
WIRBC119       Created:  18.12.2023 
       Updated: 28.01.2025 

To update your details you will need to follow the processes detailed below: 
 
Please note: Users accessing our online services with a mobile or tablet may find the layout of the screens/options slightly different to those shown in this guide, 
however the processes required to update your details will be the same. The menus/options that are not instantly viewable by mobile/tablet users should be available 
by selecting the  icon.  
 
 

 Once Logged in click on the arrow next to your username/email address & select ‘My Account’ from the drop-down list:  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the drop-down 
arrow next to your 
username/email address 

Select ‘My Account’ 
from the list 
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 Select ‘Update’ next to the details (Personal Details/Email Address/Current Password/Delete Account) you wish to amend: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select ‘Update’ 
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Personal Details 
 

 Update details as required & select ‘Save’: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Email address 
 

 Enter your password & select ‘Submit’: 
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 Enter your new email address in the field provided. 
 Select whether you want your paperless billing and/or paperless notifications email address to be updated with your new email address, or not. 
 Select ‘Save Changes’: 
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The message advises that an 
email will be sent to you with 
a link to verify your new email 
address. 
 
When you receive the email 
in your inbox - select the link, 
which will take you to the 
‘Sign in’ page.  
 
Enter your username (this 
will still be your previous 
email address) & password 
and you will then see a 
message confirming that your 
email address and username 
have been successfully 
updated.  
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Current Password 
 

 Click on ‘Update’  
 
 
 
 
 
 
 
 
 
 
 
 
 You will receive an email ‘Reset your password’ 
 Click on the link within the email. 
 Enter your New Password in the box under ‘Password’ and again, in the box ‘Confirm Password’, and click on Reset Password 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 An email will be sent to you, confirming that your Current Password has recently been changed. If this wasn’t you then please contact the council. 
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Also see: 
 
Self Serve Registration Guidance 
Self Serve Login Guidance 
Self Serve Login with a PIN Guidance 
Self Serve Adding a Service and-or Account Guidance 
 
 


