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To access your account details or history, view or reprint invoices/statements you need to log on to the 
online portal. 

Logging on 
You need to click on the orange login 
located on the home page. 

BEFORE YOU CAN ACCESS THE PORTAL YOU NEED TO HAVE A REGISTERED 
USERNAME  AND PASSWORD.  IF THEY HAVE NOT BEEN PREVIOUSLY SUPPLIED 

TO YOU YOU MUST CONTACT US BEFORE TRYING TO ACCESS THE PORTAL 
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To experience all the features of the online portal 
you will need to have Microsoft© SilverlightÊ   
installed on your computer.  If you do not have 
Microsoft© SilverlightÊ installed on you computer 

you will be asked to install it.  Click on the  
UPDATE AND START button 

Select Run  

Install SilverlightÊ  When you have installed SilverlightÊ you 
will need to refresh your browser  
(press F5 on your keyboard) 

Allow Pop-ups 
In order to be able to use the features of  
the online portal (view account history, 
view and reprint invoices and statements 

etc) you will need to allow pop-ups from  
the portal.  If you are using Internet 

ExplorerÊ you can access  pop-up  
blocker settings from your browser via,   
ĔTools 
ĔPop-up Blocker 

ĔPop-up Blocker Settings 

Then add  *.cdacp.com.au 

to your list of allowed sites 
For browsers other than Internet  
ExplorerÊ  please refer to their relevant 

help menu 
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this indicates that you are 
being logged in. 

To help keep your information secure 
you will be asked to reset your  
password when you first log on.   
You will also be asked to provide an 

email address so the system can send 
you a temporary password in the event 
that you forget yours. 

If you forget your password click on Forgot your Password?  
and a temporary system generated password will be emailed to you, You will be prompted to change 

your password from the temporary issued password when you next log in. 
note: you must have previously set up a valid email address in the online ordering portal to receive 

the temporary password.  If you have forgotten your password and do not have an email address set 
up please contact CDA Eastland. 

Entering user name 
and password 
Enter your user name and password 
in then press the login button. 

YOU CAN LINK ADDITIONAL USERS TO YOUR ONLINE ACCOUNT 
PLEASE CONTACT CDA EASTLAND FOR DETAILS 



          (CDA quick start online guide - my account)   page  4 of  5 

 

You are now logged on to the online ordering portal 

The portal menu bar 

From the portal menu bar select the following. 

In my account you can access the following. 
note:  you can sort columns by clicking on the column header. 

View account history. View current account information 
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includes all outstanding balances. 

includes all outstanding balances up until the end of the previous month. 

To reprint an invoice double click anywhere on the invoice line, The reprinting invoice pop up box will appear.   

To reprint a statement you can choose from the following options from the account tab 

YOU CAN LINK ADDITIONAL USERS TO YOUR ONLINE ACCOUNT 
PLEASE CONTACT US TO HAVE ADDITIONAL USERS LINKED TO YOUR ACCOUNT 

Note: The invoice will appear in a new tab or browser window. You will have to click on the tab to 
view the invoice  

Reprinting invoices and statements 

To print the 
statement click here 

To save a copy of the 

statement to your  
computer click here. 

To email a copy of the 
statement click here. 

Note: The statement will appear in a new tab or browser window. You will have to click on the tab 
to view the statement  

To print the invoice 
click here 

To save a copy of the 
invoice to your computer 
click here. 

To email a copy of the 
invoice click here. 


