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1. How to access the portal?

1.1  Step 1: Open a web browser

Open any web browser in your device (computer or laptop or mobile phone or tablet)

1.2 Step 2: Input the portal address

Type the portal web address: https://statements.dws.gov.za

& httpsy/statements.dws.gov.za

u water & sanitation
UTH AFRICA

20;
Wy res

STATEMENTS AND INVOICES CUSTOMER PORTAL

Portal Login

HES
Email Enter your email address

*
Password Enter password

Registration | Forgot Password?

(how to use the system)
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2. How to register on the portal?

21  Step 1: Click on the register button on the portal homepage

§ hitpsy/statements.dws.gov.za
—

e {
i i Bandmtion
N MERUBLIC o SoutiArmta

STATEMENTS AND INVOICES CUSTOMER PORTAL

Portal Login

Email* Enter your email address

Password™

Click on this text

i : : n Login
Registration
Registration | Forgot Password?

(how to use the system)

2.2 Step 2: Fill in your details

https://statements.dws.gov.za/registration @ a
&7 vater & sanitation
=) Depr —e { FJ
@ o -, ‘ND

STATEMENTS AND INVOICES CUSTOMER PORTAL

User Registration

First Name* Enter your first name
* Fill all details and
- - . Last Name™ Enter your first name
provide a valid email
and cellphone Email* Enter your emal address
number.
1 Cellphone* Enter your cellphone
* Create a password, Password* SR
and confirm password Shaw Password
Repeat Enter the password again
Password* .

* Then click on submit
button once done. “

Login | Forgot Password?
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2.3  Step 3: Confirm registration using the OTP number

Once the registration is successful, an sms will be send to the cellphone number used when
registering with the OTP number.

Ll @ ROR mi1010

& +2783920658.. & i

DWS OTP: 1487

5]

F
=
o

STATEMENTS AND INVOICES CUSTOMER PORTAL

Confirm Registration

oTpP*

Input the 4 /
number

@ Text message and submit

Login | Register

2.4  Step 4: Redirected to registration success

Once confirmed, you will be redirected to the registration successful page. You
can then click on the login link text.

A P
water & sanitation \/ Lo
Depanment 2
3 Watsr and Santation
@ Efesm. ()

STATEMENTS AND INVOICES CUSTOMER PORTAL

Successful Registration

Registration successfully confirmed, click below link to login.

Login | Register
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3. How login to the portal?

3.1 Step 1: Fill in email and password

Portal Login

Input .
Email*
username test@test.co.za

(email

address) Password*
and

password

Registration | Forgot Password?

(how to use the system)
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4. Portal Pages Navigation
41 Dashboard

Link: https://statements.dws.gov.za/ dashboard

Navigation: Click on Home > Dashboard

Description: This is the landing page once you have logged in.

You can view a summary of your

account, latest upload documents and latest notifications.

|l Account Manager ~ Dashboard

B Documents -
=) 0 0
N4 Customer #s Contracts

Latest Documents

There are no documents,

Showing 0 to 0 of 0 entries Previous | Next

Welcome, Prince R 4]

Home / Dashboard

o) 0 0

" Invoices Statements

Notifications - CLick here to view all

# Message Attachement

DWS Customer Porta User Manusl odf

1 Customer Portal User Guide

Showing 1 to 1 of 1 entries

Page title

|l Account Manager  ~

B Documents -

0

0
m
Customer #s

Latest Documents

,/-7-\\
| | )
ANy

There are no documents.

Showing 0 to 0 of 0 entries

|

Displays latest uploaded
invoices/statements

Previous Next

Logged in user name

/ Totals of accounts and documents
Dashboard / = g \

Contracts

[——— [o—— (Twe | Acion | .

——— 4————— Logout button

Welcome, Prince Lo

Home / Dashboard

| o \‘ 0 0

"/ Invoices Statements
Notifications - CLick here to view all
Artachement

Message

WS Customer portl User Manus pdf

\

Displays notifications. Click
on the Attachment to
download the files.

1 Customer Portal User Guide

Showing 1 to 1 of 1 entries
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4.2 Notifications History

Link: https://statements.dws.gov.za/natifications-history

Navigation: Click on Home > Notifications

Description: This is the page where you can view and download the history of all notifications.

ZF water & sanitation
) e n welcome, Test [T
- -

# Home =
|8 Account Manager  ~ Notifications Home / Notifications

B Documents

Type here to filter..

O S "

There are no notifications.

Showing 0 to 0 of 0 entries Pravious Naxt

4.3 Change Password

Link: https://statements.dws.gov.za/ change-pass

Navigation: Click on Home > Change Password

Description: This is the page where you can change your password when you are logged in the
portal. Input new password and input on repeat password, and then click on Submit button to submit
your password change.

e o
warer & sanitation

[ u Welcome, Test [[CE RPN

# Home -
Ll Account Manager  ~ Change Password Home / Change Password

B Documents -

=
New Password Enter password

[ Show Password

*
Repeat Password Enter the password again
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44 Account List

Link: https://statements.dws.gov.za/account-list

Navigation: Click on Account Manager > Account List

Description: This is the page where you view the list of your accounts. If you have not added an
account, the page displays as below.

‘water & sanitation
gl - | wekome, et

B — Account List Account Manager / Account List

B Documents [secotno.  customer o,/ e o [T ———

No records found, click here to add an account

Account Type Contract Accounts

Showing 0 to 0 of 0 entries Previous Next

If you have accounts added, the page displays as below.

water & sanitation

-
[t I n Welcome, Test [

# Home <

Account List Account Manager / Account List

[— [ ——— Account Type

, Company Contract Account

4 Other

Il Account Manager

B Documents. -

Contract Account

c Other Contract Account

Showing 1 to 6 of 6 entries Previous - Ne

Customer account linked
Contract account links to
Customer number identification number Account type display contract accounts

linked to customer number.

Page 9 of 13


https://statements.dws.gov.za/account-list

water & sanitation

Departmant:
Walar and Sanilation

REPUBLIC OF SOUTH AFRICA

Customer Portal User Guide

4.5 Add Individual Customer Account

Link: https://statements.dws.gov.za/add-account

Navigation: Click on Account Manager > Add Account

Description: This is the page where you can add individual customer accounts to your profile.

Add Account

B Documents

® Individual © Company

1D Number

Click on Individual
tab

Customer No./ BP No.

Welcome, Test [CJEUEINS

© Other

Enter Customer No./ BP No.

Enter ID Number

Account Manager / Add Account

Enter
individual
business
partner
number and ID
number, and
click on submit.

Common error;

The account is not valid for the ID number. Please contact support at revenue@dws.gov.za if you require

further assistance.

If you get this error it is mostly because the customer number and the ID number combination is not
correct as per the details in the system, in this case you would need to send an email to
revenue@dws.gov.za to request for the correct ID number to user for your customer number.
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46 Add Company Customer Account

Link: https://statements.dws.gov.za/add-account

Navigation: Click on Account Manager > Add Account

Description: This is the page where you can add company customer accounts to your profile.

< "
0 V- u Welcome, Test SRR

Add Account Account Manager / Add Account

© Individual ~ ® Company Other

Click on Company

tab Customer No./ BP No. Enter Customer No./ BP No. Enter company
business
N . N partner
Business registration Enter Business registration number number and
number registration
number, and

click an submit.

Common error;

The account is not valid for the ID number. Please contact support at revenue@dws.gov.za if you require
further assistance.

If you get this error it is mostly because the customer number and the registration number
combination is not correct as per the details in the system, in this case you would need to send an
email to revenue@dws.gov.za to request for the correct registration number to user for your customer
number.
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4.7 Add Other Customer Account

Link: https://statements.dws.gov.za/add-account

Navigation: Click on Account Manager > Add Account

Description: This is the page where you can add other customer accounts to your profile.

water & sanitation
@ = n Welcome, Test (Lol
el

Add Account Account Manager / Add Account

O Individual ~© Company @ Other Click on Other tab

Customer No./ BP No. Enter Customer No./ BP No. )
Enter business

partner

number and

4.8 Invoices

Link: https://statements.dws.gov.za/ documents/invoices

Navigation: Click on Documents > Invoices

Description: This is the page where you can view and download invoices for a specific contract
account.

ZF water & saniration
) == n Welcome, Test
fn

Drop down to filter on contract account
|al Account Manager - [t \ Documents / Invaices

B Documents A -- Select contract account -~

[ — [R—— [I— [Ducbate | Amount (Rand) ]
Download PDF

Showing 1 to 5 of 5 entries Previous - Next *

Buttons to
download invoice
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49 Statements

Link: https://statements.dws.gov.za/ documents/invoices

Navigation: Click on Documents > Statements

Description: This is the page where you can view and download statements for a specific contract
account.

Z water & sanitation
[0 I, n Welcome, Test [JCSWeFEg

P o 3Gt armea

# Home b

&l Account Manager  ~ Statements / Documents / Statements

B Documents A == Select contract account -~

Download PDF

Showing 1 to 1 of 1 entries Previous - Next t

Buttons to
download
statement
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