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Reqistering for Self Service

Once you have logged on to the Self Service web page, follow these steps to
register:

1. You cannot access Self Service without registering first, so click on the
Register link.
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INTERACTIVE SERVICES

Welcome ta Worthing Berough Counal's ste for Interactve Services,

2. Fill in the required details on the registration screen shown below, including
your name and address together with the services that you wish to access.
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ReGisTRATION
Plaase compiete this fom 10 register for our Ieractive Seraces. You must comgle

a the fisids wilh an asterisk
Title:

ime:

Your reference number (which can be found on a letter that we have
previously sent to you) will either be your Council Tax or Business Rates
account number, your benefit claim number or your landlord creditor number.
Click on the Submit button.
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3.

5.

Then you will also be asked to choose a user name, a password and a
security question (in case you need to contact us because you have forgotten
your log-in details).
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Self Service
# Home

I% Do It Ondine Home | Log In | Regisier

CHoosEe A Passworp

I—‘FEM_
‘ LA User name:
Please chogss a password:
*Your password must be at least § characters long

Please re-enter the password:
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Please enter a security question and answer that can be used & you have login problems in the future

Questlon: VWhat is your mother's maiden nama?

Submit Cancel

You will need to keep a note of your user name and password but these must
be kept securely at all times.

Now that you have registered you will be taken to the Successful Registration
page, where you should click on the Access Interactive Services Link.

SUCCESSFUL REGIST

You have Successfully Created yofir eCitizen Profile.

User name: jo.bloggs

Access Interactive Services Link.

A unique PIN will be sent to you for each service that you've registered for,
but you will not be able to use Self Service until you receive your PIN.
This will be posted to you at the address that letters about your account
number or benefit claim number are sent to. For security reasons, it will not
be sent to the address that you registered with in Step 2.
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6. When you have received your PIN through the post, you will also need your
account or benefit claim number for the service you've requested. Go to the
Self Service homepage and use the Log In link in the top left-hand corner:

Self Service

INTERACTIVE SERVICES

Welcome to Worthing Borough Council's site for Interactive Services.

7. When you enter your user name and password and click on the "Submit"
button, the following screen will then appear:
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AccessiNG INTERACTIVE SERVICES

To access Interactive Services you will need a Personal Identification Number (PIN).
West Sussex Use the links below to either log on (if you already have a PIN) or to request a PIN

& Contact The Council

WORTHING

Engiish Chamoel Access to Council Tax Services Log on for Council Tax

Request a PIN for Council Tax

E-mal Customer Senices Access to Housing and Council Tax Benefit Senices | Log on for Housing and Council Tax Benefit

Request a PIN for Housing and Council Tax Benefit
Telephone Customer

Senices

\Where Is The Council? Access to Landlord Senices Log on for Landlord Request a PIN for Landlord

Comments, Compliments

and Complaints Access to Non-Domestic Rates Senvices Log on for Non-Domestic Rates Request a PIN for Non-Domestic Rates

Cancel

8. Click on whichever service you want to log onto.
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9. A screen similar to the one below will appear

Access TO CoOUNCIL TAX SERVICES
Pleaze enter Council Tax account number and Council Tax PIN which you will have received by mail
Your Council Tax account number:

Your Council Tax PIN:

Submit

Depending on which service you are using, enter your Council Tax or
Business Rates account number, your benefit claim number or your landlord
creditor number. Then enter your PIN for that service and click on Submit.

10.You are now securely set up to access your account or benefit claim details
on-line.

When you log on in the future, because we have been able to validate your
account or benefit claim number with the PIN that was issued, you will only need

to enter your user name and the password that you chose when you first
registered.
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