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User guide for retailers:  
Solar rebates for 

community housing 
How to provide bulk quotes 

and apply for rebate payments

Solar Victoria Retailer Portal



This guide shows retailers how to provide quotes in the 
retailer portal for Community Housing Organisations (CHOs) 
participating in the Solar for Community Housing Program. 

There are two stages for retailers:

1. How to provide bulk quotes

2. How to request rebate payments
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1.1 

Bulk quotes 

When you log in to the retailer portal, 
click on ‘Bulk Transactions’ at the top to 
provide a quote for a CHO.

1. How to provide bulk quotes for CHO properties  
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1.2

Click on ’New Bulk Quote’ quote to start. 

1. How to provide bulk quotes for CHO properties  
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1.3

You must accept the retailer Terms 
and Conditions before you can 
upload a quote. 

1. How to provide bulk quotes for CHO properties  
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1.4

Add new quote/s 

Select the CHO name. Add in the quote 
effective and quote expiry dates. 

Click on the ‘Add Quote Line’ button.   

1. How to provide bulk quotes for CHO properties  
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1.5

You must select ‘Solar PV Landlord’ 
to quote for CHO properties. 

1. How to provide bulk quotes for CHO properties  
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1.5

To quote for up to 50 properties per 
application:

– Click ‘Add Quote Line’

– Provide more details about  
your quote

– Repeat these steps for each  
property address.

Note: If a property address is missing 
from the list, please contact the CHO 
and ask them to add it in the Solar 
Victoria Platform for CHOs. Once they 
have added it, you will be able to see 
the property here.

1. How to provide bulk quotes for CHO properties  
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1.6

Add solar products to your quote 

Click the ‘Add Product’ button to 
include the specific solar panel (PV) 
product. 

Click ‘Save’ when all the information 
has been entered.  

1. How to provide bulk quotes for CHO properties  
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1.7

Upload your quote

When the details have been entered 
correctly, click ‘Upload Files’ to attach 
your bulk quote document.

The bulk quote document needs 
to include all property addresses 
intended for solar PV install. 

The quote also should include total 
STC deduction, total GST and total 
costs. 

1. How to provide bulk quotes for CHO properties  
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1.8

You will be able to see quote information 
for each property address here. 

Please check:

•	 If there is a quote line item for all the 
property addresses

•	 All the details have been entered 
correctly

•	 You have uploaded a bulk quote 
document 

Click ‘Next’ to review and submit your 
quote.

1. How to provide bulk quotes for CHO properties  
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1.9

Accept the Terms and Conditions 
and ‘Submit’ your quote.

Once the quote is submitted, the 
CHO will be able to view and manage 
it in the Solar Victoria Platform.

 
To view and check on the status 
of your quotes click the link at the 
bottom
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1.10

Check the status of CHO quotes  
in the retailer portal.

You can also view the status of 
each quote you uploaded to the 
retailer portal by clicking ‘Bulk 
Transactions’ and then the quote 
number.
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Starting the rebate payment process

You can claim rebate payments for CHO properties once  
the installation has been completed and confirmed.  
This process is outlined below.

1.	 The CHO will confirm that the installation is complete  
in the Solar Victoria Platform. 
Note: There are no QR codes for CHO properties. 

2.	 This will trigger an automatic email to the retailer

3.	 This email will include a link that will take the retailer 
directly to the retailer portal to start a claim for payment.

2. How to request rebate payments
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2.1

Request a payment

A.	To start the process to claim a 
payment, click the link in the email. 

B.	Each quote line item with a 
confirmed completed installation 
will now show a dollar icon.

C.	Click on the dollar icon.

2. How to request rebate payments
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2.2

Add the required information  
to request a payment.

If any installation products have 
changed, please click the slider to 
change it from ‘Inactive’ to ‘Yes’.

Click ‘Next’.

2. How to request rebate payments
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2.3

Add the details of any 
installation products that have 
changed and click ‘Next’.

2. How to request rebate payments
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2.4

Upload documents  
and click ‘Next’. 

2. How to request rebate payments
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2.5

Check if all your files have 
been uploaded successfully, 
then click ‘Next’.

2. How to request rebate payments
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2.6

‘Submit’ the request  
for payment

2. How to request rebate payments
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2.7

You will see this notification on 
your screen when the payment 
is submitted successfully.

2. How to request rebate payments


