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Introduction 
The IMaaS Self Service Portal (SSP) allows guest and authenticated consumers to access and manage their 
infringements. 

It is fully integrated with a Council’s IMaaS system and provides infringement notice information in real time. 

Login 
Registered users are able to login to the IMaaS SSP. 

1. Click the Login button. 

 

This will display the login screen. 

 

2. Enter the login credentials and click the Login button. 

This will display the Home page. 

Register New User 
To register as a user of the IMaaS SSP: 

1. Click the Register link on the Login screen. 
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2. Enter the user details and click the Register button. 

An email will be sent to the new user with a link to activate their IMaaS SSP account. 

Home page 
The IMaaS SSP Home page allows users (logged in or not) to search for and retrieve an infringement’s details.  

1. Select Home from the main menu. 
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2. Retrieve infringement details. 

Infringement details 
Infringement details can be retrieved from: 

• the Home page 
• the My Infringements page 

 

1. Enter the Infringement Number, Offence Date and Vehicle Registration (if applicable) then click the 
Search button on the Home page. 

 
or 

 
2. Click the Details button against the infringement in My Infringements. 
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3. Refer to infringement actions for details about actions that can be applied against an infringement. 

My Infringements 

This function is only available to logged in users. 

To display infringements assigned to the logged in user: 

1. Select My Infringements from the main menu. 
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Available options: 

• add an infringement 
• view infringement details 
• pay infringement 
• infringement actions 

ADD INFRINGEMENT 

To add an infringement to the user’s list of infringements: 

1. Click the Add Infringement button on the My Infringements dialog. 
2. Enter the Infringement Number, Offence Date and the Vehicle Registration (if applicable) 
3. Click the Add button.   
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The infringement will be added to the My Infringements list. 

Infringement actions 
The following actions are available (when enabled) from the infringement details screen, depending on 
whether the user is logged in or not and the status of the infringement: 

• Pay Infringement 
• Request Extension 
• Lodge Court Appeal 
• Nominate Other 
• Make Enquiry 
• Request Payment Plan 
• Submit Further Information 

 

PAY INFRINGEMENT 

To pay the infringement: 

1. Click the Pay button. 
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2. Enter the credit card details and click the Pay Now button. 
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REQUEST EXTENSION 

This function is only available to logged in users and for infringements with a lifecycle stage of Issued 
or In Progress. Additionally, this option will not be available if the infringement status reflects as “Under 
Review” and/or if an extension of time has previously been applied to the infringement record. 

To request an extension of the infringement due date: 

1. Click Actions > Request Extension. 

 

2. Enter the New Infringement Due Date and click the OK button. 

 

LODGE APPEAL 

This function is only available to logged in users. 

An additional appeal cannot be lodged if a pending appeal has been acknowledged. Additionally an 
appeal may not be submitted if two appeal have been previously submitted for the infringement. 

To lodge an appeal against the infringement: 
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1. Click Actions > Lodge Appeal. 

 

2. Read the Background Information and click the Next button. 

 

3. Enter the Postal Address and Phone Number then click the Next button. 
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4. Enter the Appeal Reason and attach any relevant documents then click the Next button. 

 

5. Check the details in the Summary and, if correct, click the Submit button. 
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NOMINATE OTHER 

This function is only available to logged in users. 

To nominate another person for the infringement: 

1. Click Actions > Nominate Other. 

 

2. Select the reason for nominating another person from the options displayed. 
3. Click the Next button. 

The subsequent forms that are displayed will depend on the option selected in Step 2.  In this example the 
forms for nominating another driver are displayed. 
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4. Enter the Nominator Details and click the Next button. 

 

5. Enter the Nominated Other details and click the Next button. 
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6. Attach the Nomination Evidence and click the Next button. 

 

7. Select the Acknowledge checkbox and click the Next button. 
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MAKE ENQUIRY  

This function is only available to logged in users. 

To raise an enquiry about an infringement with Council: 

1. Click Actions > Make Enquiry. 

 

2. Select the infringement and click the Next button. 
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3. Select the Contact Details and Phone Number then click the Next button. 

 

4. Enter the Enquiry and attach any supporting documents then click the Next button. 

 

5. Review the Make Enquiry Summary and click the Submit button. 
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SUBMIT FURTHER INFORMATION 

This function is only available to logged in users. 

To submit further information about an infringement: 

1. Click Actions > Submit Further Information. 

 

2. Click the Next button. 
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3. Enter the Contact Details and Phone Number then click the Next button. 
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4. Enter the Further Information and attach any supporting documents then click the Next button. 
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5. Review the Submit Further Information Summary and click the Submit button. 

 

My Payment Plans 

This function is only available to logged in users. 

To view any payment plans that have been set up for the user: 

1. Select My Payment Plans from the main menu. 
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Available options: 

• Pay payment plan 

REQUEST PAYMENT PLAN 

This function is only available to logged in users. 

Available for infringements that are not already on a payment plan. 

To request a payment plan for an infringement: 

1. Click Actions > Request Payment Plan. 
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2. Select the infringement(s) and click the Next button. 
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3. Enter the Contact Details and Phone Number then click the Next button.  

 

4. To create a schedule, select the Frequency and Payment Amount then click the Next button. 

 

5. Review the Payment Plan Summary and click the Submit button. 
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The My Payment Plans dialog will refresh to display the submitted Payment Plan with a status of Pending 
Approval. 

 

PAY PAYMENT PLAN 

To pay a payment plan: 

1. Select My Payment Plans from the main menu. Or for guest users search for the payment plan from the 
hompage.  
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2. Click the Pay button against the payment plan. 

 

3. Enter the credit card details and click the Pay Now button. 
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Pay Court Matter 
Note: The Pay Court Matter action is applicable to Clients with the Prosecutions module and allows 
customers to pay Matters prior to the matter being lodged at the Magistrates court. 

To pay a court matter: 

1. Select Pay Court Matter from the main menu. Or for guest users search for the payment plan from the 
homepage.  
 



 

29 │ IMaaS Self Service Portal - User Guide – v5.2 │ Commercial in Confidence 

 

2. Enter the Court Matter Number and Infringement Number then click the Search button. 

 

3. Click the Pay button. 
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4. Enter the credit card details and click the Next button. 
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My History 

This function is only available to logged in users. 

To display the user’s details: 

1. Select My History from the main menu. 

 

My Details 

This function is only available to logged in users. 

To display the user’s details: 

1. Select My Details from the main menu. 
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2. Make any required edits and click the Update button. 

Search Council website 
To perform a search on the Council website: 

1. Click the Search button to expand the search field. 

 

2. Enter the search terms and click the Search button again. 

This will display the Council website Search Results page in a separate tab. 
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