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Overview 
 

The BusVic website has a range features for members including: 

• Bus operator resources and information – view and download useful information for your business via the 
menus near the top of the page. 

• Membership portal – this is where your member details are located and can be updated, including updating 
contact people and your vehicle numbers for yearly membership renewals. 

• Event registrations – easy registration for BusVic events where you can pay by credit card, or have the purchase 
invoiced to your membership account. 

Please note that only the Authorised Representative for each membership is automatically given an online account for 
your membership. If you wish for other staff to have access, please contact the membership officer, Lauren Bradford – 
lbradford@busvic.asn.au.  

Navigating the Website 
 

There are two ways to search for information on the BusVic website – the search function or the menus. 

1. Search Function – Select the magnifying glass icon at the top of the page. When the search field appears, enter 
a keyword and any results will be displayed.  

 

 
2. Menus – Each page with information and resources can be found in the menus. Clicking on a title will open a 

dropdown menu with sub-menus. These are divided into four main sections. 
 
Most pages under the Bus Operations menu have restricted access, viewable only by members who are logged 
into the website (see ‘Logging in to the BusVic website’ for instructions).  
 
Most of the other pages are available to the public with no login required. 
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Logging in to the BusVic website 
 

If you have a user account, but don’t know your login details, the following process will help you gain access to your 
account. 

 

1. Go to www.busvic.asn.au and select the ‘Member Login’ link on the top right of the home page 

 

 

2. From the pop-up box, select ‘Request new password’ link 
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3. You’ll be taken to a new user account page. Enter your email address in the Email field and then select the 
‘Email new password’ button. 
 

 

 

4. You’ll be sent an email from ‘buses’ with the heading ‘Replacement login information for (your name) at BusVic 
| Bus Association Victoria. Open that email and click the link provided (outlined below).  
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5. The email link will open a reset password page on the BusVic website. Enter your preferred password in the 
‘Password’ field. Then re-enter that password in the ‘Confirm password’ field. Then click the button to save the 
password and log in. 

 

 

 

6. You’ll then be taken to your membership portal. From here you can view and update your membership details 
(see ‘Navigating Your Membership Portal’ section for full details). 
 
Alternatively, use the menus at the top of the page to navigate the BusVic website. You must be logged in to 
view restricted members only content. 
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Navigating Your Membership Portal 
 

Your membership portal gives you easy access to your BusVic membership information such company contact 
information, contact people, vehicle numbers, and membership subscription. It will also show any events you are 
registered for. 

Below are instructions on how to locate information in your member portal: 

Log in to your account via the Member Login link. (If this is your first time logging in, or you’ve forgotten your password, 
please see the first section of this user guide for instructions) 

 

 

Select ‘My Portal’ 

 

  

http://www.busvic.asn.au/


BusVic Website – User Guide 

Page 7 of 19 
www.busvic.asn.au  

My Portal home page – Below are the main sections you will access in your portal. 

 

 

1. Login Details – this is where you can change your password. 
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2. Transactions – This will show your invoices in the new system including payments for membership renewals, event 
registrations and shop products.  

 

 
 
 

3. Personal Details – This is where your personal information is stored. The ‘Basic Details’ tab has your name, and the 
‘Additional Details’ tab has your contact information such as your phone numbers and email address. You can 
update this information yourself. 
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4. Addresses – This is where you can update or add new addresses. You can supply different types of addresses such 
as postal, physical and bus depot. Please note, it is important to maintain at least one address with the category of 
‘postal’ as without it, you won’t receive posted information from BusVic.  

 

 

5. Businesses – This is where the business information for your membership/s will appear. For most members this will 
be only one business, but some larger operators with multiple memberships may have several businesses listed. (A 
business will only appear in your portal if you are the person with online access to that membership account). 

Business contact details. At the top of the page you’ll find the main contact details for the business as well as any 
contact people you have listed on your membership. You can update the details in the section. 
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Additional Information -  The second section on this page holds a lot of information about your business. 
 

a. Authorised Representative – This lists the name and contact details of the Authorised Representative for 
the membership. 

 

 

b. Fleet Declaration – This is a record of your vehicle numbers and categories usually provided at membership 
renewal time. This will be how your membership fees are calculated and before membership renewals, you 
will need to log into your account and update these numbers using the ‘edit’ button.  
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c. Business Information – This is where your Transport Safety Victoria (TSV) accreditation details are 
recorded. Select ‘edit’ to enter any of these details.  

 

 

d. Contracts – This is where you can record the basic details of your Government contracts such the contract 
type, contract number and the name of the service on the contract.  

 

 

e. Declaration – This is part of the online membership application for new members. This section will be blank 
for existing members who completed the declaration on their signed paper application form. 
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Online Event Registrations 
 

1. Select the News & Events category from the red website menu 

 

 

2. From the drop down menu, select the event you wish to register for 
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3. Choose the specific event you are interested in registering for, and select the button for that event. For 
example, if you wish to register for the Hamilton branch meeting, you would select the ‘Register for Hamilton’ 
button. 
 

 
 
 
 

4. At the top of the event page you will find details such as the date and location of the event (you can also view a 
map of the venue location via the Google Maps link). It also lists who to contact at BusVic with any queries 
about registering for the event. 
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5. Scroll to the bottom of the page and select the ‘Purchase Event’ button in the red box. 

 

 

6. Enter the email address for the event attendee and select ‘Lookup’. This will link the registration to the 
membership account. If the attendee doesn’t have an email address, enter your own and you will receive their 
event notifications. 
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7. You’ll then be asked to enter further details about the event attendee. Fields with an Asterix (*) are mandatory. 
 

 
 

• If you only require one ticket, select the ‘Add to cart’ button. 
 

• If you require multiple tickets, select the ‘Add to cart and purchase another’ button (you’ll be prompted 
to purchase another ticket and enter the other attendee’s details) 
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8. After selecting the ‘Add to cart’ button, a pop-up box will appear offering you options to either continue 
shopping, checkout now, or view cart. 

 

 

9. Your shopping cart will display anything you have added to your cart. This is where you should double check the 
item/s you wish to purchase, and the details you entered for event attendees. If you are happy with your item, 
select the ‘Checkout’ button. 

 

  

http://www.busvic.asn.au/


BusVic Website – User Guide 

Page 17 of 19 
www.busvic.asn.au  

 

10. Payment Methods - You’ll be taken to a page to select your payment method and provide billing address 
details. You have two payment method options.  

 
• EFT – this will allow you to charge the purchase to your membership account so that an invoice 

requesting payment will be emailed to you (and a copy saved in your membership portal). The invoice 
will provide full payment options including credit card, cheque and direct deposit. 
 

• Credit Card – you will be able to enter your credit card details and make immediate payment for your 
purchase. An invoice confirming payment will be emailed to you (and a copy saved in your membership 
portal) 
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11. Billing address details – Further down the page you will need to enter the address details for the purchase 
• The ‘Select Address’ drop down box will display all contact people with access to your online 

membership account. Select the appropriate person to appear on the invoice. 
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• If you select EFT, your invoice will be emailed to you requesting payment. 
 

• If you selected Credit Card, you will be taken to a page to complete your payment. Simply enter the credit 
card information and complete the transaction. A copy of your paid invoice will be emailed to you (and a 
copy saved on your membership account) 
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