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Solar Victoria 
Retailer Portal – 
User Guide
Exploring the dashboard
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1. 

Your portal homepage will 
appear when you log in. 

Here you can view:

1   installations statuses 

2  expiry timelines

3  payment claim timelines 

4  alerts and notifications.

Quotes, Bulk Transactions, 
Installations, Payments, 
Installations with Audit and other 
information can be accessed 
through tabs at the top of the 
screen. 

Dashboard homepage
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2.

Select sections on the 
‘Record Count’ chart to 
view details of installations 
depending on their status.

Record Count
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3.

Double click on the  
‘Record Count’ chart and 
select ‘View Report’ to see 
details of all installations, 
including applicant details, 
system costs, deductions and 
recent status updates.

Record Count
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4.

Select an individual installation 
to view the installation’s 
progress and details for the 
customer, quote, products and 
documentation required.

Record Count
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5.

Double click the ‘Installation 
Expiry Timeframe’ at the 
bottom of the homepage to 
view expiry dates for all your 
installations. 

The filter icon allows you to sort 
expiry dates of installations in 
different statuses. Filters will 
reset next time you log in.

Expiry Timeframe
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6.

Click the ‘Payment Claims 
Required’ chart at the bottom 
of the homepage to view 
Installations that are awaiting 
a payment submission.

Once the chart opens, you may 
select ‘View Report’ to see a list 
of all Installations and relevant 
details.  

You can also export this data 
using the export button at the 
top right of the report. 

Payment Claim Timelines 
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7.

On the right-hand side of the 
screen, access notifications 
and alerts for installations 
including status updates and 
further actions required.

Alerts and Notifications
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8. 

To filter notifications, select the 
‘My Account’ tab. 

Then select the checkboxes 
under ‘Notification Settings’  
to sort by ‘Scheduled installation 
notifications’ and ‘Payment 
request notifications’. 

You will need to reset these 
filters to see all your notifications. 

Alerts and Notifications
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9. 

Click ‘Payment’ from the top list of tabs to 
view the following:

Claim Due Status

•	 Red icon– indicates installations that 
exceed the initial 60-day period, including 
any extensions provided, and requires 
immediate payment submission.

•	 Amber icon– indicates installations with 
10 days or less remaining to submit a 
payment submission.  You can still request 
a 14-day payment extension during this time.

•	 Green icon – indicates installations that 
have not yet reached the payment request 
submission deadline. 

Payment Submission Days Remaining 

Displays remaining days before the payment 
claim deadline. All installations must submit 
payment requests within 60 days after the 
installation has occurred. 14-day extensions 
can only be requested while installations are 
green or amber.

Payment Claim Timelines – List View
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10. 

On the Installation page, click the ‘Request 
Extension’ button to automatically add 14 
days to the 60-day submission deadline.

You can only use this option once, and it can 
only be used when the Installation is within the 
initial 60-day period.

Once selected, a pop-up will open that allows 
you to select the reason for your request.

The payment submission deadline, and days 
remaining to submit payment information will 
be automatically updated.

Request Extension


