
DEVELOPER SERVICES APPLICATION PORTAL
QUICK REFERENCE GUIDES

HOW TO ADD AND EDIT THE BILLING 
ENTITY

The following document provides you with a Quick Reference Guides for the
Developer Services Application Portal.
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HOW TO ADD/UPDATE 
THE BILLING ENTITY
▪ You can nominate another contact as the Billing Entity 

during the application process, or after you have 
submitted an application.

▪ A Billing Entity is the addressee on Charge Notices and 
Tax Invoices.

▪ The Billing Entity can be changed at any time

Note: Only one Property Owner and one Billing Entity can 
be selected

▪ During the application process, click on the Add button to add a new 
contact to your application

▪ In the pop-up screen, click on the Billing Entity checkbox

▪ Click the Save button

▪ Note: Remember to uncheck the details from the contact who is not 
the Property Owner or Billing Entity

▪ Click the Save button
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▪ You can now view which contact is the Property Owner and which 
contact is the Billing Entity

▪ Throughout the application stages, you can update the Billing Entity 
by clicking on the Application Contacts tab and using the drop-down 
box per contact to Edit the application details. 
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