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Introduction 
This document has the steps for manually managing user accounts in the Surf Easy web portal.  This is 
handy for clients that manage customer payments manually, either for cash or for direct deposit. 
 
 
 

Instructions 
1. Open the Arinda web portal https://secure.arinda.com.au/portal/ 

 

2. Logon using your username and password 

 

 
 

3. Click on the icon for “Fine & Edit User Accounts” 

 

 
 

  

https://secure.arinda.com.au/portal/
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4. Scroll down and either search for a particular user or choose to show all users. 

 

5. Tick the box against the user that you want to renew 

 

6. Scroll down and select the desired Internet Plan from the drop down list 

 

7. Tick the box marked “Add transaction to payment log” if you want to a record for this amount in the 

payment logs in the portal. 

 

8. Click the button “reset users to selected access plan” 

 

9. This will update the user account with the appropriate internet credits (time and download limits) 

and also create an entry in the payment log. 

 

10. To see the payment history you can click on the Credit Card Summary or Credit Card Transactions 

icons.   
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11. To see usage and payments/charges for each individual user you can click on the User Summary icon. 

 

12. This will show all the charges/payments, time used, and downloads used for each user. 

 

13. You can then invoice your customers manually.  You will need to keep a separate record of your 

customer payments and use the portal for reconciliation. 

 


