TO VIEW CORRESPONDENCE

Log into your Connect Account
My Services (maldon.gov.uk)

My Services Welcome Guestl  Sign In/ Register

Top Tasks

To view your letters, you will need to go the My Services tab.
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Then go to the Correspondence tab — If you are viewing on a phone you may need to scroll right to

see all the options.
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Change the drop down “issued within the last week” is to show a longer date range.
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ISSued within the last week ]

Issued within the last week
Issued within the last fortnight
Issued within the last month
01 April 2019 - 06 April 2020
02 April 2018 - 01 April 2019



https://www.maldon.gov.uk:9094/publicaccesslive/selfservice/citizenportal/myservices.htm

TO ADD A SERVICE

Log into your Connect Account
My Services (maldon.gov.uk)

My Services Welcome Guest! Sign In/ Register

Top Tasks

The page will show details of the services that you have linked to your account.

Top Tasks

Search\for a

Pay by Direct
Debit

Search fora
Council Tax Business Rates
band Rateable Vilue

& Landlord

Last Payment

Account Balance: Manage your
Received: ] 1 1
subscribed services

Ll [Remove Accoult Show Details online

You can access any of the council
services that you have subscribed to, or

 Business Rates My Activity
alternatively you can add additional
— Account Balance: Outstanding activity(0) In progress activity (0) services to your account including:
£0.00 Available activity (0) Completed activity(0) council tax, housing benefit, business

rates and landlord services.

Show Details t HET
Add Service

To add a new account click Add Service


https://www.maldon.gov.uk:9094/publicaccesslive/selfservice/citizenportal/myservices.htm

You will then be asked which service you want to add

Choose a service

Choose the service you would like to add to your online account.

Note:If you are a landlord wanting to view details of benefit payments being made directly to you, please link the Landlord service.
The Housing Benefit service is only for claimants accessing their own claim information.

Council Tax
@ Council Tax
For Landlords
O Landlord
For Businesses

() Business Rates

\

Select the relevant option and click Continue.

You will then be asked to enter the relevant account number and hit Continue.

What is your council tax account reference number?

All fields with an asteri

(*) are mandatory.

Council Tax Rejefence Number ~

You can fingthis number on yourcouncil tax bill.
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This reference can be found in the subject line of the email you receive notifying you that a new
document has been placed in your Connect account.

To: .Revenue Enquiries
Subject: Re: Council Tax: Account No.52 il



Keeping your account secure

We need to confirm your identity to give you access to this service.

We will do this by asking you a short series of questions. You must answer mandatory questions correctly, if you cannot answer an
optional question, click 'Skip question' to answer the next question.

If you have a PIN letter, you can confirm your identity by selecting 'l have been sent a PIN letter'.

| have been sent a PIN letter

If you have received a PIN letter you can click the link here and enter the number

Use a PIN to add a Council Tax service
All fields with an asterisk (*) are mandatory.

Enter the PIN number that was sent to you by
post for this Council Tax. ™

PIN

| .

Cancel
Enter the PIN number from the letter you have received in the post.

Click Continue and you will see the following success screen.

I +" Your account is now active and ready to use

What happens next

You can add more services to your online account, including additional council tax accounts, by using the My Services page.

Would you like to go paperless? (It only takes 30 seconds)

Click My Services to return to the home screen to access your accounts.



If you DO NOT have a PIN number, click Continue and you will be asked to complete some security
guestions to confirm your identity.

Keeping your account secure

We need to confirm your ideptty to give you access to this service.

We will do this by ing you a short series of questions. You must answer mandatory questions correctly, if you cannot answer an
optional questigr, click 'Skip question' to answer the next question.

If youkave a PIN letter, you can confirm your identity by selecting 'l have been sent a PIN letter’.

| have been sent a PIN letter

The questions are random, here are some examples:

Instalment date Last name Direct debit bank account number
What date is the council tax What is the last name of the person What is the bank account number

instalment due? the council tax bill is addressed to? used to pay your council tax?

This is 2 number between 1 and 31 Enter the last name of the account holder Must be befween & and 8 digits long

[o . | ] |
Skip question Skip question

Answer the questions correctly and you will see the following success screen.

+ Your account is now active and ready to use.

What happens next

You can add more services to your online account, including additional council tax accounts, by using the My Services page.

Would you like to go paperless? (It only takes 30 seconds)

Click My Services to return to the home screen to access your accounts.



If you are unable to answer the questions or provide and incorrect answer you will see this screen

We have not been able to verify your identity
Will send a request for a PIN

Will take We have not been able to verify your identity using your security question answers number-to be issued.

you back ' se are issued by post to

to the Add Select one of the options below to proceed. Council Tax account address or
Service

> @Try adding a service another time forwarding address.

screen You will be returned to the
where you O | would like to be sent a PIN letter homepage where you will see a
can try ] _ _ _ message confirming the

again or O Answer security gquestions again

request.
return to
page.

Will take you back to the start of the security questions and allow
you to attempt the answers again.

If you fail the security questions 3 times you will be prevented from making a further attempt for 12
minutes.

Where you do not have the answers to the questions, please request a PIN letter. A PIN will be
posted to the account correspondence address. Once received you will be able to link the service by
following the instructions above.



