
 

 

 

 

 

 

Townsville Airport Operator User Guide – Park Charge. 

 

Park Charge is an online self-management tool which allows Ground Transport Operators to 

register and gain access to the  

Townsville Airport front of terminal Ground Transport areas. 

Once approved, accounts can be self-managed to update personal details, top-up account 

balances, and review and download tax invoices. 
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Owner/Operator Sign up Process 
 

All Owner/Operators are required to sign up to access the Townsville Airport’s Restricted 

Commercial Vehicle Zone.  

Once the sign up is approved by Townsville Airport the Owner/Operator must register each 

Vehicles/Driver to receive an RFID (Radio Frequency Identification Device) Tag.  

To gain entry to the Restricted Commercial Vehicle Zone each Vehicle must display a valid RFID.     

Step 1. 

To sign up as a new Owner/Operator at Townsville Airport, follow the link to the Ground Transport 

Operator Payment Platform: 

https://parking.tsvgtgateway.com.au/public/TOWNSVILLE/home.htm  

Step 2.  

Click the Sign Up button next to Owner/Operator Sign Up to commence registration process. 

 

 

 

 

 

Step 3.  

https://parking.tsvgtgateway.com.au/public/TOWNSVILLE/home.htm
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Click the Select Licence Type drop down and select Commercial Vehicle Operator 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4. 
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Fill in your Company, Contact, Address and Billing Address Details.  

Fields marked with an asterix (*) are mandatory. 

Once complete, click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5. 
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Click on and review each of the links under Terms and Conditions. 

Once you have reviewed the links and agree, click each of the check boxes and click Next.   

 

 

 

 

 

The sign-up process will not be able to proceed unless all the Terms and Conditions have been 

accepted. 

 

 

 

 

Review ALL content within the hyperlinks 
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Step 6. 

A summary of all details entered is shown on the Submit Application page.  

Review these details to ensure they are correct.  

 

 

 

 

 

 

 

Step 7. 

Upload a copy of Operator Accreditation and Public Liability Certificate.  

These documents must be uploaded as 1 PDF file and must not exceed 1MB 

Click Submit  

 

 

 

 

 

Step 8 

Click Done to close out of the sign up screen. 
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Step 9. 

Once the Owner/Operator sign up is submitted and approved by Townsville Airport you will receive 

an email confirming the log on URL, your username and a temporary password.  

You will be able to log on to the ParkCharge site but will have limited access until the application is 

approved.  

You will also need to change the password at the initial log on. See the Managing Your Account 

section for further detail.  

As the Owner/Operator you will now have to complete the Vehicle/Driver Registration.  

 

Creating Vehicle/Driver Accounts 

Step 1.  

To register a Vehicle/Driver follow the link: 

https://parking.tsvgtgateway.com.au/public/TOWNSVILLE/home.htm  

Step 2.  

Click the Sign-Up button next to Vehicle/Driver Registration to commence registration. 

 

 

 

Step 3.  

Click the Select Driver Type drop down and select Commercial Vehicle Operator 

https://parking.tsvgtgateway.com.au/public/TOWNSVILLE/home.htm
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Step 4. 

Once Commercial Vehicle Operator is selected, the Company drop down will appear.  

Select the Company/Operator that you drive for from the drop down list.  

 

 

 

 

 

Step 5. 
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Fill in your Personal Details.  

Fields marked with an asterix (*) are mandatory. 

Once complete, click Next. 

 

 

 

 

 

 

 

 

 

 

Step 6. 
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Click on and review each of the links under Terms and Conditions. 

Once you have reviewed the links and agree, click each of the check boxes and click Next.   

A driver will not be able to proceed with the registration process unless the Terms and Conditions 

have been accepted. 

 

 

 

  

Review ALL content within the hyperlinks 
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Step 7. 

On the Vehicle Details page, enter the registration of the vehicle that will be utilising the Radio 

Frequency Identification Device (RFID).  

Once all the vehicle details are entered, click Add 
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Step 8. 

If additional RFID’s are required for multiple vehicles, continue to add these vehicle details and 

select Add. 

To delete a vehicle, click the red x box in the Delete column.  

Once all vehicles that require an RFID have been entered, click Next.  
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Step 9. 

Once vehicle details are completed you are then directed to the Payment Details page.  

The Minimum Account Balance and Minimum Auto Top Up amounts default to the minimum 

amount required.  

These amounts can be increased in the corresponding text boxes only.  

You can opt in for SMS alerts when an automatic top up fails, incurring a cost of $0.18 per SMS. 

Where the account balance falls below the Minimum Account Balance an SMS will be sent to the 

mobile number provided in the account incurring a cost of $0.18 per SMS.   

It is a condition of all users to maintain the minimum account balance and this SMS is a reminder 

that the account is in breach.  This option is a mandatory requirement to proceed.  
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Step 10. 

Insert credit card details to be attached to the account and for all deposits, balances and top-ups to 

be debited from. 

Click Next. 

 

 

 

 

 

 

Step 11. 

A summary of all details entered is shown on the Submit Application page.  

Review these details to ensure they are correct.  

Click Submit to send off the Vehicle/Driver Registration for processing  

 

 

 

 

 

 

 

 

 

Step 12. 

Click Done to close out of the sign up screen.
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Step 13. 

An email will be sent to the email address used to register the account confirming the registration 

request has been submitted to Townsville Airport for approval and will include a temporary 

password for use when initially logging in to the new account once it is approved.  

The Owner/Operator must first “Endorse” each Vehicle/Driver linked to the Owner/Operator and 

final approval is then required from Townsville Airport before the account is fully approved with 

unlimited access to ParkCharge dashboard options.  

 

Vehicle/Driver Endorsement 

Step 1. 

Once the Owner/Operator has created Vehicle/Driver accounts an email will be sent to the 

Owner/Operator email advising that you have a Parking Driver Request Alert. 

 

Step 2. 

Log in to the Owner/Operator ParkCharge account 

Upon the second log on the following options will be available from the Home screen.  

Select Driver List 

 

 

 

Step 3. 

All Vehicles/Driver/s awaiting Operator Endorsement will be sitting under Drivers with an Account 

Status of Submitted. 
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Step 4.  

Click on the email address hyperlink to bring up a view of the Vehicle/Driver submitted application.  

Scroll to the bottom and click EDIT 

 

 

 

 

Step 5. 

The Account Status field has now changed to a drop down. 

Select Endorsed from the drop down and click Save.  

 

 

 

 

 

 

Once a Vehicle/Driver account has been endorsed by the Taxi Owner/Operator, Townsville Airport 

will be notified for the final approval.  

Once the approval is processed, an email with instructions will be sent to the email address used to 

register, advising that the application to operate at Townsville Airport has been approved.  

This email also contains the instructions for collection of the Radio Frequency Identification Device 

(RFID) cards. 

Once the account has been approved, the nominated credit card will be debited the minimum 

auto top up fee of $125.00.  

This fee will be transferred to the Vehicle/Driver online access account. 

 



 

Logging In To Your Account  Page 18 of 26 

“Driver” Email Address 
For some Owner/Operators, the “Vehicle/Driver” will also be the “Owner/Operator”.   

As the email address used for either sign up becomes the username to log in, an email address can 

only be used ONCE.  

However, at either sign up stage by simply adding a “+” and a number to your regular email address. 

This will allow you to create a separate account in the ParkCharge system, but still have the various 

emails delivererd to your original email address/inbox. * 

*Not all email domains allow this to occur. Many of the major email providers support it like 

Google and Hotmail etc without any issues 

For example: 

Original email is = kherrod@gmail.com 

Example of adding a + = kherrod+1@gmail.com, kherrod+3@gmail.com, or 

kherrod+driver1@gmail.com etc. 

Ensure if creating addresses as per the instructions above that you write this detail down. An email 

outlining the username and temporary password will be sent once the either registration is 

submitted.  

 

Managing Your Account 
Once your account is approved you will be able to log into your account. 

The log in link is  

https://parking.tsvgtgateway.com.au/public/TOWNSVILLE/home.htm   

 

 

 

 

Email* is the email provided at registration. 

Password* for the first time log on is the temporary password emailed at confirmation of account 

registration submission. 

Click Login. 

The first time you log on you will be required to change your password. 

 

 

https://parking.tsvgtgateway.com.au/public/TOWNSVILLE/home.htm


 

Logging In To Your Account  Page 19 of 26 

Changing Your Password 

 

Step 1. 

The first time you log into your account using the temporary password provided via the confirmation 

email from Townsville Airport navigate to Change Password and set a new password. 

 

 

 

Step 2. 

Enter the Old password. For the first log on will be the temporary password that was emailed to 

you.  

 

Enter a New Password.  This must be at least 8 characters in length, contain both letters and 

numbers and contain at least 1 capital letter.  
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Step 3. 

Once you change your password the system will take you back to the front log in screen. 

Log in using your registered e-mail address and your new password you just created.  

The ‘Home’ page will then display with account options to allow you to self-manage your account.  

Owner/Operator View 

 

Vehicle/Driver View 
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Manually Topping Up Your Account 

Step 1. 

Log into the Driver/Vehicle account 

 

Step 2. 

Select ‘Instant Top Up’ from the menu bar the top of the screen  

 

 

Step 3. 

Enter your credit card details, and top up amount and press ‘Pay’ 

 

Step 4. 

You will receive a confirmation the top up has been processed along with a receipt number for this 

transaction. 
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Modifying Vehicle/Driver Details 
 

Editing Driver Details 
Driver details, including addresses, contact details and vehicle specifics can be amended or updated 

at any time by users.  

Step 1. 

Select ‘Modify Driver Account’  

 

Step 2.  

Use the Next button to navigate through the details section and update as required. 
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Step 3. 

Once you have completed all the updates, confirm they are correct and select ‘Submit’  
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Printing Statements/Tax Invoices 

Step 1. 

Log into the Driver/Vehicle account 

 

Step 2. 

Select ‘Statement’ from the menu bar at the top of the screen 

 

 

Step 3. 

Summary Statements will appear automatically, and individual payment transactions can be 

accessed by pressing on the blue hyperlink as highlighted below 

 
Transactions Record reports can be tailored by using the ‘Date’, ‘Status’ and ‘Type’ filters, and 

selecting ‘Search’ as per below 

  

All transaction records can be printed, or exported to CSV 

 

 

 



 

Taxi Set Up Process Summary  Page 25 of 26 

Forgotten Password 

Step 1. 

To reset your password, select ‘Forgot Password?’ at the home screen  

 

 

Step 2. 

To reset your password, enter your username (email) twice and then press ‘Send Password’. Your 

new password will be emailed to your registered email address 
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Townsville Airport Contacts 
 

Email 
If you have any questions or concerns regarding the Ground Transport Payment Platform – Park 

Charge or Ground Transport Operations in general; you can email the Commercial team at 

groundtransport@tsvairport.com.au  

 

Office 
The Townsville Airport Management Centre is located across the road from the Terminal at: 

Corner of Halifax Street and Stinson Avenue 

GARBUTT QLD 4814 

It is directly opposite Qantas Freight and Toll and has its own car park.  

 

Phone 
Should you wish to speak to a member of the Commercial team regarding the Ground Transport 

Payment Platform – Park Charge or Ground Transport Operations in general; you can phone (07) 

5536 9573 

 

mailto:groundtransport@tsvairport.com.au

