
2. Browse your computer or phone to find the document.
[image: Instructions to 'Upload your doctor's statement here' and a button to 'Choose'.]


[bookmark: _Toc181108120]Step 4 - Submitting your application
Once you have completed all pages, the summary page shows all the information you have entered. You can review this before you submit the application.
In each section, you can select Navigate to page if you need to change an answer. 
Once reviewed, select Submit.
[image: Page with a button to 'Navigate To Page'. The page has buttons for 'Back', 'Exit' and 'Submit'.]
[bookmark: _Toc173779518][bookmark: _Toc181108121]Checking the status of your application
You can check the status of your application(s) by selecting My Concessions Applications on the side menu.
[image: Instructions to 'Click here' pointing to 'My Concessions Applications' in the side menu.]


You will see a list of all applications you have made in the portal, with basic details of each application.
[image: Application list screen showing the basic details of each application.]
To continue a draft application, select the pencil icon under Actions. The application will open and you can complete the remaining questions.
 You can also delete a draft, if you no longer wish to submit this claim. Click on the rubbish bin icon under Actions to delete.
	Status
	What this means

	Draft
	This application has not been submitted. Complete any missing details and click submit on the Summary screen. You can also delete the application if it is no longer needed.

	In Progress
	Your application has been successfully submitted and is with our team for assessment.

	Declined
	Your application was declined by our team. We will email you with the reason your application was declined.

	Completed
	Your application has been approved and will be paid within the next three (3) business days. 


[bookmark: _Toc173779521]

[bookmark: _Toc181108122]Viewing payments
[bookmark: _Toc173779522][bookmark: _Toc181108123]Step 1 - Finding your payments
On the Victorian Concessions and Allowances landing page select My Payments in the left-hand side menu options
[image: Instructions to 'Click here' pointing to 'My Payments' in the side menu. ]The My Payments main page will open, and you will be able to view previous payments for applications made in the portal. 
[bookmark: _Toc173779523][bookmark: _Toc181108124]Step 2 - Searching your payments
[image: Page with the option to 'Search' by inputting 'Payment from Date', 'Payment to date' and 'Payment type'. The page includes a list with an 'Actions column'.]
You can search by Date within a range, by selecting the calendar icons. Chose the dates and then select the Search button.
If your payment covers two or more concession types (or energy types), you can click on Actions for a breakdown of the payment.
This breakdown shows the same information that appears on the remittance advice sent at the time of your payment.
[bookmark: _Toc173779524][bookmark: _Toc181108125]More information
For more information and to see frequently asked questions, please visit the Victorian Concessions and Allowances portal webpage services.dffh.vic.gov.au/victorian-concessions-allowances-portal. 
If you have other questions about the portal, call the Concessions Information Line (toll free) on 1800 658 521.
If you need help using myGov or signing in to myGov, call 132 307 and select Option 1 for the myGov helpdesk, which operates from:
Monday to Friday 7:00 am – 10:00 pm
Saturday to Sunday 10:00 am – 5:00 pm
If you’re outside Australia, call +61 1300 169 468 and select Option 1. International call charges apply.

	To receive this document in another format, phone Concessions on 1800 658 521 (toll free), or email Concessions concessions@dffh.vic.gov.au.
Help for people with hearing or speech communication difficulties
Contact us through the National Relay Service (NRS). For more information about the NRS, visit National Relay Service https://www.accesshub.gov.au/about-the-nrs or call the NRS Helpdesk on 1800 555 660.
Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Australia, Department of Families, Fairness and Housing, August 2024.
ISBN 978-1-76130-640-2 (pdf/online/MS word) 
Available at Victorian Concessions and Allowances https://services.dffh.vic.gov.au/victorian-concessions-allowances-portal



image1.png




image3.emf

image4.emf
 

�ƅŕôϙƅĺŪŘϙ

ŪŜôŘĲÍıôϙ

ÍĲîϙ

ŕÍŜŜſĺŘî 

�īĖèħϙťĺϙèŘôÍťôϙÍϙ

ıƅ@ĺŽϙÍèèĺŪĲť 


image5.emf
 

Click Next  


image6.emf
 

Linked  services to  your account  

Click here  


image7.emf
 

[ĖŜťϙĺċϙīĖĲħôîϙ

ŜôŘŽĖèôŜϙĺĲϙ

ƅĺŪŘϙÍèèĺŪĲť 

�ôīôèťϙťēôϙ

ŜôŘŽĖèôϙƅĺŪϙſĖŜēϙ

ťĺϙīĖĲħ 


image8.emf

image9.emf
 

�īĖèħϙēôŘô 


image10.emf

image11.emf
 

(ĲťôŘϙϼϪϽϙ

ıÍĲîÍťĺŘƅϙ

ƱôīîŜ 

�īĖèħϙēôŘô 


image12.emf
   


image13.emf
 

Click here 


image14.emf
         

�īĖèħϙēôŘô 


image15.emf
   


image16.emf
   


image17.emf
 

�īĖèħϙēôŘô 


image18.emf

image19.emf
 

Click here 


image20.emf
   


image21.jpeg




image210.jpeg




image22.emf

image23.emf

image24.emf

image25.emf

image26.emf

image27.emf

image28.emf

image29.emf

image30.emf
 

Click here 


image31.png




image32.emf
 

Click here 


image33.emf
       


image2.png
°R|A Families,

State Fairness )
Government and Housing





