
Quick Reference Guide –

This pack contains the following Quick Reference Guides:

Link to QRG

Link to QRG

Link to QRG

This QRG details the steps to pay via credit card when you lodge an application via the Customer Portal (and you are lodging one application).

This QRG details the steps to pay via BPAY when you lodge an application via the Customer Portal (and you are lodging one application).  

This QRG details the steps to use the Payment Cart function to pay for multiple items in one transaction and pay via credit card.

This is useful if you are lodging an application and want to also pay fees for other applications / projects and combine these into one 

payment. The Add Additional Items option on the Payment Cart screen enables you to select other fees that you want to pay.   

This QRG details the steps to pay fees via your Pending Payments page in the Customer Portal and pay via credit card. 

This is useful if you want to pay fees for multiple applications & projects and combine these into one payment.   

Link to QRG

This QRG details the steps to lodge an application and pay for multiple applications / project fees in the same transaction and pay 

via BPAY.  This is useful if you are lodging an application and want to also pay fees for other applications / projects and combine 

these into one payment. The Add Additional Items option on the Cart screen enables you to select other fees that you want to pay.   

Link to QRG

Link to QRG

This QRG details the steps to pay fees on your Pending Payments page in the Customer Portal and choose the payment method BPAY. 

QRG Pack - Payments



Quick Reference Guide – Lodge Application and Pay via Credit Card (Single) 

This QRG details the steps to pay via credit card when you lodge an application via the Customer Portal.

Log in to Connections Portal: 

Click here to access the Connections Portal log in page and sign in

Note: This QRG is for existing portal users who are familiar with submitting an application in the Connections Portal. We recommend new users refer to the Connections 

Portal User Guide for more detailed steps on lodging an application. 
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1

1. Complete the required information for: 

• Site Details

• Application Details

• Supporting Documents

• Contact Details. 

Check all the details are correct on the Review page. 

Read the Legal Disclaimer, select the Accept checkbox and click Submit

2

Complete the steps to select / enter the application details:

1. Click the icon to select the Service / application type1

2

https://dsp.endeavourenergy.com.au/prweb/PRAuth/Connections
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf


Quick Reference Guide – Lodge Application and Pay via Credit Card (Single) 
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4

3

Review Cart screen – the payment cart lists the application reference ID, 

status, created date and amount due (click > to expand the row if you want 

to display additional details)

3. Click Confirm & Make Payment4

If you are planning to lodge more applications and want to combine 

in one payment, click Confirm & Make Payment (step 4 on this 

page) and then click Save on the next screen – the Payment 

Details screen. You can then add the payments to your cart using 

Add Additional Items or via Pending Payments

Tip!

Payment Lodgement screen

Note: This is the last step that you can still edit your application. 

• Click Proceed to Payment3



Quick Reference Guide – Lodge Application and Pay via Credit Card (Single) 
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3. Payment Method - click Credit Card

Note: If you click Save at this step, you can continue the steps at a 

later date by selecting Payments > Pending Payments on the portal 

Home page

3. Click Proceed

5

6

5

6

Click Back To Review if you need to change any details (e.g. 

select a different payment method).

• Click Pay

7

7



Quick Reference Guide – Lodge Application and Pay via Credit Card (Single) 
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3. Select the Card Type, enter your Card Number, select the 

Expiry Month, Expiry Year and enter the CVN

Note: If you click Cancel at this step, the application will be available 

under Payments > Pending Payments on the Home page

3. Click Pay to complete the payment

9

9

10

10

Non Refundable Fee dialog box displays.

• If you are happy to continue, click Proceed.8
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Thank you for your Payment screen.

3. Click Close

11

11
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You will receive an email with your receipt for the credit card 

payment

You will receive an email confirming your credit card payment with the tax invoice attached.

You will receive an email with your 

reference number for your application 

submission. A copy of the submitted 

application form is attached to the email.
Return to list 

of QRGs



Quick Reference Guide – Lodge Application and Pay via BPAY (Single) 

This QRG details the steps to pay via BPAY when you lodge an application via the Customer Portal (and you are lodging one application).

Log in to Connections Portal: Click here to access the Connections Portal log in 

page and sign in

1. Click the icon to select the Service / application type

2. Complete the required information for Site Details, Application Details, 

Supporting Documents, Contact Details. Check all the details are correct on 

the Review page. Read the Legal Disclaimer, select the Accept checkbox 

and click Submit

2

Note: This QRG is for existing portal users who are familiar with submitting an application in the Connections Portal. We recommend new users refer to the Connections 

Portal User Guide for more detailed steps. 
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1

1

2

https://dsp.endeavourenergy.com.au/prweb/PRAuth/Connections
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
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If you are planning to lodge more applications and want to combine 

in one payment, click Confirm & Make Payment (step 4 on this 

QRG page) and then click Save on the next screen – the Payment 

Details screen. You can then add the payments to your cart using 

Add Additional Items or via Pending Payments

Lodge Application and Pay via BPAY (Single) 

Payment Lodgement screen

Note: This is the last step that you can still edit your application. 

• Click Proceed to Payment

Page 2 of 4   10/08/2023

3

3

Review Cart screen – the payment cart lists the application reference ID, 

status, created date and amount due (click > to expand the row if you want 

to display additional details)

3. Click Confirm & Make Payment4

4

Tip!



Quick Reference Guide – Lodge Application and Pay via BPAY (Single) 
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5

6

Payment Details screen 

• Payment Method - click BPAY

• Bill To Details (Invoice) – if another party is going to pay 

the application fee via BPAY, enter their details. Ensure the 

email address is accurate.

Note: If you click Save at this step, you can continue the steps 

at a later date by selecting Payments > Pending Payments on 

the portal Home page

3. Click Proceed

8

5

BPAY Payment Details screen 

• Click Proceed

6

7

8

7

If you are planning to lodge more 

applications and want to combine in 

one payment, click Save on this screen. 

You can then add the payments to your 

cart using Add Additional Items or via 

Pending Payments

Tip!



Quick Reference Guide – Lodge Application and Pay via BPAY (Single) 
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The last screen advises We have confirmed BPAY as 

your payment option. An email will be sent to the 

nominated billing party with the BPAY details to use for 

the payment.

3. Click Close10

The billing party receives the BPAY Payment Pending email notification. The tax 

invoice is attached.

Important!

When you are making the BPAY payment, please quote the 

Reference Number in the tax invoice (it is also in the subject line 

of the email).

This reference number only applies to this application. A different 

BPAY reference number is generated for other applications / fee 

payments.

Non Refundable Fee dialog box displays.

• If you are happy to continue, click Proceed.

9

9

Return to list of QRGs



Quick Reference Guide – Lodge Application & Pay Additional Fees (Cart) - Credit Card

This QRG details the steps to use the Payment Cart function to pay for multiple items in one transaction and pay via credit card.

This is useful if you are lodging an application and want to also pay fees for other applications / projects and combine these into one payment. The Add Additional Items 

option on the Payment Cart screen enables you to select other fees that you want to pay. 

Log in to Connections Portal: 

Click here to access the Connections Portal log in page and sign in

Note: This QRG is for existing portal users who are familiar with submitting an application in the Connections Portal. We recommend new users refer to the Connections 

Portal User Guide for more detailed steps. 
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1

1. Complete the required information for: 

• Site Details

• Application Details

• Supporting Documents

• Contact Details. 

Check all the details are correct on the Review page. Read the 

Legal Disclaimer, select the Accept checkbox and click Submit

2

Complete the steps to select / enter the application details:

1. Click the icon to select the Service / application type1

2

3. Payment Lodgement screen – click Proceed to Payment3

3
This is the last step where you can still edit your application. 

Once you click Proceed to Payment you can no longer make 

any changes to your application.

If you save on any of these pages (1-6), your application can 

be edited and completed via Saved Applications.  

https://dsp.endeavourenergy.com.au/prweb/PRAuth/Connections
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
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5
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Review Cart screen 

The payment cart lists the application reference ID, status, created date 

and amount due (click > to expand the row if you want to display additional 

details)

At this step, you can choose to add additional items to your Payment Cart 

(also see Tip! on right if you are lodging more applications).  

3. Click Add Additional Items4

4

Pending payment screen 

This screen lists applications and projects with Pending or In progress payment status and you have the following options:

• - pending payment already in your cart (in this example, this is the application you are currently submitting)

• Download – you can download a copy of the issued unpaid tax invoice for applications and/or project fees that you 

have chosen to pay via BPAY method and payment is still In progress  

• Click Add to Cart for the application or project fee you want to include in your payment - the Add to Cart button then changes 

to a green tick (click the green tick icon if you want to deselect an item)

• When you have selected all the pending payments you want to pay now, click Checkout

Lodge Application & Pay Additional Fees (Cart) - Credit Card

5

6

6

You can filter this page by:

• Unpaid applications

• Unpaid projects

Default setting is View all

If you are planning to 

lodge more applications 

and want to combine in 

one payment, click 

Confirm & Make 

Payment and then click 

Save on the Payment 

Details screen. You can 

then add the payments to 

your cart using Add 

Additional Items or via 

Pending Payments

Tip!
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Payment Details screen

• Payment Method - click Credit Card

Note: If you click Save at this step, you can continue the steps at a later 

date by selecting Payments – Pending Payments on the portal Home page 

(and can also combine this payment with other application and project fees)

3. Click Proceed

8

9

7

8

Lodge Application & Pay Additional Fees (Cart) - Credit Card

Review Cart screen – the payment cart lists the application reference IDs 

or project IDs you have in your cart (click > to expand a row if you want to 

display additional details)

3. Click Confirm & Make Payment7

If you are planning to lodge more 

applications and want to combine in one 

payment, click Save on the Payment 

Details screen. You can then add the 

payments to your cart using Add 

Additional Items or via Pending Payments

Tip!

9

Note that you can remove a 

payment from your cart - click 

the trash icon on the right.

Removing it from the cart does 

not remove it from the portal. It 

will be in Pending Payments 

for you to add to another cart 

at a later date.
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Lodge Application & Pay Additional Fees (Cart) - Credit Card

Non Refundable Fee dialog box displays.

• If you are happy to continue, click Proceed.11

Click Back To Review if you need to change any details (e.g. select a different payment method).

• Click Pay

10

10
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Lodge Application & Pay Additional Fees (Cart) - Credit Card

3. Select the Card Type, enter your Card Number, select the 

Expiry Month, Expiry Year and enter the CVN

Note: If you click Cancel at this step, the application will be available 

under Payments > Pending Payments on the Home page

3. Click Pay to complete the payment

12

13

13

12

Thank you for your Payment screen.

3. Click Close14

14
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Lodge Application & Pay Additional Fees (Cart) - Credit Card

You will receive an email with your receipt for the credit card 

payment

You will receive an email confirming your credit card payment with the tax invoice attached.

email screenshots still to 

be updated

You will receive an email with your 

reference number for each application 

submission. A copy of the submitted 

application form is attached to each email.

Return to list of QRGs



Quick Reference Guide – Lodge Application & Pay Additional Fees (Cart) - BPAY 

Log in to Connections Portal: Click here to access the Connections Portal log in page and sign in

1. Click the icon to select the Service / application type

2. Complete the required information for Site Details, Application Details, Supporting Documents, Contact Details. Check all the details are correct on the 

Review page. Read the Legal Disclaimer, select the Accept checkbox and click Submit

Note: This QRG is for existing portal users who are familiar with submitting an application in the Connections Portal. We recommend new users refer to the Connections 

Portal User Guide for more detailed steps. 
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1

1

2

This QRG details the steps to lodge an application and pay for multiple applications / project fees in the same transaction and pay via BPAY.  This is useful if you are 

lodging an application and want to also pay fees for other applications / projects and combine these into one payment. The Add Additional Items option on the Cart screen 

enables you to select other fees that you want to pay. 

2

3. Payment Lodgement screen – click Proceed to Payment3

3

If you are planning to lodge more applications and want to combine 

in one payment, proceed with the application lodgement up to the 

Payment Details screen. You can then add the payments to your 

cart using Add Additional Items or via Pending Payments

Tip!

https://dsp.endeavourenergy.com.au/prweb/PRAuth/Connections
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
https://www.endeavourenergy.com.au/__data/assets/pdf_file/0016/50335/Connections-Portal-User-Guide.pdf
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5

5

Lodge Application & Pay Additional Fees (Cart) - BPAY 

Review Cart screen 

The payment cart lists the application reference ID, status, created date 

and amount due (click > to expand the row if you want to display additional 

details)

At this step, you can choose to add additional items to your Payment Cart.  

3. Click Add Additional Items

4

4

Pending payment screen 

This screen lists applications and projects with Pending or In progress payment status. You have the following options:

• - Pending payment already in your cart (in this example, this is the application you are currently submitting)

• Download – you can download a copy of the issued unpaid tax invoice for applications and/or project fees that you 

have chosen to pay via BPAY method and payment is still In progress  

• Click Add to Cart for the application or project fee you want to include in your payment - the Add to Cart button then changes 

to a green tick (click the green tick icon if you want to deselect an item)

• When you have selected all the pending payments you want to pay now, click Checkout

6

5

6
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Lodge Application & Pay Additional Fees (Cart) - BPAY 

8

Payment Details screen 

• Payment Method - click BPAY

• Bill To Details (Invoice) – if another party is going to pay 

the application fee via BPAY, enter their details. Ensure the 

email address is accurate.

Note: If you click Save at this step, you can continue the steps 

at a later date by selecting Payments on the portal Home page

3. Click Proceed

8

9

10

7

9

10

Review Cart screen – the payment cart lists the application reference IDs 

or project IDs you have in your cart. 

• Click Confirm & Make Payment7

Note that you can remove a payment from your cart - click the trash icon on the right.

Removing it from the cart does not remove it from the portal. It will be in Pending Payments 

for you to add to another cart at a later date.
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Lodge Application & Pay Additional Fees (Cart) - BPAY 

BPAY Payment Details screen 

• Click Proceed11

The last screen advises We have confirmed BPAY as your 

payment option. An email will be sent to the nominated billing 

party with the BPAY details to use for the payment.

3. Click Close13

11

Non Refundable Fee dialog box displays.

• If you are happy to continue, click Proceed.

12

12
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The billing party receives the BPAY Payment Pending email notification. The tax invoice is attached.

Lodge Application & Pay Additional Fees (Cart) - BPAY 

Important!

When you are making the BPAY payment, please quote the 

Reference Number in the tax invoice (it is also in the subject line 

of the email).

This reference number only applies to this application. A different 

BPAY reference number is generated for other applications / fee 

payments.

Return to list 

of QRGs



Quick Reference Guide – Pay Fees via Pending Payments Page - Credit Card

This QRG details the steps to pay fees via your Pending Payments page in the Customer Portal and pay via credit card. This is useful if you want to pay fees for multiple 

applications & projects and combine these into one payment. 

Log in to Connections Portal: Click here to access the Connections Portal log in page and sign in

Page 1 of 5   10/08/2023

1

2

• Click Payments > Pending Payments to view all application and 

project fees / payments which are Pending or In progress

Pending payment screen.

• Click Add to Cart for each application or project fee you want to include in your payment

1

2

You can filter the Pending payment page by:

• Unpaid applications

• Unpaid projects

Default setting is View all

Payment status Icon / Option Explanation

Pending An application or project fee that you can add to your payment cart

In progress Download tax invoice for application fee or project payments you have nominated to pay via BPAY (you are also sent 

a copy of the tax invoice via email).

https://dsp.endeavourenergy.com.au/prweb/PRAuth/Connections
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Pay Fees via Pending Payments Page - Credit Card

3

When you have added a pending payment, the Add to Cart button changes to a green tick       

Click       if you want to deselect a fee (i.e. remove it from your cart) and not include it in your payment. 

Pending payment screen continued

• When you have selected all the pending payments you want to pay now, click Checkout3

4

3. Click Confirm & Make 

Payment

4

Review Cart screen – the payment cart lists the application reference IDs and / or project IDs 

you have in your cart (click > to expand a row if you want to display additional details)
Note that you can also remove 

a payment from your cart at 

this step - click the trash icon 

on the right.

Removing it from the cart does 

not remove it from the portal. It 

will be in Pending Payments 

for you to add to another cart 

at a later date.
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Payment Details screen

• Payment Method - click Credit Card

Note: If you click Save at this step, you can continue the steps at a later 

date by selecting Payments on the portal Home page

3. Click Proceed

5

6

5

Pay Fees via Pending Payments Page - Credit Card

7

6

Click Back To Review if you need to change any details (e.g. select a different payment method).

• Click Pay7
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Non Refundable Fee dialog box displays.

• If you are happy to continue, click Proceed.8

Pay Fees via Pending Payments Page - Credit Card

3. Select the Card Type, enter your Card Number, select the 

Expiry Month, Expiry Year and enter the CVN

Note: If you click Cancel at this step, the application will be available 

under Payments > Pending Payments on the Home page

3. Click Pay to complete the payment

9

10

10

9

8
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Thank you for your Payment screen.

3. Click Close11

11

Pay Fees via Pending Payments Page - Credit Card

You will receive an email confirming your 

credit card payment with the tax invoice 

attached.

You will receive an email with 

your receipt for the credit 

card payment

You will receive an email 

with your reference 

number for each 

application submission. A 

copy of the submitted 

application form is 

attached to each email.

Return to list of QRGs



Quick Reference Guide – Pay Fees via Pending Payments Page - BPAY

This QRG details the steps to pay fees on your Pending Payments page in the Customer Portal and choose the payment method BPAY.

Page 1 of 5  10/08/2023

Link on toolbar Explanation

Saved applications Applications that you have started and saved on any page prior to Payment Details.  

When lodging application, if you click Save or Cancel on any step between 1 Site Details to 6 Legal Disclaimer (i.e. you have not clicked Proceed 

on the Payment Lodgement screen), your application will be listed in Saved applications. There will be a trash can icon in the far right column as you 

can still edit or delete the application at this stage.

Payments Payments > Pending Payments 

• Pending payment status with green tick – application or project fee currently in your cart (if you are lodging an application, it is automatically 

added to your cart)

• Add to Cart – an application or project fee that you can add to your payment cart. When lodging an application, if you click Proceed to 

Payment but then Cancel on the Payment Details screen, the application fee is in Pending Payments and you can add to cart when you 

want to complete the payment

• Download – download tax invoice for application fee or project payment

Payments > Payment History – all payments that you have made (and the payments have cleared)

My cart Application fees and project fees that you have added to your cart so that you can make one payment. If you save multiple applications in the same log 

in, they are automatically added to your cart.

An explanation of each option is detailed in the table below:



Quick Reference Guide – Pay Fees via Pending Payments Page - BPAY

• To view all application and project fees / payments which are Pending or In 

progress, click Payments > Pending Payments
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1

1

2

Pending payment screen.

• Click Add to Cart for each application or project fee you want to include in your payment2

Payment status Icon / Option Explanation

Pending An application or project fee that you can add to your payment cart

In progress Download tax invoice for application fee or project payments (you are also sent a copy of the tax invoice via email).

Log in to Connections Portal: Click here to access the Connections Portal log in page and sign in

https://dsp.endeavourenergy.com.au/prweb/PRAuth/Connections
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Pending payment screen continued

• When you have selected all the pending payments you want to pay now, click Checkout
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3

Pay Fees via Pending Payments Page - BPAY

When you have added the pending payment, the Add to Cart button changes to a green tick       . 

Click       if you want to deselect a fee (i.e. remove it from your cart) and not include it in your payment

3

Review Cart screen – the payment cart lists the application reference IDs 

or project IDs you have in your cart. 

Note that you can remove a payment from your cart (click the trash icon 

on the right). 

• Click Confirm & Make Payment4

4

Note that you can also remove a payment from your cart at this step - click the trash icon on the right. Removing it from the 

cart does not remove it from the portal. It will be in Pending Payments for you to add to another cart at a later date.
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5

6

Payment Details screen 

• Payment Method - click BPAY

• Bill To Details (Invoice) – if another party is going to pay 

the application fee via BPAY, enter their details. Ensure the 

email address is accurate.

Note: If you click Save at this step, you can continue the steps 

at a later date by selecting Payments > Pending Payments on 

the portal Home page

3. Click Proceed

8

5

BPAY Payment Details screen 

• Click Proceed

6

7

8

Pay Fees via Pending Payments Page - BPAY

7
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10

The last screen advises We have confirmed BPAY 

as your payment option. An email will be sent to the 

nominated billing party with the BPAY details to use for 

the payment.

3. Click Close10

Important!

When you are making the BPAY payment, please quote the 

Reference Number in the tax invoice.

This reference number only applies to this application. A different 

BPAY reference number is generated for other applications / fee 

payments.

Pay Fees via Pending Payments Page - BPAY

Non Refundable Fee dialog box 

displays.

• If you are happy to continue, 

click Proceed.

9

9

The billing party receives the BPAY Payment Pending email notification. The tax 

invoice is attached. 

Return to list of QRGs
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