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Manage Users 
Agency Administrators can use this process to view and add agents for their agency. 
Note: All changes are audit logged. You should ensure this action complies with your obligations as a 
Real Estate Agent and the Rental Bonds Portal Terms and conditions.  

View agency users 

 

1. Sign into the Rental Bonds Portal 

2. From the Main Menu click Manage Users. 
 

 
 

 

3. The Manage Users screen will open and display a list of current users for your agency. 

 
 
 
 
  

https://www.revenue.act.gov.au/rental-bonds/rental-bonds-portal-user-guides/terms-and-conditions
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Add a user to your agency  

 

1. Sign into the Rental Bonds Portal 

2. From the Main Menu click Manage Users. 

 
 

3. The Manage Users screen will display. Click + New User on the top right-hand corner of the 

screen.  

 
 

4. The New User screen will display. Enter the user’s email address and click Search.   

Note: If a user already has an account in the portal see Add an existing user to multiple agencies or 

branches 
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5. Select the users Role from the drop-down menu. Enter the user’s first name, last name, email 
address and contact number. 

 
 
Note:  

 
 

6. Click Save. You will return to the Manage User screen.    

 
 
 

Agent (Property Manager) = can view and action all the bonds for your agency 
Agent Administrator = can view and action all the bonds for your agency, add/edit users for your 
agency and update the agency’s details 
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Note: An activation email will be sent to the email address provided (see below). The user must 
activate their account within one hour of the email being sent.  
 
 

 
 

7. The user will appear on the Manage Users screen in a Registered status.  

 
 

8. Once the user has activated their account their status will change to Active. 
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Resend an Activation Email 

 
Agency Administrators can use this process to resend an activation email request if the user does not 
activate their account within the required time limit.  

 

1. Sign into the Rental Bonds Portal 

2. From the Main Menu click Manage Users. 

 
 

3. Click the edit icon next to the user’s name on the user account line.  

Note: If the users name does not appear you can enter their email address and click Search to 

display their details.   
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4. The Edit User screen will display.  Click Resend Activation Email 

 
 

5. A message will display advising the activation email has been sent. 

 
 
Note: Another activation email will be sent to the email address provided. The user must activate their 
account within one hour of the email being sent.  
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Add an existing user to multiple agencies or branches 
Agent Administrators can use this process to add an existing user to multiple agencies or branches that 
they manage. 
 

1. Sign into the Rental Bonds Portal 

2. From the Main Menu click Manage Users. 

 
 

3. The Mange Users screen will display. Click + New User in the top right-hand corner of the 

screen.  

 
 

4. The New User screen will display. Enter the users email address and click Search.   
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5. If the user already exists in the Rental Bonds Portal, a message will display  

“Existing user found”. You can invite this user to your agency or branch.  

 
 

6. Select the users Role from the drop-down menu. Click Send Invitation Link. 

 
 
Note:  

 
 
 
 
 
 
 

Agent (Property Manager) = can view and action all the bonds for your agency 
Agent Administrator = can view and action all the bonds for your agency, add/edit users for your agency 
and update the agency’s details 
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Note: An activation email will be sent to the email address provided (see below). The user must 
activate their account within one hour of the email being sent.  
 
 

 
7. The user appears on the Manage Users screen with a User Status of Active, as they are an 

existing user.  The Agency Status displays a cross until the user activates their account.   

 
 

8. Once the user has activated their account, the Agency Status displays a tick to indicate they 

are active within your agency or branch. They can now view and manage bonds.  
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Change user status 
Agency Administrators can use this process to deactivate or reactivate a user’s account.  
 

Deactivate user 

1. Sign into the Rental Bonds Portal 

2. Click the Profile menu in the top right-hand corner to display the drop-down list.  

 
 

3. Click Agency Profile.  

 
 

4. This Agency Profile screen will display. Click View Agents  
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5. A list of agents for the agency is displayed. Click the agents Name you want to deactivate.  

 
 

6. The Edit User screen will display with the agents’ details. ‘Click’ Inactive. 
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7. Click Save  

 
 

8. A pop-up message will appear asking you to confirm that you want to deactivate the agent. 

Click Yes.   
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9. A pop-up message will appear confirming the updates have been saved.  The Agency Status 
will display a cross.  
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Reactivate user 

1. Sign into the Rental Bonds Portal 

2. Click the Profile menu in the top right-hand corner to display the drop-down list.  

 
 

3. Click Agency Profile.  

 
 

4. This Agency Profile screen will display. Click View Agents  

  



 

 

 

ACT Revenue Office 
ABN: 45 096 207 205 

 

Rental Bonds Portal - User guide for Agent Administrators  17 
May 2026 

5. A list of agents for the agency is displayed. Click the agents name you want to activate.   

 
 

6. The Edit User screen will display with the agents’ details. ‘Click’ Active. 
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7. Click Save  

 
 

8. A pop-up message will appear asking you to confirm that you want to reactivate the agent. 

Click Yes.   
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9. A pop-up message will appear confirming the updates have been saved.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Disclaimer 
 
All identity information used in this document depicts fictitious operations with sample data used to 
develop sample processes for the Rental Bonds Portal. Any resemblance to actual names, addresses, 
contact numbers, rental values or bond amounts is coincidental.  


